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Learning Goal & Targets

 Learning Goal:  Participants will understand how the Professional Support 
Staff Evaluation assesses their performance and offers direction on how to 
improve upon job related identifiers.

 Learning Targets:
Participants will:

 Understand the Evaluation Cycle

 Have a clear understanding of the Rating Rubric

 Deepen connections of the Performance Factors as they pertain to job related 
identifiers

 Understand the purpose on an Performance Improvement Plan
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Evaluation Cycle

Evaluation
Orientation

FeedbackFinal 
Evaluation

Professional Service ContractProbationary Contract
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Presenter
Presentation Notes
For those employees who are on a Probationary Contract, they will receive a Probationary Review within the first 90 work days after their hire date.
Both Probationary and Professional Service Contract support staff employees will receive a Final Evaluation by the end of their contracted year.



Professional 
Support Staff 
Assessment
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Job 
Performance

Performance 
Factors:
• Job Knowledge

• Quality / Quantity

• Interaction

• Work Attitude

• Punctuality / Attendance

• Safety

• Responsibility

• Appropriate Dress

• Adaptability / Flexibility
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Job Knowledge:  
Employee has the knowledge to do the job effectively and 
stays abreast to changes.

 Examples:
 Proficiency & Understanding 

of…
 the skills required for job 

completion
 The procedures and 

policies associated with 
job duties

 the proper tools necessary 
for the job assignment

 the proper use and care of 
job specific equipment 

 Things to consider:
 Where does the ‘Job 

Knowledge’ come from?
 Where and from whom 

do ‘changes’ come 
from?  

 How are we notified of 
changes?

 How can you keep your 
job knowledge up-to-
date?
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Job Knowledge:  
Employee has the knowledge to do the job effectively and 
stays abreast to changes.

 Examples:
 Knowing…

 the proper use of 
chemicals

 the proper use and care of 
equipment

 the proper cleaning 
methods

 where to locate the safety 
data sheet for chemicals 

 all of the basic safety 
procedures to perform the 
job

 Things to consider:
 Where does the ‘Job 

Knowledge’ come from?
 Where and from whom 

do ‘changes’ come 
from?  

 How are we notified of 
changes?

 How can you keep your 
job knowledge up-to-
date?



Quality / Quantity Work:  
Accuracy, timely performance and thoroughness 
of work product.

 Qualitative:  Refers to the quality or 
characteristic of the work product.
 Example:

 Level of detail and professionalism to 
assigned projects and tasks.

 Quantitative:  Refers to the amount or 
time it takes to complete a task.
 Examples…

 Were all work assignments complete in 
the given amount of time?

QuantityQuality
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Interaction:  The measure of an 
employee’s ability to interact with others in a 
positive and professional manner

Co-workers
Students
Parents

Community Members
Supervisors

Vendors
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Work Attitude:  Strong positive work 
attitude

 Measure of behavior
 Both Verbal & Non-Verbal

 Strong positive attitude

 Emphasis on supporting and helping 
others

Things to consider:
 How well do you work with others?

 Even when not asked, do you support or 
assist others when your assistance 
could be valuable?

 Are you receptive to change?

 Are you receptive to feedback or 
guidance on improving your job 
performance
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Punctuality / Attendance:  
Reports and leaves work on time.  Works 
scheduled hours / days

 What Supervisors don’t want to see:
 Arriving and starting appointed job 

duties late

 Leaving work early

 Excessive absenteeism from work

 Reports to work regularly and on time

 Is ‘ready’ to work at start of shift time

 Ability to follow schedule of appointed 
tasks within the work day

 Leaves work at scheduled time
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Safety:  
Maintains a 
safe work area 
and practices

Some Examples Include:

Custodial:

 Proper use of the custodial equipment

 Utilizing appropriate personal protective 
equipment for each type of chemical 
application (safety glasses, gloves, etc.)

Clerical:

Para Professional:
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Responsibility:  Willingness to accept 
responsibility for the tasks assigned and accept 
responsibility for ones actions

Things to consider:
 Who provides you with your job 

assignments?

 Can you be trusted to work diligently 
and independently with minimal 
supervision?

 What are your assigned tasks?

 When there is an accident or mishap as 
a result of your actions or in your work 
area, are you familiar with reporting 
protocols?

 Fully understand the expectations of your 
job assignments
 Grasp how your position impacts the work 

conditions of the facility you work in

 Take ownership and pride of those 
expectations
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Appropriate Dress for Job:  Attire is 
consistent with policy and employee safety

 Specific to complying with 
standards of your job 
assignment

 Maintain personal hygiene
 Wear appropriate safety 

equipment
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Adaptability / Flexibility:  
The measure of an employee’s willingness and ability to 
adapt to the changing responsibilities and conditions of 
his / her position.

Willingness and 
ability to accept 

changing 
responsibilities and 
conditions of job 

duties

Contributes to 
meeting the vision 
and goals of the 

school district

Contributes to the 
climate and 

collegiality of the 
work environment
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Evaluation Ratings

Rating Proficiency Descriptor
1 Strength Positive impact on results
2 Satisfactory Consistently meets 

expectations
3 Development Needed Needs to increase 

effectiveness to meet the 
requirements of the position    

4 Unsatisfactory Considerable room for 
improvement; negative 
impact on results

16



Performance Improvement Plan

Created When:

• Trends in job 
performance call 
for needed 
improvement

• A score of 3 or 4 is 
scored on the 
Performance 
Assessment

What will it 
provide?:

• Identifies areas in 
need of support 
for improvement

• Develop 
strategies and 
methods of 
support for 
improvement 
and success

• Road map for 
anticipated goal 
setting

What is it not:

• Discipline
• Reprimand
• Method of 

termination
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Evaluation Cycle

Evaluation
Orientation

FeedbackFinal 
Evaluation

Professional Service Contract Probationary Contract
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HOW TO ACCESS YOUR 
EVALUATIONS in 
IObservation



Employee Side
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Employee Side
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Employee Side
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Employee Side
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Employee Side
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Employee Side
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Questions or Comments….
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Virginia Ramie, Director of Student Success & Instructional Improvement, ext. 65063

Karen Vislocky, Senior Manager of Student Success & Instructional Improvement, ext. 65060
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