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TRI-COUNTY SPECIAL EDUCATION JOINT AGREEMENT
Murphysboro, Illinois

BUILDING SECRETARY
PERFORMANCE EVALUATION

EMPLOYEE’S NAME:_______________________________________________
TIMELINE DOCUMENTATION, LAST SUPERVISION CYCLE:

Date of last formal summative evaluation:


Date of last post-evaluation conference:


Date of interim observation(s) or specific

supervisory contact:







Date of last pre-evaluation conference:


Date of this formal summative evaluation:


Date of this post-evaluation conference:



EVALUATION DOCUMENT

Directions:  The Evaluator will circle the appropriate ranking next to each area of responsibility on the Job Description format.  Should any item be noted as poor or not acceptable, the Evaluator shall make specific comment as to the aspect of the employee’s performance that is not acceptable and shall set forth the manner in which the employee shall remediate the performance that is not acceptable.  In addition, the Evaluator shall specify the time-frame by which the remediation will be judged as being accomplished or failed.  The evaluation is to be completed and signed by both parties and a copy provided the employee, a copy retained by the Evaluator and a copy placed in the personnel file of the employee subject to the evaluation. An employee signature acknowledges receipt and review of the evaluation with the appropriate supervisor. The employee signature does not necessarily acknowledge agreement with the evaluation.
Scale:
5 = Exceptional
4 = Above Average
3 = Average


2 = Below Average
1 = Poor

PERFORMANCE RESPONSIBILITIES

1. Performs the usual office routines and practices associated with a busy yet productive and smoothly running office.  Such as receiving and routing all incoming calls, maintaining log of visitors to the school, distributing mail and informational flyers to faculty and staff.

5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
2. Maintains student records as shall be required.

5        4        3        2        1        Not Acceptable         Not Applicable
Supporting Statement:
3. Accommodates students and visitors by answering concerns, questions, and referral to proper personnel as required and in a timely and pleasant manner.

5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:

4. Maintains the student attendance register, verifying student absences as required.  Also, maintains a daily roster of teacher absences and records for substitute teachers used daily.  File these reports with the Central Office as directed.
5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:  

5. Types and distributes daily/weekly announcements to staff and students.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:
6. Assists administration with correspondence to faculty, staff, students, parents and community.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:
7. Assists in the operation of the child nutrition program as required, including financial and participation records for breakfast and lunch programs, and maintaining records for free/reduced applications.

.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:
8. Completes reports as assigned by the administration.  These reports may include; attendance records, financial records and other such data as needed for state and district reports.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:

11.
Maintains records of financial transactions for the school, includes making the bank deposits.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:
12.
Reinforces school policies and procedures for staff and students. Applies rules consistently for all students and staff.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statements:

13.
Maintains the same high level of ethical behavior and confidentiality of information about students as is expected of all teachers and staff.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:  

14.
Punctual for work each day and completes the day as assigned and as evidenced by staying engaged on task completion.
5
4
3
2
1
Not Acceptable         Not Applicable
Supporting Statement:

15.
Assists in the supervision of students both in and out of the office as necessary.
5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:

16.
As an intricate participant of the administrative team will demonstrate a sense of professional responsibility and assumes this responsibility outside of the office as it relates to the school.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:

17.
Performs all other duties as assigned by the building principal.

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:   

18.
Integration of technology tasks

5
4
3
2
1
Not Acceptable         Not Applicable

Supporting Statement:   

OVERALL PERFORMANCE:  ___________________

Strengths:


Development Needs:

Training Requirements, Recommendations, or General Comments:

Building Secretary Signature:

Date:


Supervisor Signature:

Date:


