SUNRISE SCHOOL DIVISION
SUPPORT STAFF PERFORMANCE ASSESSMENT REPORT

Educational Assistants (To be completed in fall or spring if school knows EA is returning)
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Basic Purpose of the Performance Assessment

The performance assessment is an important tool which you and your supervisor use to evaluate your growth and development over a specific period of time, and together to set goals for improvement in any area of performance which will help you reach your full potential in the Sunrise School Division.


The assessment process has been designed to:

· Provide a database for ongoing growth focused on the needs of the position and the individual;

· Promote, achieve and maintain a high standard of support staff service throughout the Division;

· Evaluate future potential through an assessment of individual performance, interest and abilities;

· Provide a record of individual performance.

SUPPORT STAFF PERFORMANCE ASSESSMENT

Purpose:


This report provides:

· A record of service for the employee;

· A database for decisions respecting continued employment;
· A focus on individual growth and professional development.

Responsibility:

The administrator of the school, in co-operation with the designated personnel (teacher(s)/supervisor), is responsible for the completion of the support staff performance assessment.

Process:

The key responsibilities of a new position should be identified and listed on Page 2 of the Support Staff Performance Assessment Report.  These responsibilities will be unique to the position and should complement, but not duplicate, the general position description and the performance dimensions described therein.
When the employee is hired, the key responsibilities of the position and performance dimensions as listed on Page 2 should be explained and discussed by the administrator or designate.  A copy of the Support Staff Performance Assessment Report should then be given to the employee.

Any changes in job responsibilities occurring during the year should be immediately noted in the key responsibilities of the job description and discussed with the employee.

A performance assessment will be completed and discussed for first-time employees of the Division and for trial-period employees (change in position and/or facility) within a timeframe as outlined in the Collective Agreement.

In both cases, a copy signed by both the employee and supervisor is to be submitted to the                                     .  The employee should retain an additional copy of the completed assessment.

DEFINITION OF TERMS

	EXCEEDS REQUIREMENTS
	Indicated that the individual’s performance frequently exceeds that which is expected in fully executing the duties and responsibilities required by the individual’s position.



	MEETS REQUIREMENTS
	Indicated that the individual’s performance consistently meets
the level which is expected in fulfilling the duties and responsibilities of the position.



	MARGINAL

	Indicated that the individual’s performance does not consistently meet the level which is expected in fulfilling the duties and responsibilities of the position (select the most appropriate explanation).

~ Has not had sufficient time/or training or in position. 

~ Has had sufficient time and/or training.

	UNSATISFACTORY
	Indicated that the individual’s performance is below the acceptable level which is required for the position.  Should not be retained in this position unless substantial improvement can be exhibited in the near future.


PERFORMANCE DIMENSIONS





   ER – MR – M - U

1. JOB KNOWLEDGE

· Demonstrates knowledge of duties involved in position
· Demonstrates the skills required to perform the duties of the position
· Demonstrates knowledge of related policies and procedures
COMMENTS: 












2.
INTERPERSONAL SKILLS

· Works purposefully, responsibly and interdependently
· Participated effectively as a team member
· Interacts positively and respectfully with individuals and groups
· Shares information clearly with others (verbal/written)
· Works effective with others to achieve common goals
COMMENTS: 












3.
DEPENDABILITY

· Works independently and interdependently as appropriate

· Performs tasks in a reliable and responsible manner

· Fulfills commitments

· Is punctual and attends regularly

· Adheres to division/school policies and procedures

COMMENTS: 












4.
ADAPTABILITY
· Adapts methods and procedures as recommended

· Learns new tasks

· Deals effectively with emergent situations

· Works effectively under pressure

COMMENTS: 












ER = EXCEEDS REQUIREMENTS


MR = MEETS REQUIREMENTS

M = MARGINAL




U = UNSATISFACTORY

PERFORMANCE DIMENSIONS





   ER – MR – M - U

5. CONFIDENTIALITY

· Recognizes and maintains confidentiality in all interactions
· Handles confidential materials appropriately
· Exercises tact and diplomacy in all work-related matters
COMMENTS: 













6.
QUANTITY OF WORK/ORGANIZATION
· Organizes activities and used time productively and efficiently
· Accomplishes tasks within an appropriate time frame
· Effectively handles fluctuating workloads
COMMENTS: 













7.
QUALITY OR WORK/EXERCISING JUDGEMENT- SOLVING PROBLEMS
· Demonstrates accuracy, thoroughness and appropriate attention to detail
· Communicates effectively both orally and in written form
· Demonstrated initiative as recommended
· Demonstrates an understanding of goals and priorities activities accordingly (as per individual student plan(s) )

COMMENTS: 













8. INTERACTION WITH STUDENT
COMMENTS: 












ER = EXCEEDS REQUIREMENTS


MR = MEETS REQUIREMENTS

M = MARGINAL




U = UNSATISFACTORY


I have examined the Performance Assessment and discussed the contents with my supervisor.  My signature means that I have been advised of my performance, but does not necessarily imply that I agree with the evaluation.








Name of Other

Employee’s Signature



Appraiser(s)     




  

Principal/Supervisor’s Signature




   





Date

REFLECTIVE GOAL-SETTING:

To be completed by the employee.

1. Reflecting on the past one to three years in this position please share what values or principles about education that you hold strongly.  How are they evident in your practice?

2.  What new strategies have you implemented in the past three years?  Why? 

3.  What strategies have you discontinued?  Why?

4.  What supports do you need from Sunrise School Division in order for you to improve your performance?

INDIVIDUAL PD PLAN

To be completed by the Principal.

APPENDIX

PERFORMANCE DIMENSIONS

Intended to be a resource to the Principal/Supervisor and not part of the formal report to employees

1. JOB KNOWLEDGE/SKILLS

	ER
	Can be consulted by others on all aspects of the job; has exemplary job skills and abilities.

	MR 
	Understands most procedures and requirements of the job; has good job skills.

	M  
	Has an adequate knowledge of job procedures; displays adequate skills in getting the job done.

	U  
	Job knowledge/skills require improvement


2.
INTERPERSONAL SKILLS

Job Involvement/Attitude

	ER
	Consistently does more than what is required; frequently offers suggestions for improvement; seeks to expand capabilities and responsibilities.

	MR 
	Does what is asked and sometimes more; very willing to accept new responsibilities; occasionally contributes new ideas; seems interested in self-improvement.

	M  
	Does assigned work and no more; shows little desire for self-improvement and for new responsibilities

	U  
	Does the minimum; shows no concern for performance; shows no desire to improve skills


Cooperation/Working with Others

	ER
	Succeeds in working well with others; helps eliminate tension and conflict and tries very hard to work well with others; very helpful; considers others opinion.

	MR 
	Makes an effort to work with almost everyone; typically avoids conflicts; very cooperative.

	M  
	Works fairly well with others; occasionally conflicts with others; usually cooperative.

	U  
	Makes little to no effort to work with others; sometimes contributes to conflict or tension; generally uncooperative.


Contact/Interaction with Students

	ER
	Has very effective skills interacting with students.

	MR 
	Has good skills interacting with students both individually and/or in groups

	M  
	Has adequate skills interacting with students.

	U  
	Need guidance interacting with students.


3.
DEPENDABILITY

(This performance dimension includes:  Following Instructions, Attendance & Punctuality)
 Following Instructions

	ER
	Follows instructions closely; work procedures rarely need checking; always knows when to seek assistance as required.

	MR 
	Can generally be depended on to follow instructions; usually knows when to ask questions or seek information.

	M  
	Sometimes does not follow instructions; does not ask questions or seek assistance as often as needed.

	U  
	Work needs frequent checking or follow-up; does not follow instructions; fails to ask questions or seek information when required.


Attendance

	ER
	Excellent.

	MR
	Very good.

	M
	Satisfactory.

	U
	Needs to improve.


Punctuality

	ER
	Excellent.

	MR
	Very good.

	M
	Satisfactory.

	U
	Needs to improve.


4.
ADAPTABILITY

	ER
	Learns procedures and task quickly.

	MR
	Learns most procedures and tasks fairly quickly with minimal repetition.

	M
	Learns new tasks and procedures somewhat slowly; has some problems with difficult tasks.

	U
	Requires repeated instructions for most tasks and procedures.


5. 
WORKING WITH MINIMUM SUPERVISION
	ER
	Starts and completes tasks independently; shows a great deal of initiative.

	MR
	Starts and completes tasks without much supervision/direction; shows initiative.

	M
	Needs some supervision/direction to complete assigned tasks; shows little initiative.

	U
	Needs constant supervision/direction to complete assigned tasks; does little with being told or instructed.


6.
QUANTITY OF WORK/ORGANIZATION

	ER
	Does a very good job of planning and organizing work; good work habits

	MR
	Generally organizes and plans work well; works fairly systematically; recognizes priorities.

	M
	Needs assistance in organizing and establishing priorities.

	U
	Exercises little judgment in completing tasks; demonstrates little ability to solve problems.


7.
QUALITY OR WORK/EXERCISING JUDGMENT – SOLVING PROBLEMS

(This performance dimension includes: Working Accurately/Thoroughly, Work Quality, Exercising Judgment)


Working Accurately/Thoroughly

	ER
	Work is very accurate/thorough; pays close attention to detail.

	MR
	Accuracy of work is typically good; few errors are found in work; usually thorough.

	M
	Does not work carefully; tends to leave careless errors and overlook important details

	U
	Work often needs to be redone because of errors, it lacks essential detail.



Work Quality

	ER
	Quality of work is fully satisfactory.

	MR
	Quality of work is acceptable

	M
	Quality of work requires improvement.

	U
	Quality of work is unsatisfactory.



Exercising Judgment – Solving Problems
	ER
	Judgment is excellent; able to solve almost any work related problem.

	MR
	Demonstrates good judgment; can personally be relied on to solve many problems.

	M
	Judgment/problem solving abilities are fair.

	U
	Exercises little judgment in completing tasks; demonstrates little ability to solve problems.





Name 											





School/Location 										





Position 						  Allocation 		  f.t.e	





Date Employment Commenced:





a) In current position 		                b) With SSD 			





EMPLOYEE’S COMMENTS: (to be completed by the employee)
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