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Office Support Staff Self-Evaluation
	

	Staff Member’s Name


	Date


	

	Instructions:  Self-Evaluation Effectiveness shall be rated as shown below for each indicator            
4 = Highly Effective 
3 = Effective
2 = Minimally Effective
1 = Ineffective
N/O = Not Observed

	

	1.  Performance
Rating  
	3.  Environment

    Rating

	a.
	Accurately completes tasks
	
	a.
	Organizes Work Station
	

	2.  Professional Responsibility
Rating  
	b.
	Practices School Health and Safety Procedures
	

	a.
	Maintains Professional Behavior
	
	c.
	Creates an Atmosphere of Respect and Rapport
	

	b.
	Presents Self Professionally
	
	4.  Support

    Rating

	c.
	Follows Huron ISD/Building Policies and Procedures
	
	a.
	Uses Effective Communication Skills
	

	d.
	Adheres to Confidentiality Guidelines and Laws
	
	b.
	Demonstrates Efficient Clerical/Technical Skills
	

	e. 
	Follows Prescribed Work Schedule
	
	c.
	Displays Problem-Solving Skills
	

	 
	
	
	d.
	Uses Organizational Skills
	

	


Office Support Staff Evaluation Rubric (Form M) provides an explanation of evaluation criteria.
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