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EAST BATON ROUGE PARISH SCHOOL SYSTEM

CLASSIFIED EMPLOYEE EVALUATION FORM  
(Paraprofessionals, Aides, Secretaries, Clerks, and Other Classified Employees)
EMPLOYEE:            

POSITION:          


 EMPLOYEE I.D. #:            
LOCATION:            


 DATE:          

Directions:  Evaluators should use the Generic Employee Observation Form for formal observations.  Use this Classified Employee Evaluation Form for the end of the year evaluation. Next to each item, place an “x” for High Effective “HE”, Effective Proficient “P”, Effective Emerging “E”, and Ineffective “I”.  If a particular performance is Not Applicable (NA), then leave the box unchecked.  Data-driven comments must be provided by the evaluator.
                                                                                




                             HE  P   E    I
 I.  PERFORMANCE EXPECTATIONS
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1. Acceptance, performance, and completion of tasks
2. Appropriateness of appearance, grooming, and dress

3. Dependability, attendance, punctuality, and wise use of time

4. Independent judgment when required

5. Interest shown in self-improvement

6. Acceptance speaking and writing skills

7. Proficiency in use of necessary machines and equipment

8. Accuracy and efficiency in the keeping, handling, and accounting for monies or confidential information

9. Readiness to profit from constructive suggestions and critique

10. Courtesy, tact, and diplomacy in communicating and working with others

II.  EMPLOYEE’S OVERALL PERFORMANCE AT THIS TME IS:

 FORMCHECKBOX 
 Highly Effective  FORMCHECKBOX 
 Proficient   FORMCHECKBOX 
  Emerging  FORMCHECKBOX 
  Ineffective
III.  EVALUATOR’S COMMENTS:           
Evaluator’s Signature______________________________________Date (M/D/Y) ______________________
IV.  EMPLOYEE’S COMMENTS:            
Employee’s Signature _____________________________________ Date (M/D/Y) ______________________
Signatures do not indicate agreement with the results.  Originals and any attached pages, if needed, should be forwarded to the Office of Human Resources; however, a copy should be made for the employee and a copy should be made for the evaluator.  

