PUBLIC SCHOOLS OF PETOSKEY

Evaluation Form – Commercial Foods Aide

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.

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 


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

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Comments by Evaluator:      


Specific Job Issues (Commercial Foods Aide)


(Check appropriate column)
	
	
	
	Satisfactory
	Unsatisfactory
	Not

Observed



	1.
	Assists groups or individuals to achieve successful completion of each assignment or task.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	(Front House Duties) Supervises and assists students working at:

a. Cashiering (daily check recording of meal receipts) by making final check of income and by “turning in” money each day to appropriate person.

b. Setting, waiting upon, and busing tables.

c. Beverage preparation and service.

d. Side duties of dining room operations.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	(Heart of the House Duties) Supervises and assists students working in the:

a. salad department

b. main dish line

c. bake shop

d. meat room

e. support services (dish unit, pots and pans, storeroom, maintenance, etc.)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Performs other related duties which may be assigned by the commercial foods instructor (e.g. processing purchase orders, requisitions, inventories, etc.) or the administration.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Comments by Evaluator:      


	Comments by Evaluatee (Not required, however may be added per a request from the evaluator or the evaluatee.):      


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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