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 Evaluate the employee on the basis of the work currently being done. Be sure each characteristic 

is considered separately, regardless where the appraisal falls on any other characteristic. Place a 

check in the box (only one for each line) below designation that best describes the individual. 

Data Manager: 

 

 Date: 

Evaluator: 

 

 

 

 

Performance Characteristics 

Rating Scale 

Distinguished  Accomplished  Proficient  Developing  ND 

 

General Duties/Knowledge  

 

Possesses a sound working 

knowledge of 

technical/computer data 

management and the use of 

basic Microsoft Office 

programs—Word, Excel, etc.  

     

Administers PowerSchool (PS) 

Manual and PS User Security 

for assigned school(s), 

coordinating with district 

personnel. 

     

Manages, generates, and 

distributes student 

demographic, scheduling, 

academic progress, testing, and 

disciplinary incidents data. 

     

Maintains records of student 

withdrawal from school, record 

of reasons for student 

withdrawal, and 

     

 

Student Information System (PowerSchool)  

Data Manager 

Performance Evaluation System 
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Performance Characteristics 

Rating Scale 

Distinguished  Accomplished  Proficient  Developing  ND 

students’ planned destination. 

Prepares periodic statistical 

reports. 

Facilitates transfer of student 

information between schools, 

including record requests. 

     

Works with a variety of 

departments to accurately input, 

maintain, reconcile, and report 

data. 

     

Effectively communicates in 

verbal, non-verbal and written 

forms, with a variety of 

stakeholders. 

     

Knowledge of attendance 

regulations and student 

accounting procedures, as 

outlined in the NC School 

Attendance and Student 

Accounting Manual (SASA) 

     

Knowledge of district 

enrollment, data sharing, 

transcripts, withdrawal and 

other data management 

processes.  

     

Confidentiality regarding 

student and staff information in 

accordance with 

federal privacy laws and state 

laws and local policies, 

procedures and guidance 

documents. 

     

Participates in professional 

development opportunities and 

monthly meetings as scheduled 

     

 

 

Accountability, Attendance and Scheduling  

 

Performance Characteristics 

Rating Scale 

Distinguished  Accomplished  Proficient  Developing  ND 

Timely and accurate Principal 

Monthly Reports (PMRs) 

Reports 
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Performance Characteristics 

Rating Scale 

Distinguished  Accomplished  Proficient  Developing  ND 

Timely and accurate reporting 

of course codes and course 

schedule changes 

     

Timely and accurate reporting 

of transfer credits and transfer 

test codes 

     

Timely and accurate reporting 

of NC Compulsory Attendance 

information 

     

Establishes timelines for 

submission of grades, grading 

reports, and report card 

distribution   

     

Timely and accurate reporting 

of drop-out and graduation data 

     

Timely and accurate reporting 

of discipline data 

     

Timely and accurate reporting 

of other requested  Federal, 

State or Local data 

     

Properly escalates issues to 

appropriate school and district 

office support; consistently 

follows proper protocol for 

technical support 

     

 

Data Manager Signature: __________________________  Date: ___________________________ 

Data Manager Comments: _____________________________________________________________ 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Evaluator Signature: _____________________________  Date: ___________________________ 

Evaluator Comments: _________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

______________________________________________________________________________ 

 
Points for each:  ND-0  Developing-1  Proficent-2 Accomplished-3  Distinguished-4 

 

Total points: ___________ 

 

Overall:  Developing 0-39  Proficient 40-59  Accomplished 60-70 Distinguished 71-80 


