PERSONNEL POLICIES
EVALUATION OF SUPPORT PERSONNEL                                       POLICY GDN
The Carteret County Board of Education views the development of a strong, competent classified staff of employees, and the maintenance of high morale among this staff, as major objectives of the Board.  The finding of the right employees to fill vacancies, the determination of assignments and equitable work loads, the establishment of wage and salary policies which encourage employees to put forth their best efforts, the evaluation of employee achievements and the provision of a good atmosphere in which to work are some of the major duties of School Administration.  A program of continuous evaluation is necessary in fulfilling these duties.  

The evaluation will cover the major areas of the employee's responsibilities and will include, but is not limited to, the following:


1.  
Specific work assignment

    
2.  
Attitude toward children

    
3.  
Attitude toward public education

    
4.  
Attitude toward supervisor, teachers, fellow employees

    
5.  
Work habits.

EVALUATION OF SUPPORT PERSONNEL                           REGULATION GDN
A review of personnel files reveals that annual job evaluations and reviews with support employees is critical to the effective operation and improvement of the support staff.  Teacher aides, clerical, cafeteria, maintenance, bus mechanics, technicians and custodial personnel are considered to be support staff.

Every employee deserves at least an annual evaluation with his/her supervisor on work performance.  This should be a time of honest sharing on the part of both evaluator and evaluatee and not a punitive focused discussion.  The evaluations should be used to determine training, promotion, salary merit increases, and other job related decisions.  The Carteret County Schools has in place a form entitled "Employee's Performance Record".  

ALL EMPLOYEES WILL BE EVALUATED AS FOLLOWS:

1.  
New employees will be given a 30 and 75 day evaluation. In the event a new employee receives an unsatisfactory evaluation during the probationary period of 90 days, he/she will be terminated without recourse.  (See GDPD)

2.  
Continuing employees will be evaluated at least annually and the evaluation will be placed in his/her personnel file.  This will be accomplished by the supervisor no later than June 1 of each school (fiscal) year.

3.  
The employee's supervisor has the responsibility for informing each employee in advance of the criteria to be used in evaluation.

4.  
Each employee will be given an explanation of his/her duties and responsibilities and guidance in performing them satisfactorily by his/her immediate supervisor.

5.  
A goal-setting conference for each employee will be held before July 30 for personnel whose work year begins with the start of school.  At this conference the staff  member and the supervisor will jointly establish goals for the year with specific statements about how the staff member will accomplish them, any assistance the supervisor will provide if needed, and how accomplishment of the goals will be determined.  In addition, methods for formal observation of performance will be determined.  Goals and observation methods will be written on the planning conference and evaluation form.

6.  
The observation of staff members will be conducted by members of supervisory staff.

7.  
In the case of staff members who are assigned to more than one job site, a joint goal-setting conference will be held with the supervisors and staff member involved.  In addition to determining individual goals for the year, methods for observation and the methods for evaluation of goal completion will be determined at that conference. 

8.  
FORMAL EVALUATION

    
a.  
Before completing a formal evaluation and observation, the evaluator will review 
the staff member's goals and objectives.  Following the formal evaluation and observation, the evaluator will reduce the evaluation and observation to writing using the approved format.

    
b.  
The written evaluation will be specific in terms of the staff member's strengths and weaknesses.  Those areas where improvements are needed will be clearly set forth and recommendations for improvement will be made in a written plan of assistance.  The written evaluation will address the achievement of staff member's year-long goals, standardized objectives and ratings and formal observation.

9.  
EVALUATION CONFERENCE

    
a.  
Within three working days following each formal evaluation, the staff member and the evaluator will hold a conference to discuss the evaluation report.  The purpose of the conference is to indicate areas of strength and weakness, to discuss plans for assistance and to provide opportunity for clarification and amplification of evaluation.  

    
b.  
The evaluation must be signed by both the evaluator and staff member as an indication that the evaluation has been received.  If the staff member disagrees with the evaluation, the staff member may submit a written statement within ten (10) working days which will be attached to the file copy of the evaluation.

REF.:  REGULATION GBM.

