CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-5071


Migrant Record Keeper / Home School Coordinator
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




_______ Provides services for students individually, in small groups, and in the classrooms.

_______ Diagnoses problems and assist families in finding solutions for needs affecting the children’s education.

_______ Assists students and parents in assuming responsibilities for problem solving.

_______ Assist in reporting student progress to parents/guardians.

_______ Responds to concerns of parents/guardians in an appropriate manner.

_______ Serves as liaison between the home, school and community by making home visits, and keeping irregular hours when necessary.

_______ Conferences with staff, students and parents as deemed appropriate.

_______ Assist student, parents, and school staff in the translation of documents and oral communication.

_______ Assist students, parents, and school staff during registration of students.

_______ Files reports as required by School Corporation, State of Indiana, and the federal government.  Keeps appropriate records. 

_______ Maintains confidentiality concerning information about students and their families.


_______ Practices effective human relations with constituents.

_______ Monitor and assist in attendance concerns.

_______ Assists in developing programs for parent education.

_______ Must maintain a positive relationship with other staff, parents and students.

_______ Adheres to rules, regulations, and procedures of the School Corporation.

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.

Migrant Record Keeper / Home School Coordinator
Page No. 1 of 3

