PITTSYLVANIA COUNTY SCHOOLS

CLASSIFIED EMPLOYEES – 
PRE-SCHOOL FAMILY SERVICES COORDINATOR
 EVALUATION INSTRUMENT

Employee Name:  





 Date





School or Work Location:  










	CATEGORIES
	
	
	

	
	
	
	

	A.  Professional Criteria
	Needs Improvement

1
	Satisfactory

2
	Comments

	1. Maintains confidentiality appropriate to work assignment
	
	
	

	2. Maintains a high level of ethical behavior that serves as a positive influence on students and staff

	
	
	

	3. Maintains a satisfactory record of attendance, punctuality and completes appropriate time sheets
	
	
	

	4. Reliable to complete a task in a timely manner

	
	
	

	5. Uses appropriate oral and written communication skills
	
	
	

	6. Is positive, cooperative and courteous to all personnel, with whom there is a working relationship, including school patrons


	
	
	

	7. Dresses and grooms appropriately for the assigned position
	
	
	

	8. Complies with School Board policies and regulations
	
	
	

	9. Orders and maintains supplies as needed or requested
	
	
	

	10. Demonstrates effective organizational skills in the completion of assigned duties

	
	
	

	11. Handles duties of the position competently and with confidence without overstepping responsibilities

	
	
	


	12. Adapts to new ideas and situations

	
	
	

	13. Actively supports a safe and positive environment for students and staff
	
	
	

	14. Follows established chain of command within the system’s organizational structure
	
	
	

	15. Follows a planned schedule and adheres to regular working hours in the respective schools

	
	
	

	16. Participates in professional development activities and in appropriate in-service programs as required

	
	
	

	17. Performs other duties as assigned by Principal/Supervisor

	
	
	

	18. Identifies, analyzes and resolves problems using effective problem–solving techniques
	
	
	

	19. Other Responsibilities:

	
	
	

	20. Comments:


	
	
	

	*Indicate N/A if not applicable for job responsibilities


	B.    Performance Criteria
	Needs Improvement
1
	Satisfactory
2
	Comments

	1. Keeps the administration informed and receives the permission of the principal prior to scheduling any classroom or family activity
	
	
	

	2. Coordinates with the classroom teacher any instructional / classroom based activities / workshops to support academic progress and makes preparations for field trips at the teacher’s request

	
	
	

	3. Prepares a monthly calendar of family services activities to be given to the principal
	
	
	

	4. Strives to plan monthly activities for parents in the school based on the needs and interests of the families

 
	
	
	

	5. Assists in maintaining student records including an accurate and current record of all results of Brigance and PALS preK screening and submits a copy to the principal and the Supervisor of Early Childhood Education

	
	
	

	6. Maintains screening and selection information on students in separate files that are secured and purged after the completion of one program year


	
	
	

	7. Maintains a list of all students screened for future reference


	
	
	

	8. Conducts parent interviews, home visits, and participates in parent conferences as appropriate and as requested
	
	
	

	9. Assists in the classroom with activities when requested by the teacher or principal
	
	
	

	10. Substitutes in the absence of the classroom teacher or aide if available


	
	
	

	11. Establishes priorities for completing work


	
	
	

	12. Assists in monitoring the needs of students and parents and helps secure health services and other support from community agencies when necessary

	
	
	

	Other Responsibilities:


	
	
	

	Comments:


	
	
	

	*Indicate N/A if not applicable for job responsibilities


Employee recommended for continuous employment or re-employment          ⁭ Yes      ⁭ No

Definite improvement as noted must be shown if employee is to remain employed




Signature of Evaluator





 Date




Signature of Evaluator





 Date




Signature of Evaluator





 Date




I HAVE RECEIVED A COPY OF THIS EVALUATION AND UNDERSTAND THAT I MAY FILE WITH MY IMMEDIATE SUPERIOR FOR PLACEMENT IN MY PERSONNEL FOLDER ANY COMMENTS I WISH TO MAKE REGARDING THIS EVALUATION

Signature of Employee





 Date




