HEAD START EMPLOYEE

PERFORMANCE APPRAISAL
PAGE 1 OF 3
DATE: ____ Progress Review
Performance Review
Agency: Seq.Valley Head Start Mote: _Progress reviews are used for probat-
ionary employees and do not require # totals,
Employee: Position:
RANKED JOB ELEMENTS | PERFORMANCE NOTES RECOMMENDED REVIEW
ON SPECIFIC DUTIES IMPROVEMENTS RATING
Indicate any training completed or Indicate goals, objectives, and Use scale of
improvements documented. activities to be pursued. 1-5
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HEAD START EMPLOYEE
PERFORMANCE APPRAISAL
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PROGRESS REVIEW

PERFORMANCE REVIEW

PERFORMANCE NOTES RECOMMENDED REVIEW
RANKED JOB ELEMENTS ON SPECIFIC DUTIES IMPROVEMENTS RATING
Indicate any training completed or Indicate goals, objectives, and Use scale of

improvements documented,

activities to be pursued.

1-5

1

NUMERIC RATING CODES
Unsatisfactory (does not meet requirements)
2 Needs Improvement {marginal)
3  Satisfactory (meets requirements)
4  Excellent (exceeds requirements)
5  Outstanding (exceeds requirements to the highest level)

A-95




SEQUATCHIE VALLEY HEAD START EMPLOYEE
PERFORMANCE APPRAISAL
PAGE3 OF 3

PROGRESS REVIEW PERFORMANCE REVIEW

Mote: Progress reviews are used for probationary em ployees and do not require number totals.

| have reviewed and discussed the performance notes and recommended improvements for
this appraisal and received a copy for use in follow-up planning and performance reviews.

Employee's signature does not necessarily indicate agreement with the appraisal, but
signifies awareness of content.

EMPLOYEE: DATE:
SIGNATURE

RATER : DATE:
SIGNATURE

COMMENTS: (Please include goals or training plans here, if not noted under recommended
improvements).

. PERFORMANCE REVIEW AND RATING
Primary Job Description:

Title & Work Station:
Note other job descriptions and amount of time involved if dual role.

(1-5 POSSIBLE}

Rarked Job Elements Review Rating Job Weight Score
1 X 30
2 X 20
3 X 20
4 X 10
5 X 10
6 X 10

TOTAL ]

ol scores offess than 150 Is unsatistactery, total scores of over 350 is excellent, both require prior review/approval by Head Start Director.
A.: | have reviewed or prepared the above performanc:
and petformance rating.

notes, recommended improvements

Distributio  Ofgnal~SP0 ~ Copy T-Employes——Copy 2-Supervisors documenialon fie Rev. 4106 SVAS A3 —
Shaded area for supervisor / office use only.
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