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ADMINISTRATIVE GUIDELINE

Title:  Business Operations Performance Appraisal
Effective Date:  September 1, 2005                                    Responsibility:  Superintendent of Business

Rationale:

It is the responsibility of all persons involved with the business operations of the Board to ensure that the quality of programs and services offered pursues the highest possible level.  Improvement, therefore, is a lifelong process.  Careful evaluation of the job performance and professional growth are necessary to this process.  The objective is to identify the required standards of performance and ensure all employees demonstrate that standard through the performance appraisal process.

This Administrative Guideline is based on the beliefs that:

· employees strive to improve their job performance to increase the quality of programs and services offered;

· each employee’s strengths and needs are unique;

· employees and supervisors must work together to determine the nature of the professional growth process;

· employees value the advice, support and recognition from supervisors.
Purpose:

A. The purpose of the Business Operations Staff Performance Appraisal is to recognize job performance,  improve employee effectiveness, and provide opportunities for professional growth.

B. For newly hired staff members, or staff members moving into a probationary position, the Business Operations Performance Appraisal shall be used to determine the individual’s status as a Board employee.

Process: 

1. In each year, a minimum of one-third of the business/operations staff in any workplace will be involved in the evaluation process and more frequent if deemed necessary.

2. The Employee will first complete the evaluation form, pages 2 to 8 (see attached) and will provide an explanation for their selection.  Once completed, they will submit the form to their Supervisor.

3. The Supervisor will complete the evaluation form, pages 2 to 8 (see attached) and will provide an explanation for their selection.

4. The Supervisor will then meet with the employee to review and discuss the evaluation.  During the discussion, plans for professional development will be jointly completed (see page 9).

5. The Employee has an opportunity to provide additional comments and will be asked to sign the evaluation as an indication that he/she has read and understands the appraisal (see page 10).

6. The Supervisor has an opportunity to provide additional comments (see page 10).

7. Once the supervisor has signed the evaluation, the performance appraisal will be returned to the Human Resources Department to be placed in the employee’s personnel file, and a copy will be provided to the employee.
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SUPPORT STAFF PERFORMANCE APPRAISAL

Employee  ________________________________


Date _________________________

Job Classification __________________________


Permanent Status  
 (









Probationary Status  
 (
Location _________________________________



A. KNOWLEDGE AND SKILLS:

1.1 Knowledge:  Practical and technical knowledge in the area of responsibility.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing some

degree of job

knowledge
	Competent

Demonstrating

satisfactory degree

of job knowledge
	Exemplary
Demonstrating high degree of job knowledge
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
 





_______________________________________________________________________

_______________________________________________________________________
Supervisor:
 
_______________________________________________________________________

________________________________________________________________________
1.2 Technical Skills:  Technical skills which are required on the job.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing some

technical skills
	Competent

Demonstrating a

satisfactory degree

of technical skills
	Exemplary

Demonstrating high degree of technical skills
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
 
_______________________________________________________________________

_______________________________________________________________________

Supervisor:

________________________________________________________________________


________________________________________________________________________

1.3 Goals/Objectives:  Has met established goals/objectives.
	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing some

ability to set

goals/objectives
	Competent

Meeting goals/

objectives

satisfactorily
	Exemplary

Consistently

meeting all

goals/objectives
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
 
_______________________________________________________________________

_______________________________________________________________________
Supervisor:
 
_______________________________________________________________________

_______________________________________________________________________

1.4 Organization:  Demonstrates organizational skills.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing some

organizational

skills
	Competent

Demonstrating good

organizational skills
	Exemplary

Demonstrating a 

high degree of

organizational skills
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

1.5 Communication Skills:  Communicates effectively.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing effective

communication

skills
	Competent

Working harmoniously and 

effectively with others and demonstrates satisfactory communication skills
	Exemplary

Demonstrating a 

high degree of

organizational skills
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

1.6 Problem solving:  Formulates solutions to problems effectively.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing 

problem solving

skills
	Competent

Demonstrating good

problem solving skills;

requiring acceptable 

level of direction
	Exemplary

Excellent problem solving ability displayed, very little direction required
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

1.7 Health and Safety:  Demonstrates knowledge of health and safety in the workplace.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Requiring 

improvement to

meet safe and

healthy work

practices
	Competent

Demonstrating

consistent effort

to achieve safe and

healthy work

practices
	Exemplary

Consistently

contributes to a

healthy and safe

work environment
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

B. PERSONAL QUALITIES:
2.1 Punctuality:  Reports to work on a timely basis.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Frequently

late
	Competent

Seldom late
	Exemplary

Rarely late
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

2.2 Attendance:  Consistently reports for work.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Frequently

absent
	Competent

Seldom absent
	Exemplary

Rarely absent
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

2.3 Work Quality/Quantity:  Meets job requirements consistently for quality/quantity of work.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Must improve on

quantity and/or

quality of

work
	Competent

Consistently

meets job

requirements
	Exemplary

Consistently exceeds

job requirements.

maximizes productive

time
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

2.4 Responsibility:  Initiative on the job.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing ability to

accept all

responsibilities of

the job
	Competent

Accepting

responsibility

with minimal

direction
	Exemplary

Accepting all responsibility

with minimal direction. Self

starter; seeks additional

assignments upon job completion
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

2.5 Adaptability:  Willing to learn and meet new and changing conditions.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Needs improvement

in adapting to

new and changing

conditions
	Competent

Adapts well to

new and changing

conditions;

willing to learn new skills as required
	Exemplary

Reacts quickly to new and changing conditions; uses change positively to improve overall job performance
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

2.6 Commitment:  Demonstrates a commitment to the organization.

	Below

Expectations

Not meeting 

performance

standards.  Non- participative.
	Developmental

Working towards

A commitment.

Supportive but non- participative
	Competent

Supports a

commitment

to the

organization
	Exemplary

Demonstrates a

commitment to 

the organization
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

2.7 Leadership:  Exhibits leadership qualities.

	Below

Expectations

Not meeting 

performance

standards
	Developmental

Developing 

leadership qualities
	Competent

Demonstrates

the ability to accept

leadership opportunities when working with co-workers
	Exemplary

Demonstrates a

a high degree of leadership

and relates well to

Co-workers
	N/A



	Employee
	
	
	
	
	

	    Supervisor
	
	
	
	
	


Explanation:  (reason for selection)

Employee:
________________________________________________________________________



________________________________________________________________________

Supervisor:
________________________________________________________________________



________________________________________________________________________

C. ACTION PLAN FOR GROWTH:
	i)  Goals and Objectives for next evaluation period:




	ii)  Professional Development Strategies:




	Employee’s Comments:  (Optional)                                     



	                                                                       Employee

Date:  ____________________________  Signature:  ____________________________________




Employee’s signature denotes that the employee has read and understands the performance appraisal.



	Supervisor’s Comments:  (Optional)                                     



	                                                                       Supervisor

Date:  ____________________________  Signature:  ____________________________________






SUPERVISOR’S RECOMMENDATION FOR PROBATIONARY EMPLOYEES:

· Recommendation for permanent employment

· Recommendation for additional probationary period

· Recommendation for termination

Supervisor’s Signature:  _______________________________    Date:  ______________________
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