
WEBSTER PARISH SCHOOL BOARD

EVALUATION/OBSERVATION INSTRUMENT

SUPPORT PERSONNEL

OBSERVATION

EVALUATION

EMPLOYEE DATE

SCHOOL (or site) EVALUATOR

The purpose of this instrument is to indicate strengths and weaknesses in the total performance of the individual in order

that he / she will improve, maintain, or achieve a high quality of proficiency.  Indicate your evaluation by placing a 

score in the proper row and completing the descriptive narrative section of this form.

The following rating scale will be used for final analysis of performance:

(1.00-1.49) Ineffective   (1.5-2.49) Effective:  Emerging   (2.5-3.49) Effective:  Proficient   (3.5-4.0) Highly Effective

Evaluations:

* A rating of "Effective:  Emerging" indicates where immediate  improving is needed.

* Any evaluation with a rating of "Ineffective" is subject to recommendation for termination.

BASED UPON THE INFORMATION CONTAINED ON THE FOLLOWING PAGES:

RECOMMENDATIONS:

COMMENDATIONS:

I verify by my signature that the information in this document has been provided to and explained to me.

EVALUATEE SIGNATURE EVALUATOR SIGNATURE DATE

OVERALL RATING SCORE 0.00 

JULY 2018
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DIRECTIONS:  Please evaluate the individual in each of the areas below.

The scale is as follows:     (1) Ineffective     (2) Effective:  Emerging     (3) Effective:  Proficient     (4) Highly Effective

1 - Habitually absent or tardy

2 - Occasionally absent or tardy

3 - Rarely absent or tardy

4 - Always at work on time.

1 - Continual errors, requires excessive supervision, does not follow directions

2 - Poor quality of performance responsibilities, needs close supervision.

3 - Performance responsibilities are completed satisfactorily with supervision.

4 - Consistently completes assignments correctly and on time; needs little supervision.

1 - Avoids new tasks; requires constant prodding to do work.

2 - Performs routine duties satisfactorily.

3 - Responds well to responsibilities; makes suggestions; self-motivated.

4 - Self-starter, goes out of way to accept responsibility; very constructive.

1 - Difficult to work with, argumentative; uncooperative; rude.

2 - Occasionally offers assistance; not always cooperative.

3 - Cooperative most of the time; interested in work; quick to offer assistance.

4 - Always cooperative; goes out of way to help; pleasant; supports all administrative decisions.

1 - Does very little work; wastes time.

2 - Average amount of work gets done; deadlines not always met.

3 - Works fast; often exceeds requirements.

4 - Very fast and prompt work; does not waste time.

Comments:

INITIATIVE - Self-starter, finds work to do, self-motivated SCORE 0

Comments:

COOPERATION - Ability to get along with co-workers and Supervisor SCORE 0

Comments:

QUANTITY OF WORK - Amount of acceptable work accomplished SCORE 0

Comments:

QUALITY OF WORK - Accuracy, neatness, thoroughness, competence SCORE 0

Page 2 of 4

ATTENDANCE - Absenteeism, punctuality, remaining on job, reporting absences SCORE 0

Comments:



DIRECTIONS:  Please evaluate the individual in each of the areas below.

The scale is as follows:     (1) Ineffective     (2) Effective:  Emerging     (3) Effective:  Proficient     (4) Highly Effective

1 - Seems unable to learn new tasks; can't adjust from one assignment to another.

2 - Average ability to adjust to different assignments; learns new tasks slowly.

3 - Catches on fast, learns new tasks and handles changes with minimum difficulty.

4 - Very adaptable and flexible, handles new and various assignments easily.

1 - Lacks diplomacy in contacts and shows indifference to the needs of children, faculty and/or public.

2 - Has some difficulty relating to children, faculty, and/or public.

3 - Average diplomacy and ability when dealing with children, faculty, and/or public.

4 - Works effectively with students, faculty, and/or public & promotes harmonious working relationships.

1 - Poorly organized, and very disorganized when completing tasks.

2 - Average organizational skills.

3 - Most of the time is well organized in completing tasks and uses time efficiently.

4 - Always well organized in completing tasks, therefore using time efficiently.

1 - Makes decisions that do not reflect positive values of the district.

2 - Manner in which professional values are displayed is questionable.

3 - In most instances, standards and values are positively maintained.

4 - Standards & values are always positively maintained at & away from school & employee is an example to others.

Comments:

Comments:

ORGANIZATION - The manner in which tasks are done. SCORE 0

Comments:

PERSONAL APPEARANCE SCORE 0

This quality refers to the employee's personal grooming, attire, and overall appearance.  Does the employee's 

personal appearance meet the standards for the job?  Does the employee follow the district professional dress 

expectations?  Is the employee wearing correct shoes for the job?  Does the employee have good grooming habits?  

Score 1 (Poor), 2 (Less than Acceptable), 3 (Acceptable) or 4 (Exceeds Requirements).

Comments:

PROFESSIONAL ETHICS - The manner in which professional values are displayed. SCORE 0

ADAPTABILITY - Ability to adjust to different assignments SCORE 0

Comments:

PUBLIC CONTACT - Manner in dealing with & helping children, faculty and/or public. SCORE 0
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DIRECTIONS:  Please evaluate the individual in each of the areas below.

The scale is as follows:     (1) Ineffective     (2) Effective:  Emerging     (3) Effective:  Proficient     (4) Highly Effective

Adheres to district rules and policies, i.e., Sexual Harassment policy, Reports job-related injuries within 48 hours of work accident to

supervisor, Participates in Parish Crisis plan and emergency procedures. Yes

(Divide Total Points by 10) (transfer to page1)
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No (if no, please explain)

TOTAL POINTS 0 

OVERALL SCORE 0.00 


