CLASSIFIED EMPLOYEE EVALUATION
Revised 1.19.16
Employee:





Job Title/Position:

Evaluator:





Building/Department:

Evaluation For Period:                          to                              
Date:

	1
	2
	3
	4

	Unsatisfactory
	Basic
	Proficient
	Distinguished

	Not at Standard: Quality is often not up to the standard that we would expect for this position
	Meets Standard:  Quality is average; meeting the minimum expectation level.
	Above Standard:  Quality of work is above average and shows demonstrated accomplishment.
	Far Exceeds Standard:  Quality of work is exceptionally high and shows outstanding accomplishment.


PERSONAL TRAITS

	
	1
	2
	3 
	4
	
	1
	2
	3 
	4 

	Enthusiastic/Friendly/Positive
	
	
	          
	          
	Inter-relations/People Skills
	
	
	         | 
	            

	Cooperative/Part of the Team
	
	
	 
	
	Appearance/Hygiene
	
	
	         
	            

	Follows Directions
	
	
	 
	
	Professionalism
	
	
	         
	            

	Initiative/Looks for Solutions
	
	
	
	
	Discretion/Confidentiality
	
	
	         
	            

	Punctual/Dependable
	
	
	
	
	Integrity/Honesty
	
	
	         
	            

	Comments:


	


PERFORMANCE TRAITS (per attached job description)

	
	1
	2
	3 
	4
	
	1
	2
	3 
	4

	Quality of Work
	
	
	         
	         
	Plans & Completes Assignments
	
	
	         
	          

	Volume of Work
	
	
	         
	         
	Works w/o Direct Supervision
	
	
	         
	          

	Judgment/Decisiveness
	
	
	         
	         
	Overall Attitude
	
	
	         
	          

	Perseverance/Stays On Task
	
	
	         
	          
	Works well with others
	
	
	         
	          

	Accepts Direction
	
	
	         
	          
	Communication:  Written/Oral
	
	
	         
	          

	Follows Safety Procedures
	
	
	         
	          
	Complies With Policies
	
	
	         
	          

	Comments:


	


ADAPTIVE TRAITS

	
	1
	2
	3 
	4 
	
	1
	2
	3 
	4

	Adaptability/Flexibility
	
	
	
	
	Student Focused
	
	
	
	

	Self-Appraisal
	
	
	
	
	Self-Improvement
	
	
	
	

	Ability to Lead/Direct/Train Others
	
	
	
	
	Handling Stressful Situations
	
	
	
	

	Comments:


	


	1
	2
	3
	4

	Unsatisfactory
	Basic
	Proficient
	Distinguished

	Not at Standard: Quality is often not up to the standard that we would expect for this position
	Meets Standard:  Quality is average; meeting the minimum expectation level.
	Above Standard:  Quality of work is above average and shows demonstrated accomplishment.
	Far Exceeds Standard:  Quality of work is exceptionally high and shows outstanding accomplishment.


	Traits
	Score

	Personal Traits
	

	Performance Traits
	

	Adaptive Traits
	

	TOTAL OVERALL SCORE (average):
	


	Summary Comments:




	Summary of Areas of Improvement (if needed):




_____
Job Description has been reviewed and updated (if necessary).  Please provide any updates to Human Resources.
___________________________________   __________
___________________________________   __________


Evaluator Signature & Position

Date

Employee’s Signature


Date








            (Indicates only receipt of this evaluation/written statement)

Copy to Personnel File
