Pittsburg Community Schools

USD 250

Evaluation of Classified Administrator

Name__________________________
Building or Assignment______________________

Years of Employment______________ 
Date of Evaluation___________________________

The following performance areas constitute the criteria by which administrative performance is evaluated.  Each characteristic, skill or process listed should be marked 1, 2, or 3 by both the Administrator and the Superintendent according to the following explanation:


1.
Exceeds or surpasses district’s expectations or requirements.


2.
Satisfies district’s expectations or requirements.


3.
Subject to review conference between Administrator and Supervisor.  



Appears to warrant establishing “job targets” for strengthening the skill or 



improving the process in question.









Supervisor
Self

PERSONAL QUALITIES





Rating

Appraisal


>demonstrates sense of social appropriateness

________
________


>has high moral and ethical standard


________
________


>possesses integrity and sincerity



________
________


>is friendly, approachable and poised


________
________


>speaks and writes with clarity, accuracy and force

________
________


>has diverse interests and concerns in the community

________
________

PHYSICAL FITNESS AND EMOTIONAL MATURITY


>has good general health




________
________


>is alert and energetic




________
________


>maintains a positive outlook on life


________
________


>meets emotional situations calmly, decisively, and


  with diplomacy





________
________


>can admit mistakes and accept constructive criticism
________
________









Supervisor
Self









Rating

Appraisal

ADMINISTRATIVE PERFORMANCE


>shows initiative and originality in organization

________
________


>shares in system-wide goal-setting, planning and


  program evaluation




________
________


>supports and expedites accepted policies of the system
________
________


>shows courage and perseverance in judgments & decisions 
________
________


>is punctual and accurate in meeting clerical and 


  administrative responsibilities



________
________


>is dedicated to the job-giving time, energy and talents


  beyond contractual obligation



________
________


>uses a democratic approach in solving problems

________
________

BUSINESS PLANNING AND IMPLEMENTATION




>shows awareness of sound business practices, helping


  staff who need special counsel in any areas


________
________


>helps staff identify problems through staff meetings and


  individual conferences




________
________


>coordinates use of consultants and special services


  personnel for enhancing the business functions

________
________


>encourages staff to venture with innovative areas

________
________


>further staff’s understanding of the business functions


  through bulletins, conferences and group meetings

________
________

INSIGHT


>senses the needs of the school program and of the persons



  involved, with resultant cooperative effort


________
________


>promotes inservice growth, with systematic supportive


  assistance from personnel rendering special services

________
________

INTERPERSONAL RELATIONSHIPS


>understands causative factors involved in human behavior
________
________


>promotes democratic practices by involving staff and


  students in activities




________
________


>implements student adjustment within class, school and


  community





________
________


>is loyal and sincere in relationships


________
________


>understands the problems of co-workers and expresses


  appreciation of their efforts and contributions

________
________

Supervisor 
Self









Rating

Appraisal

PUBLIC RELATIONS



>uses various means of communication in effectively 


  interpreting school policies, goals, achievements and


  needs to patrons and the lay public



________
________


>establishes and maintains constructive cooperation


  between the school and its patrons



________
________


>cooperates with community, health and welfare, and


  juvenile authorities in promoting the best interests of


  children and youth




________
________

SUPERVISION AND GUIDANCE


>uses staff meetings and conferences for interaction on


  pertinent matters




________
________


>understands the philosophy for and expedites the 


  mechanics of evaluation of staff



________
________


>provides guidance and supervision of cumulative record


  keeping





________
________


>encourages appropriateness in staff dress, grooming and


  conduct





________
________

THE SCHOOL PLANT (CONCERN FOR THE ENVIRONMENT OF LEARNING)


>gives attention to attractiveness and care of the school


  facilities





________
________


>minimizes distracting influences



________
________


>promotes safety practices




________
________


>encourages maximum use of plant facilities through


  scheduling, assignments to areas and group use of space


  and equipment





________
________


>stores equipment and supplies in easily accessible areas
________
________


>encourages care, economy and resourcefulness in use of


  facilities and materials




________
________


>encourages an established routine and general traffic


  control within the buildings and their immediate locale
________
________


>keeps staff aware of student welfare as related to light,


  heating, ventilation and sanitation



________
________


>maintains and reports current evaluation of present and


  projected site and plant needs



________
________

Supervisor 
Self









Rating

Appraisal

 PROFESSIONAL INVOLVEMENT


>is guided by the professional code of ethics


________
________


>maintains membership in local, state and national


  professional organizations



________
________


>improves knowledge and skills by study and by


  attendance at and participation in such activities as


  workshops, conferences, conventions and seminars

________
________


>extends general knowledge by travel, work experiences


  and volunteer activities in civic and service groups

________
________


>seeks advice and guidance from recognized authorities


  and services





________
________


>willingly accepts delegated responsibilities with prompt


  and efficient action




________
________


>shows growth in on-the-job competence


________
________






TOTAL SCORE

_______

_______

The signature of the Superintendent indicates that he as executed this instrument according to his observations and convictions at the date indicated.  The appraisee’s signature indicates that he/she has had an opportunity to assist in this evaluation and that he/she is familiar with the contents of this instrument.

_________________________________________
___________________________________________

Administrator’s Signature (Appraisee)


Supervisor’s Signature (Appraiser)

_________________________



_________________________

Date






Date

