CEDAR FALLS COMMUNITY SCHOOL DISTRICT
PERFORMANCE EVALUATION

DISTRICT/BUILDING CLERICAL, CENTRAL SERVICES/CUSTODIAN, FOOD SERVICE, TECHNOLOGY SERVICES
Name: 






Evaluation Period: 





Position: 





Evaluator: 






Department: 





Title: 







Rating Scale:
· Meets Expectations – Over the span of the appraisal period, performance typically met requirements of the position.

· Needs Improvement* – Over the span of the appraisal period, performance fluctuated, sometimes falling below the requirements of the position.

· Unacceptable* – Over the span of the appraisal period, performance consistently fell below the requirements of the position; continued employment is “at rIsk”.

· Not Applicable – a factor which was not expected during the appraisal period

Directions:  The evaluation will be based on data gathered through direct observation by the supervisor, as well as that generated from other sources as determined by the supervisor.  Comments should be provided to explain specifically areas where improvement is needed or performance is unacceptable.  Comments should be provided to give concrete illustrative examples where performance meets expectations.

Rate each factor by marking with an “x”.

*(NI) Needs Improvement or (UA) Unacceptable for any factor requires written actions to address the deficit.  
Determine the overall job performance by reviewing ratings on all factors.

INDIVIDUAL FACTORS

1.    JOB KNOWLEDGE & SKILLS – Job methods, procedures, practices, and responsibilities are well understood and reflected in job performance; exhibits continuous improvement and ongoing learning.

ME: 


NI: 


UA: 


NA: 


a. Demonstrates knowledge of job requirements

b. Follows required methods, procedures, and practices on assigned duties

c. Performs tasks and responsibilities competently

d. Able to perform with limited guidance

e. Actively participates and contributes to discussions, shares knowledge with others
f. Uses technology, tools, equipment, and systems correctly
g. Exhibits good judgment in decisions

h. Properly accounts for supplies of materials and inventory

i. Participates in meetings, training, and special events

j. Follows department, district, state, and federal procedures, policies, and regulations

Comments:

2.    QUALITY OF WORK – Maintains high standards of production, safety, and quality
ME: 


NI: 


UA: 


NA: 


a. Maintains a clean, neat, and orderly work area

b. Properly maintains, stores, and uses equipment, materials, perishable products, etc.

c. Keeps accurate, neat records, e.g. production sheets, transport sheets, student records

d. Pays attention to detail: thorough, accurate, error free

e. Prioritizes tasks and projects correctly

f. Plans work to efficiently meet schedules and deadlines

g. Organizes work for easy retrieval

h. Takes personal responsibility for mistakes and takes corrective action

i. If applicable:
1) Handles confidential or sensitive information, e.g. student records, employee data, appropriately

2) Follows appropriate security procedures in handling money

3) Cash receipts balance

4) Records transactions promptly

Comments:
3.    QUANTITY OF WORK – The amount of work performed is evidence of high productivity; industrious; accountable for own fair share of work load; seeks additional tasks.

ME: 


NI: 


UA: 


NA: 


a. Makes good use of work time

b. Self motivated to work efficiently with high productivity

c. Accomplishes assigned tasks

d. Exhibits initiative

Comments:

4. ORGANIZATIONAL SKILLS – Exhibits ability to prioritize work; organizational skills enhance job productivity.

ME: 


NI: 


UA: 


NA: 


Comments:

5.    SERVICE ORIENTATION – Professional, positive, and helpful approach with customers i.e. students, district employees and members of the public; displays loyalty toward the organization.

ME: 


NI: 


UA: 


NA: 


a. Understands, accepts, and responds to directions and instructions

b. Understands customer and District requirements and needs

c. Takes initiative to address problems and to research realistic solutions to customer needs

d. Conduct and performance enhance the image and reputation of the department and District

e. Remains calm under pressure

f. Accepts constructive criticism
Comments:

6.    PROFESSIONAL APPEARANCE – Dress is acceptable for the job; appears clean, well-groomed and “professional”.

ME: 


NI: 


UA: 


NA: 


a. Adheres to dress code requirements

b. Wears all personal protective equipment as required, e.g. gloves, hairnet, hearing and eye protection, etc.
c. Takes pride in appearance

d. Exhibits good hygiene practices

e. Maintains clean uniform

Comments:
TEAM WORK AND COLLABORATION

1.  CREATIVITY/PROBLEM SOLVING – Offers new ideas; suggests innovative and better ways of performing necessary tasks.

ME: 


NI: 


UA: 


NA: 


a. Identifies and responds to problems effectively

b. Identifies and reports problems as they arise

c. Develops options to solve problems

d. Makes appropriate and timely decisions

e. Views problems as positive opportunities for improvement

f. Actively participates and contributes to discussions

Comments:

2.  INTERPERSONAL SKILLS – Works collaboratively with others; courteous; polite; pleasant, promotes positive image in contacts with co-workers and District customers.
ME: 


NI: 


UA: 


NA: 


a. Displays confidence in self and others

b. Works cooperatively with others

c. Voluntarily assists others

d. Maintains a positive and polite demeanor

e. Shows genuine interest and concern for students and staff

f. Listens carefully

g. Chooses words thoughtfully and tactfully

h. Offers improvement and suggestions constructively

Comments:

3.  WRITTEN/VERBAL COMMUNICATION – Conveys information and ideas accurately and courteously to clearly meet the needs of the customer; transfers thoughts and ideas into speech and presents clearly.

ME: 


NI: 


UA: 


NA: 


a. Follows appropriate lines of authority in making requests or communicating concerns
b. Expresses thoughts and ideas in an understandable manner

c. Uses appropriate media and forums for communication

d. Expresses concerns constructively

Comments:
4.  ADAPTABILITY & FLEXIBILITY – Willing to support new procedures, practices, work schedules, and assignments.  Willingly takes direction and will modify preferred way of doing things.

ME: 


NI: 


UA: 


NA: 


Comments:
5.  SAFETY – Provides safety and security for self and others through following proper safety procedures at all times.

ME: 


NI: 


UA: 


NA: 


a. Understands and follows proper safety procedures for work inside and outside the building

b. Works in a safe manner that does not endanger self and others

c. Takes precautions to secure district property from theft and misuse

d. Inspects materials and equipment for safety and efficiency

e. Stores materials and equipment in safe and hazard-free environment

f. Uses materials and equipment in a safe and efficient manner

Comments:

6.  DEPENDABILITY – Reliable; punctual; consistent attendance; completes work accurately and in a timely fashion; stable and calm in a crisis or emergency; works independently when appropriate.

ME: 


NI: 


UA: 


NA: 


a. Accepts and completes assignments within specified time frames

b. Follows requirements of assignments and completes them accurately

c. Follows attendance and punctuality requirements
d. Reports to work on time

e. Complies with scheduled work periods

f. Attends all required meetings

Comments:

ADDENDUM

SPECIALIZED RESPONSIBILITIES AND DUTIES FOR FOOD SERVICES
1.  Supervisory Responsibilities

ME: 


NI: 


UA: 


NA: 



a. Effectively coordinates staff assignments to ensure efficient operations

b. Resolves personnel issues in a professional and confidential manner and informs the Food Service Supervisor of such actions

c. Keeps accurate production records per state guidelines

d. Assists in control of food and supply costs with proper handling and storage techniques

e. Evaluate employee performance per District guidelines and in a fair and equitable manner
Comments:  

2.  Kitchen Management

ME: 


NI: 


UA: 


NA: 


a. Monitor food preparation methods, portion sizes, and presentation of food to ensure that food is prepared and presented in an acceptable manner
b. Investigate and resolve complaints regarding food quality, service or accommodations

c. Arrange for equipment maintenance and repairs

d. Maintain food and equipment inventories and keep accurate inventory records

e. Review work procedures and operational problems in order to determine ways to improve service performance and/or safety

f. Make sound decisions and judgments

g. Recognizes and respects confidentiality

Comments:
PERFORMANCE SUMMARY
Evaluator Comments:

Performance Improvements/Goals:
Employee Comments:

Overall Performance Rating (check one):




Meets expectations




Needs improvement




Unsatisfactory

This evaluation has been discussed with me by my supervisor.  I have read and received a copy of this evaluation.

Evaluator Signature






Date

Employee Signature






Date
A-800-1     12/2010
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