CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-5061


GED Classified Clerical
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




GED Classified Clerical:

_______ Under supervision of  the program coordinator, guide the adult learner through the orientation process.  

_______ Administer and score the assessment tests.  

_______ Keep attendance records and enter data into the computer record keeping system.

_______ Participate in In-Service teacher aide training programs as planned to upgrade knowledge and understanding of student learning.

_______ Participate in recruitment, retention and follow-up as needed.

Out of School Suspension program Supervisor:

_______
Under supervision of the program director, help to plan, prepare and supervise classroom activities which directly or indirectly serve students in the OSS program.

_______
Supervise the in-take procedure with the student’s parents, and explain the expectations.

_______
Assist individual students in need of special attention.

_______
Supervise the students in the OSS classroom.

_______
Keep attendance records.  Keep statistical data as required by the courts and school corporations.

_______
Maintain discipline in classroom and on school property.

_______
Maintain contact with the courts and schools’ contact person as pertaining to students referred to this program.

_______
Check notebooks, correct papers, supervise testing and make-up work.

_______

Participate in In-Service teacher aide training programs as planned to upgrade knowledge and understanding of student learning.
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.

GED Classified Clerical / OSS Program Supervisor
Page No. 2 of 3

