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	FREMONT UNION HIGH SCHOOL DISTRICT

EVALUATION/PERFORMANCE REVIEW

 CLASSIFIED EMPLOYEE


	EMPLOYEE
	POSITION
	SITE
	HIRE DATE
	DUE DATE

	
	
	
	
	


	TYPE OF EVALUATION

	
	3 Month Probationary
	
	6 Mo. Prob. / First Annual
	
	Bi-Annual



Instructions: Using the Examples of Descriptors as guidelines, conference with the employee regarding job performance.  After conference with the employee, choose the rating that is most descriptive of employee's performance.  Add narrative to clarify the rating in each category. When final Evaluation/Performance Review is given to employee, employee may request a second conference.


1.
WORK RESPONSIBILITIES

	Examples of Descriptors:
	

	· Uses time effectively
	· Takes care of equipment

	· Meets deadlines
	· Maintains work area

	· Works without close supervision
	· Complies with rules

	· Follows Directions
	


Narrative:
Rating: Choose the rating, which is most descriptive of the employee's performance.

Meets and/or Exceeds Standards
Needs Improvement
Unsatisfactory




2.
JOB PERFORMANCE

	Examples of Descriptors:
	

	· Makes sound decisions
	· Is effective under pressure

	· Uses high level of skill
	· Requires minimal supervision

	· Is accurate and thorough
	· Uses good judgment


Narrative:  
Rating: Choose the rating, which is most descriptive of the employee's performance.

Meets and/or Exceeds Standards
Needs Improvement
Unsatisfactory


3.
INTERPERSONAL SKILLS

	Examples of Descriptors:
	

	· Works cooperatively and effectively with students, staff and public

	· Coordinates work with co-workers

	· Promotes good relations even in difficult situations


Narrative:  
Rating: Choose the rating, which is most descriptive of the employee's performance.

Meets and/or Exceeds Standards
Needs Improvement
Unsatisfactory


4.
ATTENDANCE AND PUNCTUALITY

	Examples of Descriptors:
	

	· Arrives and departs at assigned time

	· Has only routine absences

	· Follows proper procedures to report absences


Narrative:   
Rating: Choose the rating, which is most descriptive of the employee's performance.

Meets and/or Exceeds Standards
Needs Improvement
Unsatisfactory


5.
NARRATIVE SECTION

A. 
IDENTIFY THIS EMPLOYEE’S STRENGTHS:

B. 
IDENTIFY GOALS (To be written during conference with employee)



6. OVERALL EVALUATION/PERFORMANCE

Rating: Choose the rating, which is most descriptive of the employee's overall performance.

Meets and/or Exceeds Standards
Needs Improvement
Unsatisfactory


FOR PROBATIONARY EMPLOYEES ONLY:  I recommend this employee for continuing employment.    

YES
NO

(If “NO”, contact Director of Human Resources immediately.)


	EVALUATOR OF RECORD:
	
	
	

	
	(First and last name)
	
	

	TITLE OF EVALUATOR:
	
	
	

	
	(Title)
	
	

	SIGNATURE:
	
	DATE:
	

	
	(Print and sign)
	
	


	EMPLOYEE:

I certify this report has been discussed with me.  I understand my signature does not necessarily indicate agreement and that I may prepare a written response within 30 days, which will be attached to this evaluation in my personnel file.



	SIGNATURE:
	
	DATE:
	



(Distribution:  Employee, Supervisor, Human Resources)

INSTRUCTIONS TO EVALUATORS FOR USE OF THE CLASSIFIED EMPLOYEE EVALUATION/PERFORMANCE REVIEW FORM

The observation and evaluation of an employee’s work performance are two of the primary responsibilities of any person who supervises or directs other employees.  The effective communication of this review to the employee is essential.  When used thoughtfully and carefully, the Evaluation/Performance Review form is intended to aid the employee and the supervisor in arriving at an understanding of the employee’s performance in a given position.  The document will become part of the employee’s personnel file and will be considered in decisions involving promotion and transfer.

PROBATIONARY EMPLOYEES:  The probationary period is the final and most important step in the selection process.  It is crucial that probationary employees meet or exceed district performance standards in order to be recommended for permanent status.

EVALUATORS:

It is expected that the evaluators will:

1.
Understand thoroughly the duties and requirements of the position to be evaluated.  Review the job description.

2.
Make job expectations clear at the beginning of each evaluation cycle.

3.
Use a process of objective reasoning.  Personal likes or dislikes of certain mannerisms or aspects of personal appearance must not affect assessment of work performance.

4.
Rate the employee’s performance objectively on each factor on the rating form.  Don’t assume that a rating in one category implies that same rating in all categories.

5.
Consider circumstances.  Evaluate work performance objectively but comment fully on extenuating circumstances.

GENERAL:
1.
All signatures must be in ink.  Changes and corrections must be initialed by the employee.

2.
Add narrative to clarify the rating in each category.  Thoughtful comments give the most complete picture of the employee’s performance and also make the evaluation more meaningful to the employee.

3.
Due dates must be observed.
4.
Additional evaluation/performance reviews may be used at any time to highlight outstanding performance or to document unsatisfactory performance.

5.
When an employee is considered for transfer or promotion, all performance evaluation reports in an employee’s personnel file may be reviewed. 

SECTION A (employee’s strengths):  Describe outstanding qualities or performance by this employee.

SECTION B (Goals):  Record agreed upon or prescribed goals for next evaluation period.  Record here any specific reasons for required improvement.

OVERALL EVALUATION:  Check the overall performance here, taking into account all factors and total performance over the full period of service being evaluated.

MEETS/EXCEEDS STANDARDS:  Meets and/or exceeds job performance expectations.

NEEDS IMPROVEMENT:  Performance periodically or regularly falls short of normal standards in some areas.  Specific deficiencies should be noted.  This evaluation indicates the supervisor’s belief that the employee can and will make the necessary improvement.

UNSATISFACTORY:  Performance clearly inadequate and does not meet job standards.  As specifically stated in Evaluation/Performance Review Narrative, employee has demonstrated inability or unwillingness to improve or meet standards.  Performance not acceptable for position held.

SIGNATURES:  Both the supervisor and the employee shall date and sign the report.  The employee’s signature indicates the conference has been held and that he/she had an opportunity to read the report.  If he/she refuses to sign for any reason, explain that his/her signature does not necessarily imply or indicate agreement with the report, and that the employee’s written response may be attached to the evaluation.  Further refusal to sign shall be recorded.
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