SCHOOL DISTRICT OF THE CITY OF ERIE

EMPLOYEE PERFORMANCE APPRAISAL
(Non-Supervisory) '

* PERFORMANCE APPRAISAL SCHEDULE

Initial review of the Performance Appraisal Form must be done with the employee during the employee s
orientation period. : '

A go-Calendar Day Performance Appraisal Review must take place with new employees. Special
Assignments/Projects and personal employment goals can be estabiished at that time.

An Annual Performance Appraisal must be completed by June 30" of each year for each employee who
has been employed for at least six months by that date. Appraisals can be conducted at any timeifitis
determined by the supervisor that one is needed during a non-scheduled period. (Follow-up of
performance issues from the most recently completed appraisal may also occur at any time.)

PROCEDURES

Carefully review employee job descriptlon, special projects; special assignments, and pérsonal goals.

Provide above information to employee to review.

The employee should complete a self-appraisal, and the self-appraisal and the supervisor’s appraisal
should be prepared independent of each other. Responses should be based on the observed
performance in refation to the employee’s duties and responsibilities and performance expectations.

Special attention should be paid to clarffying the link between the employee’s job and performance
expectations to the District’s goals, values, objectives, and quality improvement efforts,

The employee and supervisor meet to share with one another their responses to the Performance
Appraisal. The aim is to have an open and constructive discussion that leads to a clear understanding of
the employee’s past performance as well as future expectations and personal goal development.

Following the feedback session, the supervisor prepares the final form and shares i with the employee.

The supervisor signs the Performance Appraisal and gives it to the employee to sign. The supervisor -
ensures that the employee receives a copy for hisfher records and sends the original copy to the Hurnan

Resources Department.




SUDLLILLOT)

: "SMPAYDS 310M J3aW LUaulpwi A3y pup sansnpo.d b uj siom sutiofiad {Ajsnosupynus
_ sapjliqisuodsad (psaAas a8puniu 03 A3j1gp ay1 a3psUOWEp 22K0idws 2ify sa0( "suoffa saakojdwa ayy fo synsal ayy sapisuor

VN S 14 £ T L MIoAA Jo fnuend

ﬂ SIUBLULIOT)

. _ "Sajnt
A12]ps pup Sp1ppUD}S 03 32URIBYPD PUD SSEUYFNO.I0Y] ‘SSaLID3U Aopindop Japjsuo) splopupis Aypnb 3aaw suswiuBisso pagajdiuos og

v/N S 4 £ 4 b YoM Jo Ljend

L

:91e3s Bupied a3 uy taquiny ajepdosdde 3L} 3D

"§J0 ¥z Jo Bupes Aue Joy pays|ditos aq Isnw uonsas LSIUDWWOD,, 3y L

"PaulENE 3¢ Ued JeL) 3durLLIoLRd 1O [3AB] 35BYBIY 93 S| S1Y) ‘SiusLuaanbal qof spaadxa Ajpuaisisuo? — souadng
“[I9M SE SBBJE PR1dadxaun uj opeLl aam syuatuysydwionde pue

SpJepuels paysiqe3sa ay SA0QR DIABIYDER 2I12M SIAIDB[qO pauug|d (e ‘syuswaanbal qof spasoxa Apuanbaly — suoneadxy spaasxg
"PasInbaL aue uolsiatedns pue asuzping [euLION "Aji101oBSREeS SBRND qol 10 %00l uuopad 03 3|qy — suoneyadxy syea

: ‘pasnbau c.o_uum BANDLIOD — uonsod

jo suoneydadxs 393w 03 3a0iduwy 3snw durLtoHad Sjuswannbay qof 1@aut 03 s[iey A[jeucisedno Juawweacsdwy) spasn
"SyuswRINbaL wnuwiuw mofaq Aes|d sdueuopsd fsjususlnbal qoly@aw 03 spes Apualsisuo) ~ ajqezdesseun

.

1

polad jesreadde Jayin

. [enuuy

(pouad Lipuoppqord Jo uoisnpuad) maiAaL Kep-06
+ (majaa1 uopniuapio) JuswLojdws 1018suQ

SMIADY 1O 31BN

+

8]

(e3uaiaya. yo 1ied se uondunsap qof Jusund asn) :ajeds Buimo||o} apy mEﬂ.._ aako)dws aty ayey

wasielddy

UONREDOT T :UORISOd

LS

(f1051019dNS-UON) TYSIVHAAY IINVINHOLNIA TIACTIINT

PUBN



SIUBLLILLIOD

A ‘Ala1pudouddp
yBnoayy smoyjof pup Auapusdapuy spoafoud sioyuow “Qjqisuodsal 1230318 S3WLNSSD pUp SY{295 aadoydwsa a3 [jam moy Japisuor

e vIN -5 2 £ T ! dAfENQIUY

. SIUDLLLLIOD

KBuim suayio diay ..Emcpm Yum 1loddpi upaupu fsiayyo fo uoppiapisuea
AUOD b SB SI0SIAL2ANS PUD SI3XJOM-03 Ym HIOM a2ho]dwa a3 s30p ([2M MOH

v/N g 4 £ o L uonedppied/uonesadoony

a3paysuowap aadoidwa ay3 530 aquisw wpay Jupngl

SIUBLUIWIOD

'sapjjed (puonpziupdio pup Sa[nJ yom payslqolss 5.:5 aoupyduwios
- J2pISuU0D iSjuUBLWALNDaS pUD SIUBLUUSISSD HI0M papmoyl apmiip sA)IpIadood ‘aapysod b Apdsip sakopdus 31 S0P JUIIXS JDLYM O,

: "WIN . § ¥ £ [4 L SHAEH MIOA

SIUBUIWOD

iA1a3p1adoaddp puodsas pup jjam usysy ‘Bupim uf pup A_:.c.g_o 430q Alpa)> ssaudxa aakojdwa ayy saoq

543430 Yym Buifpap Uy ssauaAzdaffs
P2a3ppa1 qof Japisuod ~ JaUUDWL 3AIDLf5 pup A[aup) Uy suostad a3ppidoaddp ayy 03 uopbuLIofu Xipssadsu $83D3]UNLLILLIOY ‘D

vIN S 4 £ 4 L

q

UORED IUNLULLOTY



SIUBLILIOT)

“A2]jod 101135)0 1M 9DUDPIOIID U] 3AD3] YIS PUD [DUUD 0 35N ‘Sa5Ussqp Jo Jaquunu uapsuod

v/N g b4 £ 4 L aduEpUINY

SIUILLULLIOD

t

. , : Justuaaosduy
MI0M J0S SUOSaBANS O PUD WSDILID DAIONIISLOD 0} Aayppidoadds puodsalt pup yiom o3 sayopoiddp pup Spap] Mau 3dand

p aakojdwa ay)

S0P |[3M MOH JUBLIUOIIAUS }10M JO SIos|AladNS ‘S3.npadoud ‘Saianp u] 38ubyd Aup 03 sysnipp 2a/odLia 3U3 YDIYM Y3m 3503 a4 JopIsLOD *

VN & ¥ £ z b Aqerdepy

SIUDLULUOD

saunpasoud pup suofpnasur 03 Aja3pdoldds puodsa. pup .ﬁcuEyEoQo_u. pup s3ui3aatu 10f awyy uo Jpaddp ‘sawp.f awry
01 a1aypp YBnoayl-mofjof asplaxa pup spo8fo.d soyuow mmAmEEm ay3 sa0Q "aado(dwa sjy3 Bupoa.p 3uads awrl {6 Junowp sy Japisuen

N & 14 £ 4 A Lnqepuadaqg

SIUBLLILLIOY

“Alipo180] Sjunyy fUoap aAspap
afojdws a3 J[am Mol Lapisuo)
/N q 17 g 4 L Bupfein uojspaguswdpnr

_.ucu Ajpuun suquyxa pup ‘sucpnjos Jof uopop atudosddp saujuLziap ‘swiajqo.d sazdipup Ajaapoaffs o

‘ol



U (o)

orjod PLISIa yum 30UDPI03D Ul H10M WoLf Jndap pup aALLID 23A0)dwa a3 sa0q

VIN 0§ R4 £ 4 L : . fyenpung g



Areunung wewiuBissy (epads aandLpsag z
(*sau08a3ed UBABD [[EIA0 DU U] Pajda|al aq |Im sjusuuS)sse [ep>ads Jo uonenieaz) “sauo8e3es adueuLiopad UaAs}a sy U s3unel auy ssysduwod
0s1A13dNS U1 UBYAM JLINOIDE 03U} LD} PUE PIIBN[EAD B [|]

M Josiatadns s,aakodwa ayy Aq paulisse Jo paepiu sjusLuuBisse jerads uo ssaldoud |y

PapasN JuawaAoldw] 1afoy ™
Paysijduwondy Jo ssaudoly Alopespes [

spalou jepadg S

' “-Bupeu j[e1aA0 s,30401dws =151

0} anjeA ppe o3 Aypeded ayy aey Ajuo spafosd lepads -Surjer sseuSoid SU3 104 3ouapiAL apiaotd ysnw adeds ,syuBwwon, sy "x0q @1epdosdde ayy
upliew Aq s1v9foud [eads uo apew ss313c.1d ajenjeAs pue s ‘PEIEN|EAD 2q j)]m 93d0]dwa ay3 £q pajeniu

1 Apea syafoud jepads uo ssa120ud [y

SID3ArQYd/SINIWNDISSY TYIDAAS 40 MIIATYH



OVERALL PERFORMANCE

Please use this space to describe the overall performance rating, The overall rating should be a reflection of the

traits and factors assessed,

Point Range
34 Unacceptable , 23 or  less
L1, Needs Improvement 24 - 29
13 Meets Expectation ' 30 - 37
14 Exceeds Expectation 38 - 44
15 Superior : 45 or more
Comments:
SIGNATURES
Rater: Date:
Rater’s Name (print): -
EMPLOYEE:

| have been advised of my performance ratings. | have discussed the contents of this review with my supervisor.
My signature does not necessarily imply agreement. My comments are as follows (optional) (attach additional

sheets if necessary):

Comments (optional):

Date;

Signature:




The School District of the City of Erle, Pennsylvania

Employee Improvement Plan

Supervisor Name:

Employee Name:

Date:

Department:

Improvement Objectives:

Procedures:

Resources needed:

Appraisal Methods and Timelines:

Employee’s Signature: Date:
Supervisor’s Signature:
Final Review and Comment/Documentation Presented:

Date:

Employee’s Signature:

Supervisor’s Signature:




EMPLOYEE GOAL DEVELOPMENT
(Submit at [east 1 Goal)

Description of Goal

Means of Measurement

Impact on Current Position




