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Step-by-Step Overview:
Beginning of the Year: Goal Setting Conversations

One critical step in the Evaluation process is ensuring that all forms are completed
correctly. This section will assist you in accurately completing the forms and
therefore setting a strong foundation for your performance conversations.

Beginning of the Year: Goal Setting Conversations: You and your employee will
complete the entire Beginning of the Year form together during the actual
conversation.

Step 1:

Type Employee’s First and Last Name
Type Employee’s School or Location
Type Evaluator’s First and Last Name
Type or Select Employee’s Position

[ Paraprofessional - Emplovee Evaluation
"Q\t Beginning of the Year: Evalustion Introduction

Type Lmployee’s Name
(Brst and Jast)

Type Emplovee’s SchoolLacation

hovee's Posi
Employee's Position Paraprofessional

Type Evaluator's Name
(Tirst and lavt)




Step 2: Review the JP Schools “Professional Competencies” and “Performance
Indicators” sections with your employees. The key part to highlight during the
conversation is the rating scale. Discuss with your employees how demonstrating
the professional competencies would look, specific totheir job duties.

JP Schools has high expectations for employee performance, and therefore,
receiving a 4 rating is an honor that will be earned. If an employee receives a 4 in
any competency or indicator that means they are the epitome of what that
competency/indicator means and could be held up as an example for all other
employees to follow. All employees should be striving for a 4, but we fully expect
that the majority of employees will fall in the 2 or 3 range. Please share this
information with your employee while discussing the evaluation process.

[Remember that during the Beginning of the Year Conversation, no ratings are given]

Select 3 Ratmg
Profeiuonal Competenaes (Dyrmg s converzation thiz zechon = for referexe
onh. 11 & TRT mRCRIIITY (0 3Kt G rateg )

1. Commitment to stedeats

« Niust be a0t caly cocsnitted 10 students, bat cormmined 10 the parsat of excelence

o Understands bes 00 ber role and responsibdity snd how ey contribuge to studest ackarvemnest
» Undertands bow the job comtribates 10 succets for every stadest

1. Professionalism

» Revoaies cale under pressive Respoads 1o all people equasbly

« [s depeodable relishis md mumtams & good sttendan: record

« [s proactve when banding o] ssastoms [s traely with cfctmation

3. Koowledge of Job

« Is knowiedgeable about curreat and new practices and methods
o Uses appropriste msslenals. eQquiproett and 1650Wrces

« Kaows sppropeiste policies, grocedres, mnd regulations

4 Commuencaton

o [s effecove = oral and written dolls

o {5 abie % compmuacate well 10 manage conficr i deal effectvely with probiem stuatoos
* [z et whens banding Stuatoos and dfhculbes

5. Organiration
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Step 3: Review the “Performance Indicators” or chosen goals depending on the
employee’s position with your employee. Key parts to highlight during the
conversation are the rating scale and the specific indicators. Note for the employee
that any indicators not relevant to their job will be rated as “Not Applicable.” Also,
you and your employee might agree to create any site specific indicators for their
positions. If you do create site-specific indicators, please type in the new indicators.
The newly created indicators will automatically populate on the End of Year forms.

[Remember that during the Beginning of the Year Conversation, no ratings are given]

Select a Evaluation Rating
{During this conversation this section is for referenc
only. If is not necessary o select a rating }

JPPSS PARAPROFESSIONAL PERFORMANCE INDICATORS

Familiarity with IEP goals, accommedations, and/or ESL level for the students on their roster
knd successful executes the necessary responsibilities associated with meeting those goals and
fecommodations.

Familiarity with Teachers’ 8L Tz and accommodations for the students on their roster and
tuccessiul exscutes the necessary responsibilities associated with meeting those targets.

hezt at least once every 2 weeks with their lead teacher(s) to collaborate on student data,
Instructional and’'or behavioral strategies, non-instructional duties.

buccessfully implements/performs appropriate mstructional and behavioral strategies non-
mstructional duties.

Femains actively engaged m reinforcing content taught to maximize student achievement

Puctively assists in minimizing classroom disruptions to maximize student learning/achievement

fuctively familiarizes oneself on lesson plans and content for all classrooms that are serviced.

Remains consistently on-task and engaged in elevating student learning.

Maintains confidentiality in all communications.

[nseri site-specific task, if desired

[nsert site-specific task, if desired




Step 4: Share with your employee that the “Final Overall Score” section will be
automatically calculated based on the manager/evaluator’s inputted scores during
the End of Year Evaluations.

Evalustion Final Overall Score =DIv.ot

Step 6: The next step in the Beginning of the Year process is signing and dating
the form.
v" Finally, you should print the completed form.
v Ensure that the form is signed and dated by you and your employee.
v Make a copy of the signed form: (1) copy for your records & (1) copy for
your employee.




Step 7: The final step in the Beginning of the Year is completing the Beginning of
the Year Conversation worksheet and returning the worksheet ONLY to Human
Resources Support Performance via email to your assigned Support Performance
Coordinator:

Mat Grau: Mat.Grau@jpschools.org
Kennisa Royal: Kennisa.Royal@jpschools.org
O’Neal Scott: Oneal.Scott@jpschools.org

Please keep the original signed evaluation forms in your school/ department
records. Do not send the signed Beginning of the Year Conversations to Human
Resources at this time.



mailto:Mat.Grau@jpschools.org
mailto:Kennisa.Royal@jpschools.org
mailto:Oneal.Scott@jpschools.org

PLEASE READ IMPORTANT INFORMATION
REGARDING FORMS

You must save a copy of the following forms for each employee:

e Beginning of the Year Conversation Form

e End of Year Evaluation Form

Information from the Beginning of the Year Conversation Form will be
automatically transferred to the End of Year Form.

Step-by-Step Overview:
End of Year Evaluation Forms

One critical step in the Evaluation process is ensuring that all forms are completed
correctly. This section will assist you in accurately completing the forms and
therefore setting a strong foundation for your performance conversations.

Step 1: Start by reviewing the general employee information at the top the form. All
of the information should have automatically transferred from the Beginning of the
Year form, but you should just double check the fields for accuracy and make any
necessary adjustments.
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'," T Paraprofessional Employee Evalaation
. i End of Year Evaluation

Employee's Name 0

(first and last)

Employee's School Location 0

Employee's Position Paraprofeszonal

Evaluator's Name 0

{first and last)

Step 2: Rate your employee against the JP Schools Professional Competencies.” It
is important to reflect on the employee’s performance throughout the review period
and not focus on the last few weeks or one singular poor/outstanding occurrence.

Keep in mind, JP Schools has high expectations for employee performance and
therefore receiving a 4 rating is an honor that will be earned. If an employee receives
a 4 in any competency or indicator that means they are the epitome of what that
competency/indicator means and could be held up as an example for all other
employees to follow. All employees should be striving for a 4, but we fully expect
that the majority of employees will fall in the 2 or 3 range. Please share this
information with your employee while discussing the evaluation process.
Professional Competencies End of Year Evaluation Ratings
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Step 3: Rate your employee against the JP Schools “Performance Indicators™ or
selected goals depending on the employee’s position. As with the competencies
section, it is important to reflect on the employee’s performance throughout the
review period and not focus on the last few weeks or one singular poor/outstanding
occurrence.

Any indicators that are not relevant to your employee’s job should be rated as “Not
Applicable.”

If you and your employee created any site-specific indicators, those should appear
on the End of Year forms and will also need to be rated.

After selecting ratings for indicators, input specific evidence to support your
ratings, based on feedback and observations that were conducted throughout the
school year.

JPPSS PARAPROFESSIONAL PERFORMANCE INDICATORS Select 2 Evalnation Rating

|E amiianty with [EP soak. accommodatices: and'or ESL evel for the stndests ca ther roster and
sacosssil execuges the sevessary respoashiifies associied with mesting those goak 2nd
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Step 4: The “Final Overall Score” section will be automatically calculated based on
the manager/evaluator’s scores inputted during End of Year Evaluations. As an
evaluator, you will not need to input any information in this section.

Evaluation Final Overall Score =DIv.ot

Step 5: If you or your employees have any thoughts related to your End of Year
conversation, please type them in “Comments” section. You can complete/modify
this section before or during the actual conversation.
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Step 6: The next step in the End of Year process is signing and dating the form.
Please share with your employee that signing their name does not necessarily
indicate agreement with the evaluation.

v" Finally you should print the completed form.

v" Ensure that the form is signed and dated by you and your employee.

v Make two copies of the signed form- one copy for your records and one
copy for your employee.

SIGNATURES AND NEXT STEPS
Sipcmg the prinved copy does %ot secezsanly mdizots Spreeswent witk i evchuaroe

Print the camplesed form, vign dediww, and submit the original form m yowe Performance Iesm contict.
Be rure 1o mzhe two copies af the sigued focwr ome copy for your rcords and awe capy for yoor employec.

Employee’s signature:

Date End of Year comploted:

Evabrator's sagnature:

Date Ead of Year completed:

Step 7: The final step in the End of Year process is completing the End of the Year
Evaluation coversheet and returning both the cover sheet and the original signed
evaluation forms to Human Resources marked attention to Support Performance.

If you are in need of assistance, please contact Support Performance.
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PLEASE READ IMPORTANT INFORMATION

REGARDING FORMS

You must save a copy of the following forms for each employee:

e Beginning of the Year Conversation Form

e End of Year Evaluation Form

Information from the Beginning of the Year Conversation Form will be
automatically transferred to the End of Year Form.
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