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Clerical & Technical Performance Appraisal

Name: 





    Social Security No.: ___ ___ ___ - ___ ___ - ___ ___ ___ ___ 

Position: 





    School/Location: 






Appraisal Period Date From: 



    Date To: 







Directions

Rate each criterion using the scale that most clearly describes the employee's performance.  Supporting comments must be entered for a rating of (U) Unsatisfactory or (CO) Clearly Outstanding in any block.  Evaluator is required to suggest goals for improvement on each area rated (BE) Below Expectations.

   Rating Scale

N/A
Not Applicable



C/O
Clearly Outstanding:
Performance is consistently far superior to what is normally expected

EE
Exceeds Expectations:
Performance demonstrates increased proficiency and is consistently above expectations

ME
Meets Expectations:
Performance meets expectations and presents no significant problems

BE
Below Expectations:
Performance is consistently below expectations and significant problems exist

U
Unsatisfactory:

Performance is consistently unacceptable


	Domains
	Rating Scale
	Performance Criteria

And Statements
	Comments

	I. Personal Effectiveness


	_____

_____

_____

_____

_____


	1. Positive Attitude:  

Presents a positive role model for students and the community that supports the mission of the school district.

2. Cooperation:  

Works effectively with others.

3.    Dependability:
       Reports to work on time, is reliable for 

regular and overtime work, and is absent only with good cause.

4. Judgment:   

Exhibits good judgment in decision

making and problem solving.

5. Initiative:  

Recognizes needs of job and suggests ways to improve efficiency and productivity.
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Clerical & Technical Performance Appraisal continued

	Domains
	Rating Scale
	Performance Criteria

And Statements
	Comments

	I. Performance Effectiveness


	_____

_____

_____

_____


	Assigned Tasks/Duties:  Using the written 

job description, list below the primary tasks

or duties required to do the job.

6. Displays pride in work by satisfying the standards for accuracy, completeness, and attention to detail in the quality and volume of work performed.
7. Is self motivated and strives to understand all phases of the job by becoming familiar with the methods, procedures, and practices of the duties assigned or requested.

8. Ensures confidentiality when required.

9. Works as a team member is flexible and willing to perform all duties as requested.


	

	III. Professional Effectiveness


	_____

_____

​

_____

_____


	10. Complies with Policies and Procedures:
Follows district policies and procedures pertaining to the job assignment.

11. Use of Equipment and Materials: Demonstrates proper maintenance, care, storage, and use of equipment and materials.

12. Safety and Security: 
Maintains proper safety and security precautions to prevent unnecessary or unreasonable risk of injury to self or others.

13. Self-Improvement:
Seeks to improve job performance through self-assessment, skill development, training, and goal setting.
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Clerical & Technical Performance Appraisal continued

	Domains
	Rating Scale
	Performance Criteria

And Statements
	Comments

	IV. Supervisory

Effectiveness


	_____

_____


	14. Supervision:
Effective in leading, guiding, and accepting responsibility for personal actions and for those of employees.

15. Management of Resources:
Anticipates work area needs for materials, equipment, and staffing and

administers projects effectively.
	

	Recommended Goals:



	Comments By Employee:



	This appraisal has been discussed with me by my supervisor. I have read and received a copy of this appraisal.  I understand that my signature below does not necessarily mean that I agree with the evaluation.


Employee Signature

Date


Supervisor Signature


Date
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