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TRI-COUNTY SPECIAL EDUCATION JOINT AGREEMENT
Murphysboro, Illinois

BUILDING COOK/CAFETERIA MANAGER
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. Maintains the highest standards of safety and cleanliness in the kitchen.  Utilizing safe, proper and efficient use of all kitchen equipment.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
2. Checks food shipments in to the school, verifying delivery and maintaining orderly file of all receipts.  Order weekly all necessary supplies.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
3.  Determines the quantities and serving size of each food to be prepared daily.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
4.
Prepares food according to the planned menu and tested uniform recipes.  Makes changes in menu only when authorized by the principal or food service supervisor.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:  

5.
Record all food requisitions from storeroom and meals served, designating with or without milk.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
6.
Oversees the storeroom, refrigeration, freezers and the maintaining of a correct monthly inventory. Reporting to the principal and food service supervisor any faulty or inferior quality of food received or equipment problems.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:  

7.
Confers with the building principal and the food service supervisor any personnel problems.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:  

8. Supervises the daily cleaning of all kitchen equipment, washing and sterilizing all dishes, silverware, and utensils.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
9.
Cooperates with personnel of the local health authority and insure that corrective action takes place relative to any and all noted deficiencies.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:  

10.
Attends all meetings called by the district cafeteria supervisor and workshops required by the State Board of Education.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
11.
Complies with local laws and procedures for the storage and disposal of trash, rubbish and waste.

5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
12.
Punctual for work each day and completes the day as assigned.

5        4        3        2        1        Not Acceptable         Not Applicable
Supporting Statement:
13.
Follows policies and procedures established for building staff and the school district.

5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
14.
Maintains the same high level of ethical behavior and confidentiality of information about student as is expected of all staff.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
15.
Performs all other duties as assigned by the building principal or the food service supervisor.
5        4        3        2        1        Not Acceptable         Not Applicable

Supporting Statement:
OVERALL PERFORMANCE:  ___________________

Strengths:


Development Needs:

Training Requirements, Recommendations, or General Comments:

Cook Signature:

Date:


Supervisor Signature:

Date:


