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PITTSBURG COMMUNITY SCHOOLS

ADMINISTRATIVE/SUPERVISORY PERSONNEL

EVALUATION FORM

NAME:





SCHOOL YEAR:
POSITION:




SCHOOL/DEPARTMENT: 


The primary purposes underlying the plan for EVALUATION of ADMINISTRATIVE AND/OR SUPERVISORY PERSONNEL are to improve job performance and to promote professional development of personnel.  Secondarily, the evaluation process is expected to document the level of accountability as demonstrated by the Evaluatee.


This form is designed to assist the EVALUATOR and EVALUATEE in formulating and in recording an accurate appraisal of the evaluatee’s performance through a two-way procedure.  In recognition of the fact that each person is an individual who must function as a team member, the opportunity to relate individual job objectives to system wide objectives is provided for in PART I of the plan.  The EVALUATEE should state objectives that relate to the categories in PART II for the approval of the EVALUATOR in the first conference.  The achievement of these objectives will be evaluated at a later conference and will be a portion of the annual overall performance evaluation.

PART I

OBJECTIVES:


Objectives should identify desired results, conditions under which activity will occur, time frame, and how attainment of objectives will be determined.  

Example:

Objective #1:
To develop a common informal reading inventory system with the faculty in a series of workshops to be held in the fall.  The objective will be considered to be attained upon completion of the design, development, and testing of the materials and adoption by the faculty.

EVALUATEE (Objectives)  (Attach Separate Sheet If Necessary)



__________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EVALUATOR (Comments and Approval)

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

___________________________   ___________________       __________________________________

Evaluatee


     Date

                        Evaluator







PART II






Part II is a checklist to be rated.  Six major areas are identified as follows:  (1) Personal Qualities; (2) Human Relations; (3) Instructional Leadership; (4) Professional Competencies and Growth; (5) School-Community Relations; and (6) General Administration.  Areas, which are applicable to individuals, are to be used as a basis for establishing objectives and for rating at an annual conference.  The evaluator is to rate each criterion at the annual conference. 

The rating terms satisfactory (S), needs improvement (N),  and unsatisfactory (U) serve as a means of evaluating the qualities and the performance of the Evaluatee.

S Satisfactory covers a range of measurement from satisfactory through outstanding and is to be interpreted in terms of the level of experience in his/her present assignment.

N Needs Improvement covers less than satisfactory performance for an employee.  It should help identify some areas where the employee is not meeting expected standards of performance

U Unsatisfactory covers performance below normally accepted standards.

NA  Not applicable indicates the area is not measurable or does not apply to this position.

The evaluator may identify major strengths and weaknesses of the Evaluatee through comments.  Each of the six areas listed should be rated by the use of a letter symbol.

I.
PERSONAL QUALITIES







_____







 









A.  Demonstrates emotional stability


B.  Recognizes own strengths and limitations


C.  Accepts constructive suggestions and adapts to change


D.  Shows sustained effort and enthusiasm in the quality and 


      quantity of work accomplished


E.  Listens for understanding

F. Communicates effectively using standard oral and written English

COMMENTS:

II.
HUMAN RELATIONS







_____










A.  Establishes a climate of trust and security for students and staff 


B.  Respects the rights of students, parents, faculty, staff, and associates


C.  Handles individual relationships tactfully and with understanding


D.  Accepts the dignity and worth of individuals without regard to 


      appearance, race, creed, sex, or social status

COMMENTS:

III.
INSTRUCTIONAL LEADERSHIP






_____






 

A.  Develops, initiates, and maintains an effective instructional program


      which implements the goals and objectives of the school system


B.  Provides for effective use of curriculum materials, instructional supplies, and equipment


C.  Provides for and promotes effective meetings and inservice training


       sessions for employees under his/her direction


D.  Evaluates systematically the instructional program and uses the results


       for continuous program improvement

COMMENTS:

IV.
PROFESSIONAL COMPETENCIES AND GROWTH



_____






A.  Keeps abreast of new developments in education






B.  Pursues a planned program of professional growth

C. Demonstrates competencies in area of expertise

COMMENTS:

V.
SCHOOL - COMMUNITY RELATIONS





_____





 

A.  Interprets school/department program to community


B.  Demonstrates a sense of loyalty to the school system and its role in the community.


C.  Develops a structured and systematic plan for the citizen participation


       in educational planning, policy-making, problem-solving, and 


       evaluation of school/department


D.  Develops a clear and effective two-way system of communication 


       between the school/department and community


E.  Develops high morale among staff and community

COMMENTS:

VI. 
GENERAL ADMINISTRATION






_____


A.  Complies with policies of school and/or school division


B.  Develops and implements systematic business procedures (manages


       available funds wisely; provides correct administrative information as


        needed; maintains accurate records)


C.  Ensures that authority and responsibility for each individual under 


       his/her supervision are clearly understood


D.  Delegates authority effectively


E.  Recognizes situations which need improvement


F.  Uses sound judgment in making decisions


G.  Meets deadlines promptly


H.  Interviews, selects, assigns, and evaluates personnel appropriately

COMMENTS:

EVALUATOR’S SUMMARY:
______________________________


__________________________________

EVALUATOR’S SIGNATURE




EVALUATEE’S SIGNATURE

______________________________


__________________________________

DATE







DATE

                 The Evaluatee may provide written comment on the back or with an attached statement.

