CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0305


Sub Teacher Calling Aide
NAME  



BUILDING  

ANNIVERSARY DATE  

TYPE OF EVALUATION


                     PROBATIONAL      FORMCHECKBOX 
               ADDITIONAL      FORMCHECKBOX 
               ANNUAL      FORMCHECKBOX 

PERFORMANCE LEVEL INDICATION KEY





SCALE
THE EMPLOYEE’S PERFORMANCE HAS: 


+
Exceeded or met the expectations for this position.


O
Employee’s performance does not meet expectations for this position.

For those areas rated “0”, the employee shall develop a plan to bring performance to an acceptable level.  The supervisor is available for assistance in the development of the plan.

ESSENTIAL SKILLS




_______ Acquire substitute teachers for Plymouth High School, Lincoln, Jefferson, Menominee, Washington, and Webster Schools on a daily basis.

_______ Report substitutes name, teacher’s name, and the reason for absence to each building secretary at 7:30 am.

_______ Make every attempt to acquire substitute teachers as requested by each building.

_______ Answering machine must be on at all times when the individual is not available to answer the phone.

_______ Any long distance calls made on this line must be school related and documented.

_______ Teacher absence calls will be made from 4:00 p.m. to 7:15 am.

_______ Building principals must notify aide in advance the name and date of substitutes already assigned.

SUMMARY RATINGS






Accuracy and neatness of work



Amount and performances of work



Attendance and punctuality



Initiative, responsibility



Use of time



Cooperation



Personal relationship



Acceptance of criticism

SUMMARY COMMENTS



Employee Signature

Evaluator Signature

_______________

Date

The signature of the employee does not mean the employee agrees with the evaluation; rather the employee has read the evaluation.
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