Santa Maria-Bonita School District 
Classified Evaluation Report
[bookmark: Text1][bookmark: Text2]Name:      	Date:       
[bookmark: Text3][bookmark: Text4]Position:     	Hire Date:      
[bookmark: Text5]Site/Dept.     

[bookmark: Check6][bookmark: Check7]New Employee |_|  4 months  |_|   9 months (Please review Probationary Recommendations Section)
[bookmark: Check8]Probationary: |_| 6months
[bookmark: Check9]Permanent Status: |_|  Bi-annual (Due March 1st)

Exceeds Expectations: Work performance consistently exceeds expectations. Demonstrates very high level performance within this category of responsibility.
Satisfactory :Solid performance that consistently fulfills expectations and at times may exceed expectations within this category of responsibility.
Needs Improvement: Performance does not consistently meet expectations within this category of responsibility. An improvement plan To enhance performance must be outlined and monitored, with timelines for improvement established.
Unsatisfactory: Performance is consistently below expectations or employee has failed to make reasonable progress toward established goals within this category of responsibility. An improvement plan to enhance performance must be outlined and monitored, with timelines for improvement established.
	1  = Exceeds Expectations  2=Satisfactory 3= Needs Improvement 4= Unsatisfactory
(Check a number for each area)

	A. Quality of work

		Performs tasks accurately, neatly, and thoroughly
	[bookmark: Check2]1 |_|  
	[bookmark: Check3]2 |_|
	[bookmark: Check4]3 |_|
	[bookmark: Check5]4 |_|

	B. Productivity, work habits, initiative
	

		Accepts and follows through on job responsibilities
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Complies with Board policies, rules and regulations and written and oral instructions
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Works to potential
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Uses time and equipment economically; consistently completes scheduled workload on time; organizes work well; knows what to do next; and does
Not waste time ingoing to the next task
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

	C. Job knowledge
	

		Possesses and maintains required minimum qualifications and skills
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Keeps abreast of new job techniques; and applies job knowledge effectively
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

	D. Attitude, dependability, safety
	

		Is punctual and is regular in attendance
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Complies with health and safety practices, and written and oral instructions
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Works to potential
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Properly uses and cares for supplies and equipment
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Makes and accepts constructive suggestions for work improvement
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Is flexible in changing job requirements and environments
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

	E. Relationships with pupils, public and all personnel
	

		Works cooperatively, courteously and tactfully
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Approaches and talks with people without offending them
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Friendly and sincere in responding to requests for assistance; assists others whenever possible
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Maintains effective public relations
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

	F. Personal qualities
	

		Displays positive attitude
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Is physically able to perform job tasks
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Has neat and clean appearance
	1 |_|  
	2 |_|
	3 |_|
	4 |_|

		Maintains composure under stress
	1 |_|  
	2 |_|
	3 |_|
	4 |_|


[bookmark: _GoBack]Note: Article3.6.2 Bargaining Unit Members that receive “Needs Improvement” or “Unsatisfactory” and are permanent employees
shall have an Improvement Plan developed with their Supervisor and Human Resources.
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[bookmark: Text6]Name:      

[bookmark: Text7]COMMENTS (REQUIRED):      


This report has been discussed with employee.


Evaluator Signature	Date


Administrator Signature (if applicable)	Date

By signing this evaluation below, I acknowledge that I have received a copy, and have had an opportunity to discuss its contents with the evaluator. My signature does not necessarily mean that I agree with the conclusions of the evaluator. I acknowledge my opportunity to make written comments to be attached to this evaluation and should such comments be submitted within ten (10) working days, such comments will be attached and entered into the personnel file.




Employee Signature	Date

EMPLOYEE’S COMMENTS: (Optional)







  ___________________________________________________________________________________________________ 

  ___________________________________________________________________________________________________

  ___________________________________________________________________________________________________

  ___________________________________________________________________________________________________
Article 3.4 Each Bargaining Unit Member shall be given a copy of the completed evaluation form with a copy of their job description.


Probationary Recommendation Section
(To be done prior to 12 month hire date anniversary)

CLASSIFIED PROBATIONARY EVALUATION FOR NEW EMPLOYEES CSEA/SMBSD 
Agreement, Article 3, Evaluation Procedures.

I, the evaluator of the above mentioned employee, have completed and discussed with the employee the evaluation

|_| I recommend continued employment in the classification to which the employee holds.


|_|  I do not recommend continued employment. (Note: In the event you check this section, you must contact the Assistant Superintendent of Human Resources or his/her designee within (3) days of your decision).
