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CLASSIFIED PERSONNEL EVALUATION PROCEDURES 

 
PHILOSOPHY 

All of our classified employees impact the educational environment of Anderson 
School District One.  They are an integral part of the team that controls the educational 
environment.  Our district believes that the educational environment affects learning. 
 
Employees need to understand their role in creating and maintaining a positive school 
climate.  Job descriptions should reflect the minimum expectations and essential 
functions of the employee from the district. 
 
The purpose of the evaluation is twofold.  First, it serves as a reflection of 
performance against the expectations of the job. A job description outlines these 
expectations. The review will serve as an opportunity to communicate achievement of 
job expectations, and provide a basis to determine continued employment.  Second, 
the evaluation contains recommendations for self-improvement. 
 
One of the major benefits of a personnel evaluation is to provide feedback of 
one’s performance so the employee can develop to one’s potential.  This 
provides the opportunity for success and fulfillment.  An improvement plan should be 
developed for each employee as needed and can be revised or updated at least once 
yearly.  The principal/ supervisor should address the employee’s area(s) needing 
improvement and assist the person with specific recommendations and support to 
attain an acceptable level of performance.  If an employee does not demonstrate 
satisfactory improvement, disciplinary action including termination could proceed. 
Individual improvement plans should be condensed to serve as a basis for developing 
and scheduling staff development/ growth activities as well as individual activities.  
Hence, the primary goal of the evaluation process is to promote job performance 
through growth and development. 

 
CRITERIA 

The evaluation of each classified employee should utilize the Performance Evaluation 
for Classified Personnel and be completed no later than December 15 or March 31 
dependant on performance of the employee.   
  
Process: 
The introduction of the evaluation instrument should occur during the employment 
orientation. The job description is reviewed with the evaluation instrument.  As job 
descriptions are revised, they should be reviewed and signed by the employee.   
 
The evaluator must utilize information that covers the entire performance period being 
evaluated.  The data needs to represent a complete picture and not reflect segments 
of an employee’s performance the evaluator wants to highlight. 



 

 

The first evaluation phase must begin no later than October 1.  The evaluation must 
cover a 45 day period.  The administrator may choose to end the evaluation at the end 
of the 45 days or establish an improvement plan if needed.  If an employee has more 
than one Needs Improvement, an improvement plan must be put in place.   If an 
improvement plan is put into place, it must cover 45 days beginning on the 15th day of 
January.  If an employee successfully completes the improvement plan, the 
administrator may choose to evaluate the employee during the next school year.  If an 
employee does not meet the improvement plan, termination could be recommended.   
 
The evaluator will have the final responsibility and authority to complete the Annual 
Conference Review.  Based on employee performance this could occur in December 
or March or at both times if an improvement plan is put in place.  A copy of the final 
evaluation should be sent to the Personnel Department to be placed in the employee’s 
personnel record. 
 
The post-conference should be a comprehensive discussion of the employee’s 
performance and job responsibility.  The employee should sign the final Performance 
Evaluation instrument, along with the principal/supervisor.  The employee’s signature 
only acknowledges that he/she has reviewed the evaluation.  It does not mean that the 
employee agrees or disagrees with the evaluation. 
 
The Instrument:  

 The Performance Evaluation for classified employees evaluates work 
characteristics and job related tasks.  The instrument is divided into three areas: 
work habits, job performance, and professional responsibilities. 

 The evaluator will assess each area as M (Meets Standards) or NI (Needs 
Improvement).   The principal/supervisor or his/her designee will complete the 
evaluation. 

 The Performance Evaluation allows for the implementation of an improvement plan 
if necessary.   
 

INSTRUMENTATION 
The Performance Evaluation should be completed on every classified employee 
during the first year of employment and at a minimum of every third year.  An 
administrator may evaluate classified employees on a yearly basis.   
  
During any subsequent year of employment, if an employee has areas of 
unsatisfactory performance, the Performance Evaluation and an Improvement Plan 
should be implemented.   
  

 


