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Hoke County Schools Non-Certified Evaluation
											


Employee Name __________________________					School/Department:     ___________________________

School Year _____________________						Job Title/Position:        __________________
Directions:
All non-certified employees should be evaluated at least once by May 29th of each school year.
All employees in the same job must be evaluated on the same competencies.
Rate all selected competencies in one of three general levels 3) above standard; 2) at standard; or 1) below standard by circling the rating.
The HR Department should be contacted if an employee shows evidence of an extreme violation or consistent below standard performance.
Any employee receiving a level 1 in a particular competency should be provided a plan of assistance to improve performance.
To receive a competency rating of 3, the employee must have achieved the standards for both ratings 2 and 3.   
A copy of the signed evaluation should be given to the employee; a copy should be placed in the employee’s personnel file.

Section I: Core Values
					    Above Standard: 3	                   At Standard:  2                                 Below Standard:  1
	1.  Respect


    3            2             1
	Demonstrates mutual care and respect for all students, parents, and staff members; treats all people with dignity and respect; acknowledges and builds on unique qualities in people; demonstrates appreciation and sensitivity to diversity; seeks first to understand and listens attentively; collaborates with others to build group ownership
	Shows a positive attitude of respect toward  students, parents and staff members
	Has displayed differential treatment to individuals in similar circumstances; May have exhibited harassment or discrimination orally or in action toward individuals or groups

	2.  Mutual Support/Trust


    3            2              1
	Contributes to creating a productive, positive, and supportive work environment; follows through on commitments and job duties; admits mistakes; recognizes areas for growth and commits to improvement; protects confidential information; holds self and team/department members accountable for follow through; supports the district’s activities
	Work is indicative of a commitment to honesty, integrity and ethical standards; Is dependable in meeting responsibilities that affect others or the organization
	Lacks consistent follow-through on commitments; Blames others and has difficulty identifying own role in mistakes; May have failed to comply with ethical standards

	3. Adaptability and Initiative

   3             2              1

	Extremely adaptable; takes lead in initiating and implementing change; a self-starter; able to make changes without difficulty
	Can make some changes in job/program with little difficulty; able to accept constructive criticism or redirection
	Has difficulty in making minor changes; requires constant direction and supervision

	4. Cooperation/Attitude

   3              2              1


	Extremely congenial; maintains a positive attitude; recognizes need and offers to help other employees; maintains a united front within the staff/department; interacts with students, parents and staff members in a positive and friendly manner; leads in achieving agreement; conveys appreciation frequently
	Cooperative and courteous to students, parents and staff members; interacts with tact and diplomacy
	Does not put forth much effort to get along with students, parents and staff members; Has conflict with or offends others





					    Above Standard: 3	                   At Standard:  2                                 Below Standard:  1
	5. Attendance
   
  3               2                1
	Reports to work on time;  only absent from work if necessary; makes sure responsibilities are covered; maintains a working schedule that is appropriate for meeting team and customer needs (0-4 absences on student attendance days)
	Attendance and punctuality are adequate; consistently notifies in advance of absence.

(5-10 absences on student attendance days)
	Undependable; consistently reports to work late and/or is frequently absent.

(11 or more absences on student attendance days)

	6. Customer Service

  
  3               2                 1
	Communicates regularly with customers and requests feedback; anticipates and adapts to customers’ changing needs. Understands and serves as a role model for the mission and vision of the school and school district. 
	Meets the needs of customers in a respectful and courteous manner; able to prioritize customer needs; informs customers of factors which will impact their needs; works with complaints promptly and effectively;  usually solves problems without having customers contact upper management
	Does not recognize the needs for customer service; fails to follow through on making customers feel satisfied and appreciated; unable to effectively handle reasonable requests and provide follow-up service

	7.  Decision Making and  
       Problem Solving

  3                2                 1
	Extremely conscientious; seeks input from others who will be impacted by the decision; communicates decisions to those impacted; demonstrates a strong ability to identify, analyze, and solve problems
	Makes sound decisions; makes effective use of organizational resources to solve problems
	Often fails to make good decisions or avoids making decisions; does not seek advice when problem solving; unable to focus on core problem; indecisive; unable to utilize technologies to solve difficult problems

	8.   Professionalism

  3                2                  1
	Recognized for exemplary conduct and participation that honors the profession; is an ambassador for the school or department; dresses to convey a professional appearance and behavior in accordance with position requirements and to meet the public. Maintains confidentiality of student, school, and staff information. 
	Meets professional expectations for participation and conduct; follows all HCS policies; follows school dress codes and looks neat and well groomed; serves as a role model for students and staff 
	Expectations for participation and conduct are sometimes violated;  does not follow HCS policies and school policies; sometimes careless with attire/appearance; must be reminded to project a positive image

	9.   Effective Communication


  3                2                  1
	Excels in communicating clearly, concisely and with strong credibility in both oral and written communications; recognized for open, honest, and direct communications; ensures regular contact with supervisor, team members and key customers; encourages free exchange of ideas
	Demonstrates effective, grammatically correct, and positive communication orally and in writing; keeps lines of communication open with others and supervisor informed; works to improve the effectiveness of communications and interactions with others
	Does not communicate in an effective, grammatically correct and positive way with others;  fails to ensure supervisor is properly informed; does not welcome or encourage communication and interchange of ideas with others; makes inappropriate formal or informal remarks; unskilled at meetings

	10.  Productivity

3                  2                   1
	Excels at consistently maintaining a high level of output without sacrificing quality; outperforms expectations for quality and timeliness of work on a frequent basis; stays aware of own progress and asks for help at reasonable levels when needed;  consistently and effectively demonstrates excellence and expertise
	Produces quality work at levels which meet the district’s needs and standards; reliable in producing results within the allotted time; performs as expected on a consistent basis;  works at a good pace and is productive
	Quality and timeliness of work are below district needs and standards; inconsistent and undistinguished performance;  slow and unproductive; must repeatedly ask for assistance to complete tasks 



Employee Comments: ________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
			
Evaluator Comments: ________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
       


           	Employee’s Signature _____________________________________________			Date_________________ 

          
Evaluator’s Signature_______________________________________________			Date_________________

        


                                     
Section III:  Individual Growth Plan 
Employee Name __________________________					School/Department ___________________________

GOALS FOR SCHOOL YEAR:_______________			            Position   ____________________________________

The goal-setting page is developed by the employee and reviewed with the supervisor during the evaluation process.  The supervisor may suggest additional goals.  The goals, as well as the measurable objectives and key activities, will help guide the employee during his/her next evaluation cycle.  

	Development Goals
	Key Activities/Strategies  
(What you need to accomplish the Goal…)
	Expected Outcomes
(Measurement):
	Time Line for Measuring Outcomes:

	




	


	
	

	




	

	
	

	




	


	
	



Employee Signature: 	___________________________________   Date: 	___________________

Supervisor Signature: 	___________________________________   Date: 	___________________

A copy of this document will be placed in your employee personnel file after five days.
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