PUBLIC SCHOOLS OF PETOSKEY

Evaluation Form – Support Personnel

SECTION 1:
General Information

Name of Employee:      
Position:       
Length of Employment in Present Position:       
Total Years of Employment in Petoskey Public Schools:       
Name of Evaluator:       
Position:       
School Year:       
Date(s) of Formal Observation(s):       
Date(s) of Evaluation Conference(s):       
Note:  All appraisal sections are to be completed in triplicate
Distribution of copies:

1. Evaluatee

2. Evaluator

3. Personnel Office/Superintendent

This appraisal instrument is used to evaluate the performance of new employees during their probationary period as well as to evaluate other service personnel on a regular basis.

The signature of the evaluatee at the end of this instrument is not intended to reflect agreement or disagreement with the conclusions reached by the evaluator.  Such signature is intended only to indicate that the evaluatee has been given a copy of the completed form, has had an opportunity to meet with the evaluator and discuss the evaluation, and is aware of the contents.

This evaluation is conducted according to the provisions of the current Master Agreement between the parties.

Additional comments by the evaluator or the evaluatee may be written on the back of any of the pages of this form or may be attached to this form for inclusion in the personnel file of the evaluatee.

SECTION 2:
Supervisor/Management Evaluation

General Job Issues (All Classifications)


(Check appropriate column)
	
	
	
	Satisfactory
	Unsatisfactory
	Not Observed



	1.
	Carries out all duties of the job according to Michigan law and the policies of the Petoskey Board of Education.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Maintains a good personal image with the public concerning the activities and needs of the school district.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Reports to his/her immediate supervisor all matters which are important to the understanding and operation of the assigned job area or building.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Interprets and clarifies the purpose and needs of the school system to the public, as directed by his/her immediate supervisor.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Accepts responsibility for his/her job duties.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Acquires new skills to perform job responsibilities.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Performs work in a neat and orderly way.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Maintains a good personal appearance.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Maintains a good work schedule by reporting to work regularly and on time.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Evidences the ability to work at a high level of performance without constant supervision.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Shows ability to relate to other staff personnel, students and public.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
	Shows interest in self-improvement and a willingness to try new ideas.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	
	
	
	Satisfactory
	Unsatisfactory
	Not

Observed



	13.
	Performs other related duties as assigned by his/her immediate supervisor/administrator.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



General Job Issues (All Classifications)


(Check appropriate column)
	Comments by Evaluator:      


	
	
	
	Satisfactory
	Unsatisfactory
	Not

Observed



	1.
	Displays knowledge and reasonable care of potentially hazardous cleaning agents.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Keeps accurate inventory of equipment and supply needs.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Correctly prioritizes tasks.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Handles minor maintenance tasks as needed.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Identifies and reports safety concerns.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Other
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Specific Job Issues (Custodial)




(Check appropriate column)
	Comments by Evaluator:      


 Specific Job Issues (Secretarial)



(Check appropriate column)
	
	
	
	Satisfactory
	Unsatisfactory
	Not

Observed



	1.
	Handles documents in a confidential manner.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Displays good telephone skills.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Handles office duties efficiently.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Correspondence/work products are professional.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Keeps accurate records of supply needs, ordering, and office machinery maintenance schedules.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Other
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Comments by Evaluator:      


SECTION 3:
Composite or Summative Evaluation

All things above considered, the performance of this employee is rated as:


 FORMCHECKBOX 

Satisfactory


 FORMCHECKBOX 

Unsatisfactory

Signatures:


Evaluatee:








Date:





Evaluator:








Date:



	Comments by Evaluator:      
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