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EVALUATION OF SUPPORT STAFF 
 
Philosophy and Purpose 
 
The Board is committed to the pursuit of excellence in education.  Attainment of 
that goal is dependent upon an equal commitment on the school district's 
greatest resource - its employees.  It is in the spirit of the pursuit of excellence in 
education that the school district implements the support evaluation procedure.  
It is also implemented with the realization that, for an evaluation procedure to be 
successful, a joint commitment is necessary:  as the employee is obligated to 
improve, so too, the school district through its administrative and supervisory 
staff is obligated to communicate and provide the opportunity for improvement. 
 
The primary purpose of the evaluation process will be to improve individual job 
performance.  There are, however, additional benefits which can be realized 
through proper implementation of an evaluation procedure: 
 
1. Increased employer/employee communications. 
 
2. Reduced job-related employer/employee misconceptions or 

misinterpretations, 
 
3. Increased identification of employee strengths on which to capitalize and 

individual employee weaknesses on which to improve, 
 
4. Increased possibility of employment stability (good for both the employer 

and employee), 
 
5. Improved employer/employee relationships by providing honest 

communication exchanges with a system for equitable, systematic and 
documented personnel changes. 

 
It is with these goals and benefits in mind that the board adopts and implements 
the following  support employee evaluation procedure. 
 
The Evaluation Procedure 
 
1. This evaluation procedure will apply to all permanent, regular support 

employees.  All covered employees will be given a copy of the support 
employee evaluation form.  Thereafter, during the hiring process, covered 



employees will be given a copy of this document as well as a copy of their 
individual position description. 
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2. The evaluation process is intended to provide a minimum of one formal 

employee evaluation per year.  To be consistent with district salary and 
budget policies, the formal evaluation should be conducted during the 
March through April time period.  While one formal evaluation is 
required, it is understood that there may be those occasions where 
additional evaluations can be beneficial and may be performed. 

 
3. Concerning the performance observations, it is important to understand 

that communications and improvement of employee performance is a 
continuous endeavor.  The evaluation process is not meant to supplant 
that continuous endeavor but rather to enhance it.  It is for this reason that 
the evaluation observations are not limited to a specific number of 
occurrences or frequencies. 

 
4. Evaluations will be completed by the employee's immediate supervisor as 

identified in the employee's individual position description.  Evaluations 
of employees assigned to a specific school building or attendance center 
will include input and participation of the principal even though the 
employee may be directly subordinate to a district wide supervisor or to 
another building-level employee. 

 
5. Following completion of the evaluation form, the evaluator will set up 

and conduct an evaluation conference with the employee.  During that 
conference, the following items will be discussed with the employee: 

 
a. The evaluator's reasons for rating the employee's performance 

according to the evaluation standards (both strong and weak 
points) 

 
b. Where weaknesses are indicated, the desired corrective actions 

which would remedy the weaknesses 
 
c. The employee's verbal or written comments relating to the 

evaluation 
 
d. The completed "Evaluator's Recommendation" section of the form 
 



6. If the overall evaluation is unsatisfactory, the employee will be notified 
that a follow-up evaluation will be performed within 40 days and if 
performance is not improved, other corrective action including dismissal 
may take place. 
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7. At the close of the evaluation conference, both the evaluator and 

the employee will sign and date the evaluation form.  The signature 
does not necessarily mean agreement with the evaluation but 
simply that the evaluation conference took place. 

 
8. Following the evaluation conference, the evaluator will distribute 

the copies of the evaluation as follows: 
 
  Original - to be retained by evaluator for file 
  Copy one - to be given to employee 
  Copy two - to be sent to central office for central  
            personnel file. 
 
9. Consistent with school district policy, there may be circumstances 

where individual behavior can result in immediate dismissal.  The 
evaluation procedure is in no way to be used to supplant nor 
hinder the action when warranted. 

 
 
First Reading: April 13, 1998 
Second Reading: May 11, 1998   
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