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Form 429 – 1 – Performance Appraisal – Non Teaching Staff

Form 429 - 1
LLOYDMINSTER PUBLIC SCHOOL DIVISION

PERFORMANCE APPRAISAL – NON TEACHING STAFF
NAME: ______________________________  POSITION: _____________________________

SCHOOL/DEPARTMENT: __________________________  

ASSIGNMENT: _______________________________________________________________

TYPE OF REVIEW:  ____________________________  

SUPERVISOR’S NAME AND POSITION: _________________________________________

EVALUATION PERIOD from:  _______________________  to:  _______________________

STATEMENT OF PURPOSE:  The Lloydminster Public School Division is committed to the ongoing supervision, evaluation and development of a qualified and productive workforce.  This performance appraisal is part of the process and will be placed in the employment file of the employee.  Such evaluations will assist supervisors in communicating expectations to their staff, provide opportunities to identify individual development needs, improve performance on the job and provide an ongoing record of performance for administrative purposes.

PERFORMANCE STANDARDS:  Performance will be assessed in all areas based on the following standards of performance:

Meets Expectations – performance consistently meets the normal requirements of the position; employee demonstrates commitment to work, efficiency in carrying out assignments and a good understanding of the job.  A good employee doing a good job.

Developing – performance suggests potential; employee may be relatively new in the position and has previously demonstrated ability to meet performance standards or requires additional training to assist in achieving job requirements.  Reasonable improvement is anticipated.

Unsatisfactory Performance – performance clearly below normal requirements of the position; employee has the necessary experience and training, but frequently fails to carry out normal assignments in a satisfactory manner, lacks commitment to work or needs more than normal direct supervision to achieve results.  Continuation of performance at this level is unacceptable.

	Section I – Major Responsibilities and Accomplishments



	Major job responsibilities during appraisal period:

(List what this employee was supposed to do during the appraisal period):

	Accomplishments for this appraisal period:

List significant accomplishments or results achieved during this appraisal period related to the major job responsibilities listed in the column at left.

Explain any discrepancies.


Section II – Job Skills

	Meets

Expectations
	Developing 
	Unsatisfactory Performance
	Not Applicable
N/A

	Communication Skills:

Demonstrates effective verbal and written communication skills.


	
	
	
	
	Comments, if required:

	Technical Competence:

Demonstrates knowledge and experience to carry out assigned duties.


	
	
	
	
	Comments, if required:

	Works With Minimal Supervision:

Has sufficient confidence and discipline to carry out assigned duties without the necessity of constant guidance.


	
	
	
	
	Comments, if required:

	Initiative:

Acquires additional knowledge when necessary and provides originality and urgency at times when completing assigned tasks.  Self-motivated.


	
	
	
	
	Comments, if required:

	Decision-Making:

Completes assigned duties in a responsible manner and demonstrates good judgment at all times.


	
	
	
	
	Comments, if required:

	Use of Equipment:

Operates equipment with expected proficiency.


	
	
	
	
	Comments, if required:

	Dependability:

Provides a sincere effort to accomplish assigned tasks within a reasonable period of time.


	
	
	
	
	Comments, if required:

	Co-operation:

Demonstrates by working with other employees, sharing ideas and experience, in the interests of creating a team atmosphere.


	
	
	
	
	Comments, if required:

	Adaptability to Change:

Desire and willingness to respond in a flexible manner when confronted with any changes in procedures or policies as outlined in achieving Board Goals.


	
	
	
	
	Comments, if required:


Section III – Work Habits
	Meets Expectations
	Developing 
	Unsatisfactory Performance
	Not Applicable

N/A

	Appearance:

Appropriately dressed, appropriately groomed.


	
	
	
	
	Comments, if required:


	Punctuality and Attendance:

Respects scheduled work hours, as well as coffee breaks and lunches.


	
	
	
	
	Comments, if required:


	Courtesy:

Polite and considerate of others when dealing with the parents, students, other members of the staff, as well as administration in a consistent manner.


	
	
	
	
	Comments, if required:

	Work Attitudes:

Provides favourable opinions, as well as enthusiasm towards the tasks being assigned.


	
	
	
	
	Comments, if required:

	Interest in Work:

Shows a genuine concern for the proper follow-up and completion of assigned duties.


	
	
	
	
	Comments, if required:

	Quality of Work:

Completes assigned duties in a reliable manner with precision and provides a consistent standard of work.


	
	
	
	
	Comments, if required:

	Orderly Work Habits:

Performs all duties assigned in an efficient manner eliminating unnecessary confusion and complication.


	
	
	
	
	Comments, if required:

	Condition of Work Area:

Maintains an organized work environment. 


	
	
	
	
	Comments, if required:

	Confidentiality

Respects the confidential nature of the position by avoiding discussion of any topics that are not formally communicated to the public by the administration of the school or the school division.

	
	
	
	
	Comments, if required


Section IV – Overall Appraisal:  Indicates the level of performance that describes the individual’s achievement as assessed by the school administrator/supervisor.

	Meets Expectations
	Developing 
	Unsatisfactory Performance

	SECTION I – Major Responsibilities


	
	
	

	SECTION II – Job Skills


	
	
	

	SECTION III – Work Habits


	
	
	

	OVERALL ASSESSMENT


	
	
	


SECTION V – Comments by:

Supervisor:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Employee:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SECTION VI – Development Plans:  Indicate any specific plans that employee is to undertake prior to next appraisal.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Attachments:  Yes ____  No ____.  If yes, please list __________________________________

	SUPERVISOR’S SIGNATURE


	EMPLOYEE’S SIGNATURE*
	DATE REVIEWED


*Note:  Employee’s signature only indicates that review has occurred.







________________________________________________








SUPERINTENDENT’S SIGNATURE
“Ensuring Personal Excellence for All”

