Head/Lead Custodian Performance Appraisal

School Year:       

Name
    

Position       




Depart/Campus              

Supervisor      





Title               

Part A (To be completed by Plant Operations Supervisor)

Rating scale:


4
Job performance meets or exceeds District expectations






3
 Improvement is needed in job performance






2
 Job performance does not meet District expectations






1
 Does not apply.  Performance is not expected.
Directions:  Use the above descriptors to rate each skill.  Ratings of 2 or 3 must have specific reasons written in the comments section.  
	General Skills
	Rating
	Comments

	1. Works cooperatively with others.
	 FORMDROPDOWN 

	     

	2. Participates in meetings, training, and special events.
	 FORMDROPDOWN 

	     

	3. Follows oral and written instructions from supervisor.
	 FORMDROPDOWN 

	     

	4. Follows district policies and procedures.
	 FORMDROPDOWN 

	     

	5. Provides safety and security for self and others.
	 FORMDROPDOWN 

	     

	6. Completes assignments on time and accurately.
	 FORMDROPDOWN 

	     

	7. Follows attendance and punctuality rules.
	 FORMDROPDOWN 

	     

	8. Demonstrates appropriate job knowledge.
	 FORMDROPDOWN 

	     

	9. Maintains neat and orderly work area.
	 FORMDROPDOWN 

	     

	10. Uses, maintains, and stores work material properly.
	 FORMDROPDOWN 

	     

	11. Identifies and responds to problems effectively.
	 FORMDROPDOWN 

	     

	12. Communicates effectively and professionally.
	 FORMDROPDOWN 

	     




	Specialized Skills

	 
	Rating
	Comments

	1. Takes proper safety precautions with supplies and equipment.
	 FORMDROPDOWN 

	     

	2. Follows schedule and completes cleaning and maintenance assignments properly.
	 FORMDROPDOWN 

	     

	3. Maintains adequate inventory of supplies and materials.
	 FORMDROPDOWN 

	     

	4. Provides effective training and supervision of assigned employees.
	 FORMDROPDOWN 

	     

	Supervisor’s Comments:      



Part B (To be completed by Campus Evaluator)

Campus Evaluator:       
Title:         
Rating scale:

MEETS/EXCEEDS EXPECTATIONS

Performance fully meets and possibly exceeds expectations.  The employee is not only a stable performer; they also perform above and beyond what is necessary to keep the organization moving forward in all aspects of their job.

SATISFACTORY
Performance is acceptable.  The employee performing at this level is considered a stable performer by co-workers and immediate supervisors.

NEEDS IMPROVEMENT
Performance often does not meet the minimum standards and expectations.  Performance is generally acceptable, but improvement is needed and expected.  Performance at this level creates problems for the department and/or co-workers.
UNSATISFACTORY

Performance is inadequate.  Performance is causing problems/inconveniences/hardships for the department and/or co-workers.  Performance is having a negative impact on departmental effectiveness and/or productivity.  This level of performance cannot be condoned or tolerated.

Directions:  Rate each general category using the above descriptors.  Comments must be written for each general category. 
	Attendance/Dependability
	Rating:  FORMDROPDOWN 


	Arrives at work on time every day.

Punctual for meetings and appointments.

Follows call-in procedures for all and pre-approval absences.
	Comments:

     


	Productivity
	Rating:  FORMDROPDOWN 


	Completes assignments in a thorough and accurate manner.

Completes assignments as scheduled.

Produces a high volume of work.

Keeps work area neat, clean, orderly.
	Comments:

     


	Job Knowledge & Responsibilities
	Rating:  FORMDROPDOWN 


	Demonstrates knowledge of job duties, equipment and appropriate work methods.

Applies knowledge to produce quality work.

Performs all job duties effectively, efficiently and safely.

Works within district and departmental policies and guidelines.

	Comments:

     

 FORMTEXT 



	Work Habits & Environment
	Rating:  FORMDROPDOWN 


	Works cooperatively and effectively with others.

Shares information and resources with others.

Adapts to changing needs and circumstances.

Shows willingness to adopt new methods or procedures.

Uses appropriate safety equipment and procedures.

Follows departmental dress and grooming guidelines.

Demonstrates self-discipline and reliability.

Requires minimal supervision.

	Comments:

     

	Part C (To be completed together)

Overall Performance Rating (Select One)

	 FORMDROPDOWN 


	This appraisal has been discussed with me by supervisor and I have received a copy. Furthermore, I understand I have 10 working days to submit a response to my Plant Operations Supervisor.

     
             






Employee Signature
 Date
                       
                                                                                              

Supervisor Signature                                       Date
                                                                                                                          
                      Campus Evaluator Signature                                  Date
PLEASE RETURN COMPLETED FORM TO AUXILIARY PERSONNEL.
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