ORCUTT UNION SCHOOL DISTRICT
Classified Employee Evaluation

	Name
	Classification
	School/Site

	
	
Rating Period: May 2022 – May 2023




PERMANENT EMPLOYEE
Annual Evaluation Special Evaluation

PROBATIONARY EMPLOYEE
First Evaluation Second Evaluation Final Evaluation


Instructions: Please check the one column, which most accurately describes current performance. Areas evaluated as Unacceptable Performance or Requires Improvement requires an explanation on the reverse side.
	Exceptional Strength
	Effectively Meets Expectations
	Requires Improvement
	Unacceptable Performance
	

	
	
	
	
	1. Work attendance; observance of assigned work hours.

	
	
	
	
	2. Knowledge of work; understanding of job duties and procedures.

	
	
	
	
	3. Ability and skills to perform duties required by position.

	
	
	
	
	4. Planning and organizing, effective time management; efficient use of time and materials.

	
	
	
	
	5. Work judgments; ability to analyze work situations and make sound decisions and assessments.

	
	
	
	
	6. Quantity of acceptable work.

	
	
	
	
	7. Quality of work; accuracy and thoroughness – completeness.

	
	
	
	
	8. Meeting timelines and deadlines.

	
	
	
	
	9. Initiative in identifying, completing and/or resolving problems/work to be done.

	
	
	
	
	10. Effectiveness in coordinating work with other employees/departments.

	
	
	
	
	11. Accepting direction; responsive to supervision; complies with rules, directives, procedures; minimum supervision required.

	
	
	
	
	12. Accepting change in job demands and work situations; flexibility.

	
	
	
	
	13. Ability to learn, grasp new ideas and procedures, develop new work strategies.

	
	
	
	
	14. Accepting appropriate responsibility of the job.

	
	
	
	
	15. Work relationships with other employees.

	
	
	
	
	16. Work attitude.

	
	
	
	
	17. Has positive pupil/parent/public contact and rapport.

	
	
	
	
	18. Maintains confidentiality and is discreet in discussing students, staff and other school
matters.

	
	
	
	
	19. Operation and care of equipment.

	
	
	
	
	20. Appearance of work area.

	
	
	
	
	21. Knowledge and observation of safety practices related to both self and others.

	
	
	
	
	22. Grooming and appropriate dress.


Explanation of Ratings:
Exceptional Strength: Employee has shown special strength in the area noted during the evaluation period. Specific achievements should be elaborated in the narrative.
Effectively Meets Expectations: Employee consistently meets expected standards and competently fulfills all essential functions of the job.
Requires Improvement: Performance periodically or regularly falls short of normal satisfactory standards. Specific performance to be improved should be noted in the narrative along with goals for improvement.
Unacceptable Performance: Performance is clearly inadequate in one or more critical areas. Deficiencies are described in the evaluation narrative. Employee has demonstrated inability or unwillingness to improve to meet satisfactory standards. Performance is not acceptable for position held.
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Job strength and superior performance incidents. Describe areas of special noteworthiness.



State specific goals to be undertaken. (Unless mutually waived)



State progress toward attaining previously set goals. (If applicable)



Specific work performance or job behavior requiring improvement or correction and recommendation for improvement.



Evaluator's Comments:




This employee's services should be continued.
This employee should be given further opportunity to bring about the necessary improvement. (Date of next evaluation
This employee is not recommended for continued employment.



Signature of Principal	Date


Signature of Operations Supervisor	Date

· Evaluation not based on direct observation. Indicate item #(s) from front page


I understand my signature does not necessarily indicate agreement.



Signature of Employee	Date

· I request a review of this evaluation.

This document will be placed in your personnel file. You have ten (10) working days from receipt to make any signed written comments you wish, which will be attached to this evaluation and placed in your personnel file.
