PITTSBURG COMMUNITY SCHOOLS

Annual Performance Appraisal

Classified Staff

Name: ___________________________________
Date of Appraisal: _________________

Position __________________________________
School/Dept: _____________________
SECTION I:
Specific Aspects of Performance

Evaluate each of the following aspects by checking the phrase which best describes this employee’s actual performance in his/her current job.

Do not rate those aspects which are not applicable to this employee’s job nor those which you have had no opportunity to observe.

SUPERVISION REQUIRED:  Consider ability to perform job with normal supervisory attention:

Dependability, acceptance of responsibility, initiative.



Comments:  ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

INTERPERSONAL SKILLS:  Consider extent to which employee cooperates with others, works as team member, applies interpersonal skills to work situations.



























Comments:  ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

QUANTITY SKILLS:  Consider the amount of work completed, if deadlines are met, how effectively work is scheduled and completed.


Comments:  ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

QUALITY OF WORK:  Consider accuracy, neatness of work and adherence to standards, practices and procedures, follow-through to ensure work meets requirements.



Comments:  ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

KNOWLEDGE OF WORK:  Consider employee’s understanding of what tasks needs to be completed, what activities are needed to effectively complete the work, and what initiative employee has taken to gain knowledge…



Comments:  ________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
SECTION II:  (Optional) Review performance as it relates to specific job description.

SECTION III:
Comments

Note is space below circumstances which influenced this evaluation, this employee’s special abilities or areas for improvement or development, and any action necessary to maintain or improve this employee’s performance.

SECTION IV:  Overall Evaluation of Performance:  Describe the employee’s overall performance on the job


SECTION V:
Discussion of Review

The content of this form has been reviewed with me.

_____________________________________ 

______________

Employee’s Signature




Date

Employee’s Comments (optional):
_____________________________________

______________

Supervisor’s Signature




Date







Requires normal supervision, performance consistently meets supervisor expectations











Requires more than normal supervision, performance often meets supervisor expectations, but needs improvement











Requires close supervision, performance skills consistently do not meet supervisor expectations











Has interpersonal skills that consistently meet supervisor expectations











Has interpersonal skills that often meet supervisor expectations, but needs improvement











Has interpersonal skills that consistently do not meet supervisor expectations										





								
































Work quantity consistently meets supervisor expectations











Work quantity often meets supervisor expectations, but needs improvement











Work quantity consistently does not meet supervisor expectations











Work quality consistently meets supervisor expectations	











Work quality often meets supervisor expectations, but needs improvement	





	





 Work quality consistently 


does not meet supervisor expectations











Has knowledge of work that consistently meets supervisor expectations	











Has knowledge of work that often meets supervisor expectations, but needs improvement











Has knowledge of work that consistently does not meet supervisor expectations











          Meets expectations











          Below expectations











              Unsatisfactory
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