[bookmark: _GoBack][image: UCAN logo]Performance Evaluation

[bookmark: Check1][bookmark: Check2]		Type of Review:	|_|  End of Trial Service	|_| Semi Annual Evaluation
[bookmark: Check3][bookmark: Check4]			|_| Annual Evaluation          |_|Other       


[bookmark: Text4]Name:      						Date of current review:        
Position:  Bus Classroom Assistant					Date of last review:       	
[bookmark: Check10]Program:  Head Start   					Is this a Self evaluation:  Yes   |_|				   	
											*See Rating Standards definitions on next page.
	

Major responsibilities
(taken from job description)
	Unacceptable
	Improvement Needed
	Meets Expectations
	Exceeds Expectations
	Outstanding

	[bookmark: Text3]1.  Assist bus driver in transporting children by maintaining safe and orderly conduct on the bus. Communicate with children and families in a positive manner, and demonstrate positive child guidance techniques



	[bookmark: Check5]|_|
	[bookmark: Check6]|_|
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|
	[bookmark: Check9]|_|

	2.  Within a team of teacher, teacher assistant and bus/classroom assistant, assist in classroom; maintain awareness of classroom plans through daily review of lesson plans, and support team with implementation of all activities.  Maintain open communication with all team members.  Participate in providing a safe and healthy environment on a daily basis.



	|_|
	|_|
	|_|
	|_|
	|_|

	3. Provide food service in compliance with sanitation and USDA regulations



	|_|
	|_|
	|_|
	|_|
	|_|

	4. Report and document incidents of suspected child abuse and neglect to DHS and child development services supervisor within 24 hours of incident. Respect the confidentiality of information about Head Start children and families, staff and personnel issues, and agency operations. 



	|_|
	|_|
	|_|
	|_|
	|_|

	5. Observe children weekly and document observations and child/family contact information in the web based data system as directed by the teacher. 
	|_|
	|_|
	|_|
	|_|
	|_|

	6.  New duties added since last review:      
	|_|
	|_|
	|_|
	|_|
	|_|



JOB ATTRIBUTES – (from UCAN Mission/Core Values Statement)
Rating Standards
NA – Not applicable
U – Unacceptable – Work performance is inadequate and inferior to standards of performance required for the position.  Performance at this level cannot be allowed to continue.
IN – Improvement Needed – Work performance does not consistently meet the standards of performance for the position.  Serious effort is needed to improve performance.
ME – Meets Expectations – Work performance consistently meets the standards of performance for the position.
EE – Exceeds Expectations – Work performance is consistently above the standard of performance for the position.
O – Outstanding – Work performance is consistently superior to standards required for the job.

Respect, Dignity, Compassion and Equity
UCAN Board, staff and volunteers embrace these qualities in their interactions with people using UCAN’s services, the staff and the community.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Interactions with clients
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Interactions with coworkers
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Interactions with groups
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Interactions with supervisors/managers
	     



Accountability
UCAN provides services in a manner that is effective, efficient and meaningful to the community and people’s lives.  UCAN uses public and private funds in a prudent manner and has fiscal controls that assure superior accountability.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Follows instructions
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Job knowledge
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Responsible for own actions
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Willingly shares information
	     



Making a Positive Difference
UCAN’s services make a positive difference in people’s lives because all people have the ability to grow, improve and change.  UCAN makes a positive difference in communities by providing needed, meaningful and quality services.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Makes positive difference in client lives
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Makes positive difference in community
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Makes positive difference in coworkers lives
	     





Quality and Excellence
UCAN is committed to performing all its functions to the highest caliber and strives for “best practices” in all aspects of its operations.  UCAN is a “learning organization” that values creativity and flexibility and embraces the concept of continuously improving the quality of its services throughout the agency.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Ability to prioritize
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Able to multitask
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Accurate and thorough in work product
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Attention to detail
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Attitude toward work
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Completes work in timely manner
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Dependability
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Flexibility
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Oral expression
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Organization and planning
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Non-verbal communications
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Strives for best practices
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Time Management
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Uses initiative
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Work area professional and organized
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Written communications 
	     



Partnering
UCAN is an interactive partner with the people using UCAN’s services, other agencies and community.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Involvement in agency-wide committee
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Involvement in community
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Involvement in program committee
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Knowledge of UCAN services
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Volunteer with other UCAN programs
	     






Courage
UCAN is willing to take new risks, try new things and encourages staff ideas for new projects.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Accepts new assignments
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Actively seeks ways to streamline processes
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Mentor other employees
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Open to new ideas and approaches
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Seeks additional training and development
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Takes on new risks
	     



Honesty/Integrity
UCAN is committed to honesty and integrity in all aspects of its organization.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Follows UCAN ethics policy
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Honesty
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Integrity
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Maintains confidentiality
	     



TECHNOLOGY EXPECTATIONS
In addition, employee must perform to the following technology standards.

	NA
	U
	IN
	ME
	EE
	O
	
	Comments

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Employee is proficient in utilizing basic computer skills:
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Employee is proficient in program specific software
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	E-mails - respond in timely manner, spelling and grammar correct
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Outlook calendar – keep up-to-date calendar; schedule meetings; respond to meeting notices
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Excel – collect data and prepare spreadsheets
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Web - use employee section to research, access forms/employee information 
	     

	|_|
	|_|
	|_|
	|_|
	|_|
	|_|
	Word – accurately prepare documents, reports
	     





	
AREAS NEEDING IMPROVEMENT

	1.      
2.      
3.      



	
GOALS FROM LAST REVIEW AND OUTCOMES

	1.      
2.      
3.      



	
GOALS FOR NEXT REVIEW TIME PERIOD

	1.      
2.      
3.      



	
RECOMMENDATION

	[bookmark: Check11][bookmark: Dropdown2]Employee eligible for merit increase?  |_|Yes %
[bookmark: Check12]                                                             |_|No
	Comments:      



UCAN Head Start Professional Development Plan
[bookmark: Text2]Date Plan Started:      
	Identified Needs to Enhance Performance (recommendations from Performance Evaluation)
Be Specific & Skill Based
	Resources that will be used. 
	What is the measurable outcome?
	Target 
Date
	Completion
Date

	1.      
	     
	     
	     
	     

	2.      
	     
	     
	     
	     

	3.      
	     
	     
	     
	     

	Short Term Professional Goals: (Based on areas needing improvement)
	Resources that will be used. 
	What is the measurable outcome?
	Target 
Date
	Completion
Date

	1.      
	     
	     
	     
	     

	2.      
	     
	     
	     
	     

	3.      
	     
	     
	     
	     



	Long Term Professional Goal: Ex: CDA, 2 yr degree, 4 yr. degree, certification, increased knowledge & skills in a specific area.  
	Resources that will be used. 
	What is the measurable outcome?
	Target 
Date
	Completion
Date

	1.      
	     
	     
	     
	     

	Steps for completing long term goal
	Resources that will be used. 
	What is the measurable outcome?
	Target 
Date
	Completion
Date

	1.      
	     
	     
	     
	     

	2.      
	     
	     
	     
	     

	3.      
	     
	     
	     
	     


Examples of resources are: Trainings, Classes, webinars, readings, shadowing another staff member, visiting other classrooms or programs etc. 

Who will work with this staff member to check on progress and offer support:      .
Annual Target Date:      
Review Date(s):      ,       


__________________________________________             
Staff Signature						Date

__________________________________________            
Supervisor Signature					             Date										


This evaluation has been reviewed and discussed with the employee.
1
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Serving Douglas & Josep!
Helping People. Changing Lives.





