
CLINTON PUBLIC SCHOOLS

Classified Evaluation  
Employee Name:


Date:


Appraisal Period:
From:


To:


Job Classification Title:


Time in Present Position:
Years:
 

Months:


Location of Assignment:


	Key To Ratings:

	Excellent:
Individual performs in a highly exceptional manner.

	Good:
Individual performs well.

	Fair:
Individual performs satisfactorily.

	Needs Improvement:
Performance is deficient.

	N/A:                               
Not Applicable


	A A.  Overall Performance*

	Excellent

	Good

	Fair

	Needs Improvement

	N/A


	1.
Knowledge of Job                      

					
	2.
Accuracy

					
	3.
Judgment

					
	4.
Organization/Productivity

					
	5.
Verbal Communication

					
	6.
Written Communication

					
	
Personal Characteristics*
					
	1.
Cooperation

					
	2.
Courtesy

					
	3.
Stability

					
	4.
Attendance/Punctuality

					
	5.
Dependability

					
	6.
Flexibility

					

	


*Definitions on Page 3

Page 2 – Classified Evaluation
Please attach additional pages, as necessary.
B.
Greatest Strengths – Briefly describe the employee’s greatest strengths.
C.
Suggestions/Recommendations – Describe the ways in which the employee’s performance can or must be strengthened.

D. 
Performance discussed with employee:


Comments on discussion by Supervisor:


Comments on discussion by Employee:

	Signature of Supervisor
Date  

	Signature of Building Administrator
Date  

	Signature of Special Services Adm. (if appl.)
Date  

	Signature of Employee
Date  


cc:
Central Office 


Bldg. Admin./Spec. S. Admin.


Employee

Page 3 – Classified Evaluation    
Definition of Terms 
OVERALL PERFORMANCE

1. Knowledge of Job
Understands the role and context in which one operates.

2. Accuracy
The correctness of work performed.

3. Judgment
The ability to form an opinion and reach a conclusion.

4. Organization/Productivity
The ability to prioritize work and produce results in a timely 
manner.
5. Verbal Communication
The ability to present thoughts clearly.

6. Written Communication
The skill of using the written word.

PERSONAL CHARACTERISTICS

1. Cooperation:
Willingness to help others accomplish their objectives.

2. Courtesy
The polite attention that one gives to others.

3. Stability
 Enables one to withstand pressure and remain calm.

4. Attendance/Punctuality
Availability for work within designated hours.

5. Dependability
The ability to work well with minimum supervision.

6. Flexibility
The ability to deal with exceptions and roles that are not 
traditionally part of the job.
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