CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0318


High School Auditorium 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




_______ The Auditorium Aide shall coordinate the rental of auditorium to outside groups.

_______ Supervise a crew for these shows and shall coordinate with head of custodial staff to secure custodial support.

_______ Keep track total hours worked by director, custodians, and students, and bill the group renting the auditorium.

_______ Return signed time cards to front office secretary.

_______ The Auditorium Aide shall coordinate the schedule of school groups using the auditorium.

_______ Work with stagecraft teacher to assign crews for shows and rehearsals.

_______ Work with the sponsors of the school groups to coordinate times, crew, and equipment needs for the usage.

_______ Publish a weekly schedule of rehearsals, shows and crews for school shows and rentals.

_______ Prepare the stage for these shows with the assistance of stage crew workers.

_______ Coordinate with the head custodian for custodial support.

_______ Strike all equipment with the help of stage crewmembers.

_______ The Auditorium Aide shall see that the auditorium is well maintained.

_______ The Auditorium Aide shall work with the stagecraft teacher to organize and train an efficient, dedicated, and well-trained stage crew.  Under direct supervision of the Auditorium Aide the stage crew will be responsible to do the following:

_______ Build sets, set up for concerts and programs.

_______ Run lights and sound.

_______ Crew all shows.

_______ Attend and supervise technical rehearsals.

_______ Attend and supervise shows.

_______ The Auditorium Aide shall be responsible for supervision and organization of the costume and prop closet.

_______ The Auditorium Aide shall be responsible for the inventory of the auditorium and stage equipment.

_______ The Auditorium Aide shall be responsible for the budget for supplies, tools, and equipment.

_______ The Auditorium Aide shall be responsible for the paperwork necessary for the purchase of supplies, tools, equipment, and construction materials needed for the efficient operation of the auditorium.

_______ The Auditorium Aide shall be responsible for other duties deemed necessary by the principal or assistant principal to carry out proper supervision and maintenance of the auditorium.

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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