Eugene School District 4J
Classified Employee Evaluation
The Eugene School District Classified Employee Evaluation is based on the premise that all employees have a commitment and responsibility to continued improvement in their performance. The purpose of the evaluation is to improve employees’ job performance, skill, and expertise through a systematic and constructive evaluation system. In addition, the evaluation is used for corrective actions and in making personnel decisions. The Classified Evaluation:
1) Provides an opportunity for the supervisor and the employee to mutually develop performance goals; and 
2) Assists the supervisor to determine areas for improvement and assist in correcting deficiencies. 
All classified employees are to be evaluated annually no later than May 30 of the evaluating year and all evaluations must be sent to Human Resources no later than June 15. The immediate supervisor of the employee is the primary evaluator. For school-based staff, when the primary evaluator is not the principal, the supervisor must consult with or inform the principal on all evaluations. Probationary employees may request feedback on these standards at any time during their probationary period. 
The annual evaluation process is as follows:
1. At the beginning of the evaluation period, supervisor sends employee the Classified Employee Self-Assessment form and sets a Standards Overview meeting with employee. 
2. Employee completes the Self-Assessment form and shares results at the Standards Overview meeting. This is also a time to discus, agree on, and document goals for the evaluation period. Since it informs and gives input to the employee’s evaluation, the Self-Assessment form should not be sent to Human Resources to be filed in the personnel file. You should maintain a copy for your records. 
3. Throughout the evaluation period, supervisor checks in with employee, observes performance, assists where necessary. 
4. Toward the end of the evaluation period, supervisor completes the Classified Employee Evaluation form and shares results at a Performance Evaluation meeting. 
5. If employee supervision is shared with other supervisor(s), input from relevant supervisor(s) should be obtained.
6. During the Performance Evaluation meeting, supervisor and employee review overall performance and set goals for the next evaluation period.
The Performance Evaluation meeting can be as important as the information that goes into it. Careful preparation and scheduling may take a little time, but the results are worthwhile. Consider the following in conducting a Performance Evaluation meeting:
1. Pre-schedule a time to meet with the employee, giving the employee sufficient notice to prepare.
2. Be prepared. Review the employee’s job description and review other resources related to the employee’s job performance.
3. Give your full attention to the meeting. Ensure you are in a quiet place where you will not be interrupted. 
4. Create a positive atmosphere.
5. Ask open-ended questions.
6. Give honest and constructive work-related feedback.
7. Encourage an interactive discussion on the review and establishment of goals and objectives.
8. Ask the employee what you can do to assist them to be successful.
9. Discuss how you will follow-up and close the meeting by thanking the employee for participating.
PERFORMANCE EVALUATION RATINGS
	RATING
	DEFINITION

	Ineffective
	Minimal or no evidence of employee performing duties at an acceptable level. Performance is clearly inadequate. Immediate corrective measures are required.

	Area for Growth
	Some evidence of employee perfoming duties at an acceptable level. Some performance is inadequate. Corrective measures may be necessary. 

	Effective
	Employee performs duties adequately and effectively. Evidence of meeting expectation. 

	Exemplary
	Employee exceeds performance standard.  Evidence of exceeding expectation. 


EUGENE SCHOOL DISTRICT 4J
CLASSIFIED EMPLOYEE EVALUATION
	Evaluation Period:
	     
	to
	     
	Date:
	     

	Employee Name:
	     
	Employee No:
	     

	Location/Department:
	     

	Position Title:
	     

	Reason for Review:
	 FORMCHECKBOX 
 Annual
	 FORMCHECKBOX 
 Probationary
	 FORMCHECKBOX 
 Other


	Please provide a rating for every indicator. Write an explanation below for each rating of “Ineffective” and/or “Area for Growth.” Attach additional sheets if necessary. 
	Ineffective
	Area for Growth
	Effective
	Exemplary

	1. Quality of Work – Work is accurate, thorough, neat, and completed in a timely manner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Quantity of Work – Effectively produces work in accordance with job description and the district, department, and building needs. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Job Knowledge – Demonstrates knowledge of job duties and their purpose. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Job Skills – Demonstrates skill in job performance, requiring minimal direction.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Flexibility and Adaptability – Learns new tasks and assignments willingly. Handles situations appropriately as they arise, even under stress.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Initiative – Seeks new or additional assignments when appropriate or necessary. Involved in solving problems and offers constructive solutions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Judgment and Decision Making – Uses good judgment and makes appropriate decisions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Organization – Tasks are organized, prioritized, and planned out. Materials, equipment, and work area are clean, organized, and ready.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. Efficiency – Tasks are organized and completed efficiently. Materials are organized and used efficiently.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. Care and Operation of Equipment – Properly maintains and operates equipment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11. Safety – Follows safety guidelines. Maintains and promotes a safe work environment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12. Compliance – Has adequate knowledge of and adheres to district, department, and building policies and regulations, including appropriate recordkeeping and documentation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13. Attendance – Attends work and leaves at appropriate times. Complies with district, department, and building processes and procedures around the use of leaves.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Please provide a rating for every indicator. Write an explanation below for each rating of “Ineffective” and/or “Area for Growth.” Attach additional sheets if necessary.
	Ineffective
	Area for Growth
	Effective
	Exemplary

	14. Punctuality – Arrives for work and work appointments on time.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15. Appearance – Appearance and attire is professional and appropriate for the work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16. Relationships, Communication, and Professionalism – Develops effective working relationships. Represents district and board values in relationships, communication, and professionalism with all stakeholders.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Major Strengths and Accomplishments:

	     


Areas Needing Improvement (Ineffective and/or Areas for Growth):

	     


Goal(s) to Achieve During Next Evaluation Period:

	     


Employee Comments:

	     


	SIGNATURES

	     
	
	

	Name of Evaluator (Printed)
	
	Position Title

	
	
	     

	Evaluator’s Signature
	
	Date

	
	
	
	

	*I understand my signature signifies I have read the material to be filed. It does not indicate agreement with its content. I understand I have the right to respond in writing within 10 working days. My comments will be attached to the form in my personal file.

	     
	
	

	Name of Employee (Printed)
	
	

	
	
	     

	Employee’s Signature
	
	Date


Make 2 copies:
1 for the employee
1 for the evaluator/supervisor
Send the original to Human Resources to be placed in the employee’s personnel file.
	HUMAN RESOURCES USE ONLY

	Comments:      


	     
	
	

	Name of Reviewer  (Printed)
	
	Position Title

	
	
	     

	Reviewer’s Signature
	
	Date
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