East Maine School District 63

Educational Support Personnel Evaluation Report
Name:





Date:

School:








Assignment:


Evaluator:

Employment Status:           
 Probationary______
Non-probationary______

I.
COMMUNICATION

Performance Descriptors

· Displays appropriate written and oral communication skills.

· Responds well to questions

· Listens and gets clarification

· Facilitates the flow of information and documents 

Meets Expectations_________
Does Not Meet Expectations _________

Comments:

II.
PLANNING/ORGANIZATION

Performance Descriptors

· Prioritizes and plans work activities

· Integrates changes smoothly

· Meets established timelines

· Self-initiates tasks, assignments

· Uses time efficiently

Meets Expectations________

Does Not Meet Expectations_______
Comments:

III. JOB SKILLS/KNOWLEDGE

Performance Descriptors

· Uses resources effectively

· Understands how job relates to others

· Displays understanding of applications for technology

· Exhibits ability to learn and apply new skills

· Takes advantage of staff development provided by the district

· Observes safety and security procedures

· Displays competence in required job skills and knowledge

Meets Expectations________

Does Not Meet Expectations_______
Comments:

IV.
QUALITY OF WORK

Performance Descriptors

· Demonstrates accuracy and thoroughness

· Seeks ways to improve and promote quality

· Shares and implements innovative approaches and ideas

Meets Expectations______
Does Not Meet Expectations _______


Comments:

V.
PERSONAL/INTERPERSONAL


      Performance Descriptors

· Exhibits confidence in self and others

· Displays courtesy and sensitivity

· Works cooperatively in group situations

· Establishes/maintains effective relationships with administration, staff, students, parents

Meets Expectations______
Does Not Meet Expectations_______

Comments:

VI.
PROFESSIONALISM
Performance Descriptors

· Demonstrates commitment to East Maine School District 63 Mission

· Inspires respect and trust

· Displays positive attitude toward work and assignments

· Processes confidential matters appropriately

· Manages difficult situations

· Demonstrates care in appearance

Meets Expectations ________
Does Not Meet Expectations _______

Comments:
Attendance
____Sick days

____Personal days
_____In-service days

Summary:

Professional Performance Goals:

Employee:



______Meets Job Performance Expectations



______Does Not Meet Job Performance Expectations

Signatures acknowledge that both parties have read and discussed the evaluation.  The employee may, within 30 calendar days of receipt of the evaluation, attach additional information to clarify identified issues.  

Evaluator Signature_________________________________
Date___________

Employee Signature__________________________
Date___________


Initial Appropriate Box

   

            I will attach additional information


I will not attach additional information
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