CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-5000e
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




_____
Corporation contact person for the Adult Basic Education Program.

_____
Directly recommends program design and format to Assistant Superintendent for the Plymouth Community Schools.

_____
Implement the approved program under local, state, and federal guidelines.

_____
The Adult Basic Education Coordinator will be directly responsible to the Assistant Superintendent for the Plymouth Community Schools.  In conjunction with the Assistant Superintendent, the Coordinator will be responsible to:

_____
Write the annual federal and state funding proposal.

_____
Design and implement staff in-service to fulfill obligations of grants and support program needs.

_____
Recommend the expenditures of budgeted monies for the purchase of material and equipment.

_____
Assist in the selection of all personnel employed to work with the Adult Basic Education Program and monitor hours for payroll.

_____
Evaluate the personnel assigned to the Adult Basic Education Program.

_____
Assist in the dissemination and collection of program information between students, staff, the public, administration, and school board.

_____
Attend required state and local meetings.

_____
Recruit, enroll, and monitor student attendance for the program.


_____
Review and coordinate program for enhancement to increase participation and effectiveness.

_____
Other duties as may be assigned by the Superintendent or Assistant Superintendent.

The Adult Basic Education Coordinator will also serve as the Literacy Coordinator with the following responsibilities:

_____
Recruiting volunteers.

_____
Train volunteers.

_____
Maintain the program needs for supplies and space.

_____
Keep direct contact with various volunteer sites and work toward solving problems

within the program.

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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