
  

Performance   Evaluation   for   Classified   Personnel   Instructions:    
  

Every   employee   will   be   evaluated   on   six   main   evaluation   areas:   quality   of   work,   quantity   of   
work,   ability   to   follow   directions,   initiative   and   judgement,   relationships,   and   attendance.   There   
are   also   two   additional   site   specific   evaluation   areas.   These   two   areas   are    required    and   give   
you   the   flexibility   to   include   feedback   in   an   area   that   is   a   focus   area   or   something   specific   to   
your   building,   department,   program,   or   the   position.     
  

You   will   give   the   employee   one   of   four   ratings   for   each   evaluation   area:   
Exceeds   Expectations    -   Employee   regularly   exceeds   performance   expectations   
Meets   Expectations    -   Employee   has   met   the   performance   expectations   
Needs   Improvement*   -    Employee   has   failed   meet   performance   expectations   
Unsatisfactory*    -   Employee   consistently   fails   to   meet   performance   expectations   
*Must   include   plan   for   improving   performance   

  
The   total   evaluation   score   is   an   average   of   the   eight   evaluation   areas.   The   score   
does   not   determine   raises   or   have   any   impact   on   the   employee.   It   just   gives   
them   (and   you)   an   overall   score   for   reference.   
  
  

The   final   section   allows   you   to   give   feedback   on:   strengths,   areas   for   improvement,   and   goals.    If   
an   employee   receives   a   ‘Needs   Improvement’   or   ‘Unsatisfactory’   for   an   evaluation   area,   
plans   for   improvement   should   be   included   in   this   section.     
  

Please   note:    The   text   boxes   do   not   expand   so   you   will   need   to   be   concise.   If   you   need   more   
space,   you   can   attach   a   separate   document   to   the   evaluation.   
  

Once   the   evaluation   is   complete,   you   will   sign   the   evaluation,   attach   any   documents   and   click   
finish   to   forward   the   document   to   the   employee   for   their   review   and   signature.   

  
How   you   present   the   information   to   the   employee   is   up   to   you.   You   do   need   to   
have   a   meeting   with   the   employee   to   discuss   the   evaluation.   I   would   recommend   
filling   out   the   document   ahead   of   time   but   do   not   sign   the   document   (select   
Finish   Later).   Then   meet   with   the   employee   for   the   formal   evaluation   meeting.   If   
needed,   you   can   go   back   into   the   document   and   make   any   adjustments   or   
corrections.   Then   sign   and   finish   the   document.     

  
Evaluations   must   be   completed   prior   to   the   employees   last   working   day   for   2020-2021.   
  
  
  
  
  
  

https://bit.ly/39V7HlN   



  
  

To   access   the   evaluation   for   an   employee,   click   ‘Review   Document’   from   the   email   
  

Once   in   DocuSign,   click   ‘Continue’   to   access   the   fillable   evaluation   form.     
  

If   you   need   to   assign   the   evaluation   to   someone   else   (Assistant   Principal,   other   
supervisor,   etc),   go   to   Other   Actions   >   Assign   to   Someone   Else,   enter   their   
information   and   click   ‘Assign   to   Someone   Else’.   They   will   then   receive   an   email   
that   will   allow   them   to   access   the   evaluation   form.     
  
  

Once   inside   the   document,   the   name,   site   and   job   title   will   be   pre-populated.     
  

The   evaluator   will   complete   the   evaluation   by   completing   the   comments   section   and   the   rating   
for   each   evaluation   area.    Comments   are   recommended,   ratings   are   required.     

  
The   comments   section   only   has   space   for   approximately   50   words.   If   you   need   
more   space,   you   can   create   a   separate   document   and   attach   it   to   the   evaluation   
at   the   bottom   of   page   2.   You   can   attach   multiple   documents   if   needed.     
  
  

Once   you   have   filled   in   all   the   information,   you   will   click   the   ‘Sign’   icon   to   sign   the   document   and   
click   ‘Finish’   to   send   the   document   to   the   employee   for   their   signature.     

  
If   at   any   point,   you   need   to   save   the   document   and   finish   later,   go   to   ‘Other   
Actions’   and   select   ‘Finish   Later’   You   can   access   the   document   later   by   using   
the   link   in   the   original   email.     
  
  

Using   the   icons   at   the   top,   you   can   print   or   download   to   save   the   document   as   a   
pdf.   

  
All   links   to   envelopes   from   DocuSign   email   notifications   will   expire   after   5   clicks   
or   48   hours.   If   you   have   an   active   DocuSign   account,   you   can   log   in   to   access   
your   document   instead   of   using   the   link.   You   can   always   access   your   documents   
by   logging   into   your   DocuSign   account,   even   if   the   email   link   has   expired.   
Otherwise   when   you   click   on   the   expired   link   the   first   time,   it   will   auto   send   new   
email   notification   and   present   a   page   advising   that   the   link   has   expired   and   a   
new   notification   has   been   sent.   All   future   clicks   on   the   expired   email   link   will   offer   
to   send   a   new   email   notification   with   a   fresh   link.   
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