	CITY SCHOOL DISTRICT
	HUMAN RESOURCES DEPARTMENT
	ROCHESTER, NEW YORK

	ANNUAL APPRAISAL OF PERFORMANCE FOR ASAR/CIVIL SERVICE

	Name
	          
	Evaluation Period From
	     
	to
	     
	

	Position Classification
	     
	Assignment
	     


OVERALL RATING
	Exceeds Expectations
	Meets Expectations
	Needs Improvement
	Unsatisfactory

	Well above expectations (outstanding in this field).
	Performing at expectations.
	Below average (not quite up to par).  Does not meet basic principles of job expectations.
	Unacceptable work performance.


WORK PERFORMANCE FACTORS

	Performance Factors
	Explanation
	Exceeds Expectations
	Meets Expectations
	Needs Improvement
	Unsatisfactory

	Note: Rate only those factors which apply to position being appraised
	
	
	
	

	1. QUALITY OF WORK
	Accuracy, thoroughness; completed work shows care and good judgment in its preparation.  Initiative and follow-through – pays attention to details.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. QUANTITY OF WORK
	Meets deadlines; able to handle multiple tasks simultaneously; meets annual objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. LEADERSHIP
	Ability to address tasks from multiple perspectives; has the ability to seek commitment and support from others; effectively involves others in planning and designing change; delegates work and authority; demonstrates ability to re-assess priorities; demonstrates initiative in acquiring new knowledge.  Dependability; willing worker, follows procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. JOB ATTITUDE
	Demonstrates interest; enthusiasm; willingness to work beyond expectations; receptive to supervision; willingness to accept responsibility; cooperates with colleagues; demonstrates versatility.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. JOB KNOWLEDGE
	Understanding of principles, methods or processes; utilizes background (professional and/or academic) in understanding principles, methods and/or processes in his/her field; demonstrates ability to incorporate and comprehend District goals, processes into daily work responsibilities.  Willingness to research District operations in order to enhance knowledge base as it pertains to job responsibilities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. PROFESSIONAL DEVELOPMENT
	Learns and retains new ideas and methods; uses initiative; demonstrates a willingness to attend professional development sessions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. RELATIONSHIPS WITH PEOPLE
	Tactful in dealing with students, staff and public.  Ability to communicate with others; accepts criticism; relates well to supervisor.  Tactful in dealing with colleagues, staff and public; ability to communicate with others; demonstrates a willingness to incorporate feedback in a productive manner, accepts supervision from a perspective of self-growth, communicates well with supervisor, ability to work in a team effort with District staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. ATTENDANCE
	Is punctual in reporting to work.  Observes appropriate break and lunch schedules.  Follows procedure in reference to personal and vacation days.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Please be specific, constructive, and objective

COMMENTS:  (need to be reflective of ratings)

	     


	
	 FORMCHECKBOX 

	Exceeds Expectations
	 FORMCHECKBOX 

	Meets Expectations
	 FORMCHECKBOX 

	Needs Improvement
	 FORMCHECKBOX 

	Unsatisfactory


The appraisal form must be signed by both parties.  Please note that the employee’s signature signifies only that the form has been read.  The employee has the right to agree or disagree with the evaluation.  The employee shall have the right to submit written comments and attach it to the file copy of this appraisal.  The appraiser is required to discuss the completed appraisal during a personal conference with the employee.

	 FORMCHECKBOX 

	I agree with the evaluation

	 FORMCHECKBOX 

	I do not agree (you have the right to submit written comments to be attached)

	 FORMCHECKBOX 

	Eligible for Bonus if you meet an overall rating of Exceeds Expectations

	 FORMCHECKBOX 

	Any member rated as “unsatisfactory” overall will be subject to a salary increase withhold (the amount of which may be recoverable as a bonus with the approval of the Superintendent (or his/her designee) in the subsequent year, depending on performance).  Any member who has any portion of salary increase withheld by the Superintendent (or his/her designee) may contest this action through the grievance process.  

	
	

	 FORMCHECKBOX 

	Employee has been given a copy of this evaluation for his/her records.


	Signature of Appraiser
	

	
	
	Position
	Date

	Signature of Employee
	

	
	
	Position
	Date
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