
APPENDIX N 

TUSCUMBIA CITY SCHOOLS SUPPORT PERSONNEL EVALUATION FORM 

.nployee's Name: __________________ _ Date: ______________ _ 

School: __________________ - ___ Position Held: _____________ _ 

Rating Scale 
A 4-point rating scale will be used to evaluate support personnel in each of the 14 areas of knowledge and skills. Below is a general 
description of each scale level: 

4 - Area of Strength 3 - Satisfactory 2 - Needs Improvement 1 - Unsatisfactory 

1. Adherence to PolicylProcedure (follows policy O£ procedure established by superviSO£) 4 3 2 1 

Commen~: __________________________________________ _ 

2. Quality of Work (accuracy, neatness, completeness, thO£ougbness of work performed) 4 3 2 1 

Comments. ______________________________________ _ 

3. Quantity of Work (the amount and promptness of satisfactory work completed) 4 3 2 1 

Comments: --------------------------------------------

4. Interest (employee's adaptability, attitude, and willingness) 4 3 2 1 

Comments. ___________________________________________ _ 

5. Attendance (use ofleave time and absenteeism) 4 3 2 1 

Comments. ----------------------------------------

6. Punctuality (time of arrival and departure) 4 3 2 1 

Comments. -------------------------------------------------------------------

7. Responsibility and Dependability (in absence of supervision) 4 3 2 1 

Comments. --------------------------------------------------------------------

'. Use of Time (planning ofworlc, offering assistance to others, etc.) 4 3 2 1 

Comments: ------------------------------------------------------------------

(over) 



9. 

10. 

11. 

12. 

13. 

I. 

Relationships (consideration of other employees' work, working with others, etc. 4 3 2 1 

Commen~: ________________________________________________________________________________ __ 

Initiative (amount of guidance required, resourcefulness, and procedures) 4 3 2 1 

Commen~: ________________________________________________________________________________ __ 

Personal Qualities (manifests tact, team player, neatness in dress, self-control, patience, etc.) 4 3 2 1 

Comments. ________________________________________________________________________________ __ 

Public Relations (courteous, answering telephone, greeting visitors, supplying correct information, etc.) 4 3 2 1 

Comments. ________________________________________________________________________________ __ 

Acceptance of Constructive Criticism 4 3 2 1 

Comments: 
------------------------------------------------------------------~-----------

Knowledge of Position (extent to which the employee knows the "what", "how" and "why" 

ofhislher job) 

Comments: 

4 3 2 1 

----------------------------------------------------------------------------------

Recommendations!orlmprovement. ____________________________________________________________________ ___ 

EmployeesCommen~: ______________________________________________________________________________ __ 

Signature of Employee Date 

Jignature of Supervisor Date 

Original- Employee's Personnel Folder/One Copy - Supervisor/One Copy - Employee 
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