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SUPPORT PERSONNEL EVALUATION
This evaluation is divided into three sections: 
I. Organizational Citizenship Behaviors (OCBs)
II. Team Behaviors 
III. Job Specific Tasks  
In addition to this, there is a section for you to provide feedback regarding your supervisor.

OCBs are filled out only by supervisor and are non-negotiable.  Team Behaviors and Job Specific Tasks are filled out by both the supervisor and employee.

Special discussion should occur around rankings that are inconsistent or areas that are unclear to either the supervisor or employee.
Employee: _________________________________________ 

Supervisor: ________________________________________  

Section I: Organizational Citizenship Behaviors
	Select: Never, Sometimes, Often, Always
	Supervisor rating

	1. Works required hours and is punctual.
	

	2. Completes assigned tasks.
	

	3. Positively represents the school both internally and externally. 
	

	4. Meets and adheres to all policy requirements set by the diocese, Catholic Schools Office, TCCB ED and OSHA (if applicable). 
	

	5. Maintains professional appearance.
	

	6. Adheres to allotted break and lunch times. 
	

	7. Receptive to work instructions and directives.
	

	8. Responds in a positive manner when workload requires extra effort facing extraordinary circumstances.
	

	9. Exercises good judgement when communicating confidential information.
	

	Comments: 




Section II: Team Behaviors
	Rate 1-6, 1=strongly disagree to 6=strongly agree
	Supervisor rating
	Employee rating

	1. Appropriately connects and works with school personnel, students, and the public.
	
	

	2. Supports the work of the school.
	
	

	3. Collaborates internally and externally to complete tasks.
	
	

	4. Contributes to a strong culture and improves morale.
	
	

	5. Responds in a positive and respectful manner when dealing with school students, school personnel, and the public. 
	
	

	6. Is cooperative in all office/school projects and recognizes the benefit of teamwork. 
	
	

	7. Works cooperatively with school personnel. 
	
	

	Comments:




Section III: Job Specific Tasks

	Rate 1-6, 1=strongly disagree to 6=strongly agree
	Supervisor rating
	Employee rating

	1. Demonstrates belief in the school's Catholic philosophy and goals.
	
	

	2. Promotes development of school community of faith.
	
	

	3. Takes ownership of assigned projects tasks and follows through appropriately.
	
	

	4. Offers strategy and advice as appropriate.
	
	

	5. Coordinates office responsibilities and needs with the team.
	
	

	6.  Maintains minimal proficiency in technology applicable to the job. 
	
	

	7. Demonstrates initiative skills (i.e. good judgement, logical skills, creativity, and imagination). 
	
	

	8. Meets accepted professional standards of quality of work. 
	
	

	Comments:




Needs, Goals, and Requests (from Employee to Supervisor) 

	1. Critical development needs

	

	2. Project goals in coming months

	

	3. Critical professional development requests

	


	Supervisor Comments

	

	Employee comments

	

	Employee Feedback for Supervisor
Select: Never, Sometimes, Often, Always
	Employee rating

	1. In general, my supervisor allows me to take ownership over my projects. 
	

	2. In general, my supervisor is available when I need him/her. 
	

	3. In general, my supervisor appropriately delegates to me.  
	

	4. My supervisor has ensured that I have access to proper training for my job.  
	

	5. My supervisor provides meaningful feedback on my performance. 
	

	6. When I have an issue at work, my supervisor helps me solve it.  
	


SUPERVISOR SIGNATURE ___________________________________ 
DATE____________
 
EMPLOYEE SIGNATURE _____________________________________ 
DATE____________ 
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