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CANON CITY SCHOOLS 

EVALUATION PROCESS 

For 

CLASSIFIED EMPLOYEES 
Philosophy 

The development of a strong, competent classified staff is essential to the smooth 

functioning of a school system.  The Board of Education expects all employees to make 

continuous efforts to improve their work and expects their supervisors to assist them 

through supervision and evaluation processes. 

 

Purpose 

Canon City Schools selects staff of the highest caliber and holds high expectations for 

their performance.  The classified evaluation system is designed to provide staff with a 

clear understanding of the District’s job description and standards, and to provide 

feedback regarding competency and effectiveness in the assigned duties. The process of 

evaluation should provide opportunities for employees and evaluators to deal 

productively and positively with the employee’s performance. 

 

Primary objectives of the evaluation process 

 To provide an opportunity to recognize employees in a formal way and encourage 

exemplary performance. 

 To identify strengths and needs in an employee’s performance. 

 To provide an opportunity for the supervisor/evaluator to assist the employee in 

improving existing skills and recommend new areas of skill development. 

 To provide an understanding and a review of the desired job expectations. 

 To develop individual employee growth. 

 To assist in making employment decisions related to retention, promotion and 

dismissal. 

 

Designation of Evaluator 

Classified employee performance evaluation will be conducted by an 

administrator/designee or trained classified supervisor as indicated for each classified 

position.  Information shall be obtained from other employees, administrators, 

supervisors and other sources where appropriate.  Evaluations will be reviewed by the 

supervisor of the person conducting the evaluation. 

Frequency of Evaluation 

 

 Employees will be evaluated each year for the first two (2) years of employment.  If 

the evaluation places the employee at the “Meets” or “Exceeds” level in all 

categories, then the employee will be placed off-cycle and will then be evaluated 

every other year. 

 During the off-cycle year, the employee will work from an Enhancement Plan. 
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 An employee who transfers to a different position or a different building will be 

placed back onto the evaluation cycle.  The employee will be evaluated, at a 

minimum, for the first year in this new assignment before he/she is eligible to be 

placed off-cycle. 

 

 The formal evaluation must be completed at least two weeks prior to the end of the 

employee’s yearly work calendar. 

Evaluation Process 

 

Initial Evaluation Orientation/Conference 

 Inform the Classified Employee of the name of the person who will be that 

person’s evaluator. 

 Provide a copy of the Evaluation Handbook. 

 Review standards, indicators, frequency and timelines of evaluation. 

 Provide an opportunity for the employee to ask questions regarding the 

evaluation process. 

 Discuss the type of information that will be observed or otherwise gathered 

 Inform the employee of any others who will provide input into the evaluation. 

 Discuss/Review job description. 

 The employee must complete the sign-off indicating that he/she has been 

informed of the process by which Classified Employees are evaluated. 

The orientation conference may be conducted in group settings, if so desired by the 

evaluator. 

 

Self-Evaluation 

Self-evaluation (if used) will be used to provide input in the evaluation process; it will 

NOT be the evaluation.  Self-evaluation provides a good system for feedback.  It should 

be used early in the evaluation process.  The tool used will be the current rubric.  It will 

be the decision of the evaluator and the Classified Employee whether or not self-

evaluation will be utilized. 

 

Data Gathering 

Data will be gathered from a variety of sources (see Designation of Evaluator).  

Communication during this process must be on going, using factual data not hearsay.  

Negative information should be communicated as it occurs, allowing time for the 

employee to correct behavior/output.  Conferencing and issue clarification must be part 

of the training of the evaluator.  Contributors to the evaluation will complete a rubric on 

the employee being evaluated. 

 

Over the course of the evaluation period, the supervisor/evaluator will make periodic 

formal and/or informal observations of the employee’s work.  Any rating other than 

“Meets” should be documented so it may be discussed with the employee.  To be 

effective, feedback to the employee should be regular, and based upon observations of 

the supervisor.  Areas where concerns of performance are noted should be shared with 

the employee prior to the information being documented in the final performance 
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evaluation.  Specific data should be available to share with the employee.  Comments of a 

positive nature are encouraged in order to make evaluation discussions specific and 

meaningful. 

 

Conferencing 

The evaluator must conduct the final evaluation conference.  This conference should be 

between the evaluator and the Classified Employee, at a minimum.  The conference may 

be attended by others who have contributed to the evaluation process.  As issues and/or 

concerns arise, they need to be addressed with the employee and not set aside until the 

final evaluation conference. 

The entire evaluation document, areas of strength, areas of growth and goals will be 

discussed. 

 

The evaluator may revise the final evaluation based on the conference discussion. 

 

Both the supervisor/evaluator and the employee will sign the completed final evaluation 

form.  The employee signature does not imply agreement with the evaluation content, 

only that the information has been reviewed with him/her. 

 

Employees may provide a rebuttal statement to the final evaluation document, which will 

be attached to the evaluation form. 

Performance Ratings 

4 levels: 

 Exceeds Expectations 

 Meets Expectations 

 Needs Assistance in Meeting Expectations 

 Does Not Meet Expectations 

 N/A – Not Applicable 

 

Performance Areas 

 Dependability 

o Punctuality 

o Attendance 

o Completion of Assigned Tasks in a Timely Manner 

 Work Habits 

o Ability to Manage Change (Flexibility)  

o Quality of Work/Attention to Detail 

o Quantity of Work/Productivity 

o Initiative 

 Relationships 

o Respect/Concern for Others 

o Working Relationships (Coworkers/Supervisors) 

o Effective Communication/Rapport 

o Public Relations 



 4 

 Job Knowledge 

o Safety 

o Duties Within Job Description 

o Processes and Procedures 

o Use of equipment 

o Rules and Regulations 

 Professionalism 

o Appearance 

o Attitude (overall) 

o Teamwork/Cooperation 

o Develops and Works Within Schedules 

 Supervisory Ability 

o Work Planning and Direction 

o Employee Guidance and Supervision 

o Management Functions 

o Leadership 

Satisfactory Performance 

 The employee is expected to meet or exceed expectations in all standards of the 

final evaluation. 

 Employees will be evaluated each year for the first two (2) years of employment.  

If the evaluation places the employee at the “Meets” or “Exceeds” level in all 

categories, then the employee will be placed off-cycle and will then be evaluated 

every other year. 

 During the off-cycle year, the employee will work from an Enhancement Plan. 

Unsatisfactory Performance 

 An employee who has one or more standards within the final evaluation identified 

as needing assistance or not meeting expectations will be considered as 

demonstrating unsatisfactory performance. 

 

Evaluation Rating and Follow-Up 

It is important to remember that although the evaluation is focused on growth, it is not 

used strictly as a growth tool.  Anytime an employee does not “Meet” or “Exceed” all 

standards on the evaluation, they are to remain on the evaluation cycle.   

 

The evaluator must follow-up with the employee on those areas identified within the 

evaluation as areas requiring assistance, correction, or growth. 

Should an employee perform at an unsatisfactory level, one of the following options will 

take place: 

 Development or continuation of an Enhancement Plan. 



 5 

 A Remediation Plan with definite timelines, measurable improvement goals, and a 

clear expectation that if improvement is not sufficient after an allotted time, 

termination may be recommended. 

 Recommendation to initiate termination proceedings. 

Should an employee perform at a satisfactory level: 

 The employee and evaluator will develop an Enhancement Plan for the following 

year.  The plan will include goals and activities designed to enhance performance 

within the employee’s assigned responsibilities, and which will promote 

professionalism and growth in the employee.  

 Enhancement Plans should include strategies for attainment as well as measurable 

indicators of success. 

 This plan would be reviewed as a part of the evaluation process when the 

employee re-enters the evaluation process. 


