CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0467


Pre-school Bus Driver / Transportation Secretary
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




_______ Be certified to run a bus route or extracurricular trip.

_______ Assist the transportation department in safely transporting students.

_______ Assist the transportation department to solve problems involving the safe transportation of students.

_______ Assist the other school staff to solve problems of the shop area.

_______ Possess a general knowledge regarding operation of a bus.

_______ Perform required bus inspection on a daily basis.  Participate in a continuous training program to update skills.

_______ Document behavioral concerns regarding students while under driver's supervision.

_______ Maintain other mechanical records as requested by transportation director.

_______ Assist in compiling and assignment of extracurricular routes.

_______ Keep computer data base information up-to-date.

_______ Complete special State and Federal reports as assigned.

_______ Take care of Transportation Director=s correspondence and student confidential records, etc.

_______ Prepare and type letters to parents as well as any other messages that need to be sent home.

Additional Duties:

Secretarial duties as assigned by Transportation Director.

Assist with copy machine maintenance.

Assist with photocopying from time-to-time.

Order supplies (complete requisitions).

Fill out attendance record for staff for payroll.

Assist in cleaning busses and shop area.

Clean office area.

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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