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Administrator/Supervisor:

New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Personal Qualifications:

0.00

Date:  

Personal Qualifications Average:

Job Goals:  To provide students with a safe, attractive, comfortable, clean, and efficient place in which to learn, play and develop.  To support an on going 

custodial training and instructional program.

CLASSIFIED EMPLOYEE PERFORMANCE EVALUATION - DAY CUSTODIAN

Employee:

Adaptability – Employee grasps concepts quickly; has ability to learn; understands job.

Relationship with people – Possess the ability to get along with others; good relationships with school and community personnel 

(including students); good team worker.

Attitude – Shows enthusiasm for work; willing to meet job requirements; readily accepts suggestions; is loyal to job and 

employer.

Work ethic – Shows initiative; handles responsibilities at work efficiently.

Punctuality and Attendance – Comes to work on time; few absences. (100% = 7 / 95%-100% = 6 / 90% - 95% = 5 /  85% - 90% = 4; 

90% - 85% = 3 / 75% - 85% = 2 / Below 75% = 1)

Dependability – Places school interests ahead of personal conveniences; does not waste time; conforms to rules and regulations; 

does not discuss confidential school matters with others.

Appearance – Dresses appropriately; well-groomed and neat. 

Fall Formative Spring Summative 
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New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

General Performance:

0.00

Specific Performance Responsibilities:

Unlocks all entrance doors to building and turn on all hallway lights, cleans and prepares office for business.

Raises the U.S. and/or Missouri flag before the opening of each school day.

Sets up cafeteria for breakfast and lunch.

Ensures all entrance doors, except for the one designated entry door, are locked no later than 8:30am.

Cleans and wet mops cafeteria after lunch and dispose of all trash.

Dust mops all corridors and mainatin all restrooms.

Removes snow and ice from all entrance ways.

Performance Average:

Skills – Able to perform the job responsibilities efficiently and effectively.

Dependability – Degree to which employee can be relied upon to do a job without close supervision.

Knowledge of Methods – Speed and thoroughness in learning procedures; rules and other details; alertness.

Work Habits – Organizes work; takes good care of equipment; neatness, safety, punctuality.

Quantity of Work – Maintains high output; usually does more than expected.

Quality of Work – Accurate, neat and thorough; follows through on details.
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Comments Concerning Employee’s Strengths

Comments Concerning Employee’s Weaknesses:

Employee’s Comments:

Evaluator’s Comments:

This evaluation has been discussed with me.

Signature of Employee Date

Signature of Person Making Evaluation Date

Signature of Person Making Evaluation Date

Replaces light bulbs in classrooms and corridors as needed.

Performs other appropriate duties as assigned.

Specific Performance Responsibilities Average:

Demonstrates appropriate safety, handling storage, and marking techniques of all cleaning and sterilizing chemicals.

Total Average of Personal Qualifications/General Performance/Specific Performance Responsibilities:

Moves furniture and equipment as required for various activities.
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Administrator/Supervisor:

New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Personal Qualifications:

Dependability – Places school interests ahead of personal conveniences; does not waste time; conforms to rules and regulations; 

does not discuss confidential school matters with others.

Appearance – Dresses appropriately; well-groomed and neat. 

Adaptability – Employee grasps concepts quickly; has ability to learn; understands job.

Relationship with people – Possesses the ability to get along with others; good relationships with school and community 

personnel (including students); good team worker.

Attitude – Shows enthusiasm for work; willing to meet job requirements; readily accepts suggestions; is loyal to job and 

employer.

Work ethic – Shows initiative; handles responsibilities at work efficiently.

Punctuality and Attendance – Comes to work on time; few absences. (100% = 7 / 95%-100% = 6 / 90% - 95% = 5 /  85% - 90% = 4; 

90% - 85% = 3 / 75% - 85% = 2 / Below 75% = 1)

Personal Qualifications Average:

CLASSIFIED EMPLOYEE PERFORMANCE EVALUATION - FOOD SERVICE COOK

Employee: Date:  

Job Goal:  To provide quality meals with a variety of healthy food choices for students in a clean, friendly environment.

Fall Formative Spring Summative 
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New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Performance:

Specific Performance Responsibilities:

Performance Average:

Quality of Work – Accurate, neat and thorough; follows through on details.

Quantity of Work – Maintains high output; usually does more than expected.

Knowledge of Methods – Speed and thoroughness in learning procedures; rules and other details; alertness.

Work Habits – Organizes work; takes good care of equipment; neatness, safety, punctuality.

Skills – Able to perform the job responsibilities efficiently and effectively.

Dependability – Degree to which employee can be relied upon to do a job without close supervision.

Shows interest in the job and in the success of the operation.

Performs the duties assigned by the Kitchen Manager in an efficient manner.

Maintains the food service operation in full compliance with county and state health codes.

Makes recommendations to the Kitchen Manager for improvements to the meal programs.

Works efficiently with menus and food production records to produce meals on time.  Looks ahead to determine when to defrost 

items for use in production.  Pre-preps each day to ensure the next day’s menu items are ready to produce.

Maintains cleanliness of entire kitchen facility.  Schedules daily, weekly, and monthly cleaning of floors, ovens, freezers, 

refrigerators, dish machines, etc.  Cleans kitchen equipment, counters, and tables daily.
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Comments Concerning Employee’s Strengths

Comments Concerning Employee’s Weaknesses:

Employee’s Comments:

Evaluator’s Comments:

This evaluation has been discussed with me.

Signature of Employee Date

Signature of Person Making Evaluation Date

Signature of Person Making Evaluation Date

Properly stores all food and supplies upon delivery.

Assists other cooks when work in assigned area is complete.

Practices safety and precaution at all times.  Uses equipment with safety guards in place, wipe ups spills right away, reports 

unsafe conditions to supervisor promptly.  Promptly reports injury/accidents to supervisor.

Reports on time for work.  Notifies supervisor of absences before the start of the work day.

Performs other appropriate duties as may be assigned including special meal functions.

Is pleasant, polite, and courteous.  Remembers the future success of the program depends on how well the customer is treated.

Total average of Personal Qualifications/General Performance/Specific Performance Responsibilities: 

Specific Performance Responsibilities Average:
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Administrator/Supervisor:

New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Personal Qualifications:

Dependability – Places school interests ahead of personal conveniences; does not waste time; conforms to rules and regulations; 

does not discuss confidential school matters with others.

Appearance – Dresses appropriately; well-groomed and neat. 

Adaptability – Employee grasps concepts quickly; has ability to learn; understands job.

Relationship with people – Possesses the ability to get along with others; good relationships with school and community 

personnel (including students); good team worker.

Attitude – Shows enthusiasm for work; willing to meet job requirements; readily accepts suggestions; is loyal to job and 

employer.

Work ethic – Shows initiative; handles responsibilities at work efficiently.

Punctuality and Attendance – Comes to work on time; few absences. (100% = 7 / 95%-100% = 6 / 90% - 95% = 5 /  85% - 90% = 4; 

90% - 85% = 3 / 75% - 85% = 2 / Below 75% = 1)

Personal Qualifications Average:

Job Goal: To assure the smooth and efficient operation of the school office and to implement administrative policy in an efficient manner, utilizing effective 

communication skills while working with a variety of school clientele. 

CLASSIFIED EMPLOYEE PERFORMANCE EVALUATION - HURRICANE DECK SECRETARY

Employee: Date:  

Fall Formative Spring Summative 
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New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Performance:

Specific Performance Responsibilities:

Performance Average:

Quality of Work – Accurate, neat and thorough; follows through on details.

Quantity of Work – Maintains high output; usually does more than expected.

Knowledge of Methods – Speed and thoroughness in learning procedures; rules and other details; alertness.

Work Habits – Organizes work; takes good care of equipment; neatness, safety, punctuality.

Skills – Able to perform the job responsibilities efficiently and effectively.

Dependability – Degree to which employee can be relied upon to do a job without close supervision.

Accurately counts money and makes deposits.

Performs clerical tasks as required.

Maintains student records as shall be required.

Maintains accurate attendance records to complete the monthly and yearly ADA reports.

Enrolls students and provides school information.

Maintains student transportation bus route information.

Provides clerical and other assistance to staff members when needed.
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New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Maintains a monthly record of teacher absences and reports to the designated director or payroll.

Provides first aid care to students when needed.

Receives students, parents, and others in a courteous manner.

Receives and routes all incoming calls and messages in a courteous manner.

Dispenses medicine to students according to established policy and procedure.

Maintains office and health care area in a neat and orderly fashion.

Receives, sorts, and distributes mail and other documents in timely, efficient manner.

Orders and maintains supplies as needed for the office.

Maintains the inventory of equipment information as required by the district.

Maintains the same high level of ethical behavior and confidentiality of information about students as is expected of teachers.

Performs other appropriate duties as assigned.

Total average of Personal Qualifications/General Performance/Specific Performance Responsibilities: 

Assists in processing free and reduced lunch applications as part of the enrollment process.

Specific Performance Responsibilities Average:
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Comments Concerning Employee’s Strengths

Comments Concerning Employee’s Weaknesses:

Employee’s Comments:

Evaluator’s Comments:

This evaluation has been discussed with me.

Signature of Employee Date

Signature of Person Making Evaluation Date

Signature of Person Making Evaluation Date
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Administrator/Supervisor:

New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Personal Qualifications:

CLASSIFIED EMPLOYEE PERFORMANCE EVALUATION - SPECIAL EDUCATION PARA-PROFESSIONAL

Employee: Date:  

Job Goal:  To work with teachers and other school personnel in providing educational support for students with disabilities as determined by Individual 

Education Programs (IEPs).  

Dependability – Places school interests ahead of personal conveniences; does not waste time; conforms to rules and regulations; 

does not discuss confidential school matters with others.

Appearance – Dresses appropriately; well-groomed and neat. 

Adaptability – Employee grasps concepts quickly; has ability to learn; understands job.

Relationship with people – Possesses the ability to get along with others; good relationships with school and community 

personnel (including students); good team worker.

Attitude – Shows enthusiasm for work; willing to meet job requirements; readily accepts suggestions; is loyal to job and 

employer.

Work ethic – Shows initiative; handles responsibilities at work efficiently.

Punctuality and Attendance – Comes to work on time; few absences. (100% = 7 / 95%-100% = 6 / 90% - 95% = 5 /  85% - 90% = 4; 

90% - 85% = 3 / 75% - 85% = 2 / Below 75% = 1)

Personal Qualifications Average:

Fall Formative Spring Summative 

SAMPLE
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New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Performance:

Specific Performance Responsibilities:

Uses strategies, equipment, materials, and technologies, as directed, to accomplish instructional objectives.

Demonstrates sensitivity to the diversity of individuals and families.

Knowledge of Methods – Speed and thoroughness in learning procedures; rules and other details; alertness.

Work Habits – Organizes work; takes good care of equipment; neatness, safety, punctuality.

Skills – Able to perform the job responsibilities efficiently and effectively.

Dependability – Degree to which employee can be relied upon to do a job without close supervision.

Assists in adapting instructional strategies and materials as directed.

Provides personal care assistance to students, as directed, such as toileting, feeding, and cleaning, as needed and  includes toilet 

training, supervision, and changing of diapers/clothing as needed. 

Performance Average:

Quality of Work – Accurate, neat and thorough; follows through on details.

Quantity of Work – Maintains high output; usually does more than expected.

Uses strategies as directed to facilitate effective integration into various settings.

Uses appropriate language levels, such as shorter sentences, etc. to interact with different language levels of students.

Uses strategies as directed to increase the individual's independence and confidence.
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New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Uses strategies for managing behavior as directed.

Uses universal precautions and assists in maintaining a safe, healthy learning environment.

Establishes and maintains rapport with learners.

Uses strategies as directed, in a variety of settings, to assist in the development of social skills.

Follows written plans, seeks clarification as needed.

Prepares and organizes materials to support teaching and learning as directed.

Demonstrates basic data collection techniques as directed.

Demonstrates a high level of engagement with students by participating in activities that includes lifting, sitting for extended 

periods of time on the floor, and participates in motor activities with students. 

Assists with the implementation of accommodations through the administration of state and district-wide assessments.

Performs responsibilities as directed in a manner consistent with laws and policies.

Acts as a role model for students.

Demonstrates proficiency in academic skills, including oral and written communication.

Demonstrates commitment to assisting learners in achieving their highest potential.

Demonstrates the ability to separate personal issues from one's responsibilities as a para-professional.

SAMPLE

DRAFT



New Emerging Developing Progressing
Meets 

Expectations
Above Expectations Outstanding Performance Level                              

1 2 3 4 5 6 7 1-2-3-4-5-6-7 

Comments Concerning Employee’s Strengths

Comments Concerning Employee’s Weaknesses:

Employee’s Comments:

Evaluator’s Comments:

This evaluation has been discussed with me.

Signature of Employee Date

Signature of Person Making Evaluation Date

Signature of Person Making Evaluation Date

Performs other appropriate duties as assigned.

Total average of Personal Qualifications/General Performance/Specific Performance Responsibilities: 

Assists in collecting and providing objective, accurate information to supervising teachers.

Specific Performance Responsibilities Average:
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