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Head Custodian, Custodial Staff, and Maintenance  

Performance Management Program   
 

 

I. Introduction 

 

This performance management program applies to South Burlington School District Head 

Custodian, Custodial Staff, and Maintenance employees.  The purpose of this program is to create 

an opportunity for communication between the employee and his/her supervisor in order to: 

 

 Recognize performance that meets or exceeds expectations. 

 Set work expectations (behavior, vital activities, and outcomes) for future performance. 

 Provide timely feedback to enable employees to better manage their performance.   

 Define areas for employee growth and development. 

 Allow for an individualized and specific performance improvement plan. 

 

Periodic Feedback: Over the course of the year, the employee and the supervisor may meet 

informally or formally to review progress made to date on performance goals, address any old or 

new performance concerns, and adjust performance goals and timelines if appropriate.   

 

II. Components of the Performance Management Program 

 

The performance management program is made up of the following components: 

 

Performance Standards Rubric:  Performance expectations are described in a rubric, divided into five 

(5) sections.  These sections are:  1) Job Knowledge 2) Quality of Work 3) Effective Working 

Relationships 4) Cooperation/Teamwork and 5) Initiative. These expectations have been created for 

custodial and maintenance employees and defines the standard by which employee performance is to 

be measured.  This will be the basis for the regular performance feedback and may be provided at 

any time, but at least every third year of employment. 

 

Goal Setting:  Specific annual objectives to promote employment performance, professional 

growth, or increased proficiency in a related job area are a part of the evaluation process.  

Ideally, objective setting should be a collaborative effort between the supervisor and employee to 

ensure congruence with District Ends and department goals.  Goals should include how much, of 

what and by when.  Goals should be visited periodically to measure progress and to make 

changes, if needed. 

 

Annual Discussion Form: The employee is given an opportunity to comment on his/her 

performance and professional development needs in this annual component of the evaluation 

process.  A standard form is provided at least two (2) days prior to an evaluation meeting and 

must be completed and returned to the employee’s supervisor at the time of the meeting. After a 

discussion, this component will be rated as either “satisfactory” or “unsatisfactory”, this 

information will be documented and sent to the employee’s file.  
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III. Rating Scale for Performance Standards Rubric 

 

Rating Scale:  The performance evaluation form will contain a four point scale and will have the 

following rating labels:  E = Exceeds Standard; M=Meets Standard; N=Needs Improvement; 

U= Unmet Standards.   The “Not Applicable” rating may only be applied in few instances 

where job responsibilities do not coincide with standards and an explanation must be provided 

whenever this is used.  This terminology allows for more active reflection of performance.   

 

Rating Definitions: 

 

1. Exceeds Standard (E):  This rating is given to an employee who consistently exceeds the job 

standards.  This person is often called on to mentor or assist others.  Demonstrates initiative 

and adapts concept of standards to better perform one’s job responsibilities. 

 

2. Meets Standard (M):  This rating is given to an employee who demonstrates a thorough 

understanding of the standards, practices the standards continuously, and works 

independently without constant supervision.  This person may be called on to collaborate 

with others on special projects or assignments. 

 

3. Needs Improvement in Standard (N):  This rating is given to an employee who demonstrates 

a basic understanding of the standards, practices the standards inconsistently and/or needs 

some supervision.  This person may be given opportunities for collaboration with others on 

special projects and/or assignments. 

 

4. Unmet Standards (U): This rating may be given for new, inexperienced, or performance 

challenged employees who demonstrate limited or no understanding of the standard.  If the 

employee does not meet expectations in one or more areas and there is no evidence of 

improvement, a plan for performance improvement may be developed with the intent to 

improve the areas of deficiency.  Specific information may be found in the Performance 

Improvement Plan (PIP) information outlines further in this document. 

 

5. Not Applicable (NA):  This rating may only be applied in few instances where job 

responsibilities do not coincide with standards.  An explanation must be provided whenever 

this is used. 

 

IV. Performance Evaluation Cycles 

 

Level 1 (New Employees):  For purposes of this program, one who is subject to this 

performance evaluation cycle will include a new employee who: 

 

 Has no previous regular employment in the District within the job classification; 

 Is rehired after termination for any reason except: his/her illness or injury, approved leave of 

absence, or layoff within the recall period; or 

 Is new to the district or department.   
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All new employees will participate in the performance evaluation process within the probation 

period established for the employee’s job group.  The purpose of the initial evaluation process is 

to provide evidence for continued employment, to set job expectations, and to provide 

meaningful feedback and support for the employee.  

 

Level 1 Evaluation Process: 

 

1. Supervisor and Employee Initial Meeting:  At the beginning of employment, the supervisor 

will meet with the employee to review the job description, daily job expectations, clarify 

roles and responsibilities, and explain the evaluation process. At this time, the supervisor will 

set initial goals.  

 

2. Probation Period Feedback:  By the end of the probationary period (first 60 days of 

employment), the employee and the supervisor will meet to review performance and progress 

made to date on initial goals.  If performance is satisfactory, the supervisor and employee 

will set new or update performance goals and mutually set a date for next meeting/annual 

review.  If performance is unsatisfactory, the supervisor may continue the probationary 

period, terminate employment, or place the employee in a Performance Improvement Plan 

(PIP) for a designated amount of time, as outlined in the plan.  At the end of the PIP’s 

designated time, the supervisor has the option to assign the employee to a regular evaluation 

cycle, continue the employee under a new PIP, or terminate employment for just cause. 

 

3. Required Documentation:  Performance information is to be included in the personnel file in 

the Superintendent’s Office and will include the Assessment/Evaluation form with rubrics, 

Feedback Goal Forms, and any appropriate supplemental information from the employee.   

 

Level 2 (Current Employees):  For purposes of this program, one who is subject to this 

performance evaluation cycle will include a current employee who has: 

 

 successfully completed the first year of employment in the department, and 

 has not been placed in a Performance Improvement Plan (PIP.) 

 

Current employees will be formally reviewed at least every third year of employment; however, 

management reserves its right to conduct formal performance evaluations sooner, as the need 

arises.  The purpose of the evaluation process is to provide feedback on performance, establish 

and monitor goals, to enhance professional growth, and to focus employee participation on 

creating a positive work environment.  For the years that Level 2 employees are not formally 

reviewed, they will be provided with the opportunity to review their progress to date on goals 

and performance through an informal meeting process. 

 

Level 2 Evaluation Process: 

 

1. Supervisor and Employee Communication:  At the beginning of the fiscal year (July), the 

supervisor and employee will communicate (i.e.: meeting, letter, email, phone, or in person) 

to review any new job expectations, and clarify any changes in roles and/or responsibilities.  

Employees will be notified of whether they are in an “informal” or “formal” review year.  
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Also provided will be the method(s) of evaluating if changes have occurred, and a timeline 

for assessing the desired changes.   

 

2. Annual Informal Session:  The employee will have an opportunity to meet with his/her 

supervisor for feedback on his/her performance, and to set new goals during the annual 

informal session.  The self-assessment/feedback and goal forms will be made available no 

later than two (2) days prior to the scheduled review meeting.   

 

The supervisor may also solicit information from the principal, teachers, staff members 

and/or other persons who have direct knowledge of the employee’s performance. A person 

with direct knowledge of the employee’s performance may be asked to provide specific 

data/information regarding the employee’s level of ability to meet job responsibilities and 

expectations.  Such evidence may include performance progress made to date, and suggested 

areas for performance development on the feedback form. 

 

The annual informal session will be a scheduled meeting with the supervisor and the 

employee.  The forms used in this meeting may include: a rubric established for 

custodial/maintenance personnel, goal sheet and timelines for past and future goal 

completion, and any other feedback provided by the employee and/or from appropriate 

persons.  A collaborative effort to develop future goals and timelines for completion is 

desirable but not required.  Goals will consist of a statement of the area(s) for growth and the 

expected level of performance to be reached (as described in the performance rubrics.)   

 

After the discussion, the employee will acknowledge the contents of the forms by affixing 

his/her signature.  This signature does not necessarily imply agreement or disagreement, but 

rather signifies knowledge of the contents. In case of disagreement the employee may submit 

a written statement to the supervisor outlining the specific areas of disagreement.  This 

statement will be attached to the forms.  Should the employee refuse to sign the forms, the 

unsigned forms will be submitted to the superintendent’s office with documentation that the 

employee refused to sign.  The information will be included in the employee’s personnel file.   

 

3. Formal Performance Evaluation/Review (Three-year cycle):  The supervisor will complete 

the evaluation with feedback from the employee, teachers/staff members and/or other persons 

who have direct knowledge of the employee’s performance.   

 

The evaluation form will include: a rubric established for custodial/maintenance personnel, 

goal sheet and timeline for future goal completion, and any other feedback provided by the 

employee and/or from appropriate persons.  A collaborative effort to develop future goals is 

desirable but not required.  Goals will consist of a statement of the area(s) for growth and the 

expected level of performance to be reached (as described in the performance rubrics.)   

 

After the review discussion, the employee will acknowledge the contents of the evaluation by 

signing it.  This signature does not necessarily imply agreement or disagreement, but rather 

signifies knowledge of the contents. In case of disagreement the employee may submit a 

written statement to the supervisor outlining the specific areas of disagreement.  This 

statement will be attached to the evaluation form.  Should the employee refuse to sign the 
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evaluation, the unsigned evaluation will be submitted to the superintendent’s office with 

documentation that the employee refused to sign.  The evaluation will be included in the 

employee’s personnel file.   

 

4. Placement decision:  If performance expectations are attained, the employee will continue to 

be reviewed according to the established cycle.  If the employee has not met the employment 

expectations, the supervisor may create a PIP or determine the employee’s performance as 

unsatisfactory and recommend an employment action to the Superintendent/designee, as 

allowable under the terms of employment. 

 

5. Documentation to be kept: Performance information is to be included in the personnel file in 

the Superintendent’s Office and will include the Assessment/Evaluation form with rubrics, 

Feedback and Goal Forms.   

 

Level 3 Performance Improvement Plan (PIP): 

 

An employee that displays deficiencies in performance may be placed on a Performance 

Improvement Plan at any time.  The length of time devoted to increasing levels of performance or 

addressing concerns will be defined in the Plan, but should be at least sixty (60) days, and 

discussed in a meeting between the employee and the supervisor.  A performance improvement 

plan may be developed for the following reasons: 

 

 An employee may request assistance with a plan at any time. 

 Administration/supervisor may create a plan based on evidence of unsatisfactory performance. 

 

Level 3 Evaluation Process: 

 

1. Review of information:  In all cases except self-referral, the supervisor will review 

performance and/or conduct an investigation of complaints, concerns and document evidence 

of unsatisfactory performance. 

 

2. Notification:  The supervisor will notify the employee in writing of a meeting to discuss 

specific findings regarding the concerns and his/her intention to create a PIP. Where the 

Association exists, the employee will be notified of their right to have a representative 

present at this meeting.  

 

3. Meeting between supervisor and employee:  At the meeting, the supervisor and employee 

will discuss concerns, including resources or interventions that are available to assist the 

employee in addressing the concerns.  In accordance with terms of employment, the 

unionized employee may be accompanied to this meeting by an Association representative or 

another advocate at his/her discretion. 

 

4. Performance Improvement Plan Development:  A PIP will be developed by the supervisor, 

and will include a timeline for completion and review.  A collaborative effort in developing 

the plan is desirable but not required.  The plan will consist of: 
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 Expected performance standards: Using the rubrics or stated expectations, the area(s) of 

concern/indicators of substandard performance will be identified.  

 Evidence: examples of the employee’s substandard performance will be shared 

 Timelines/Deadlines: A timeline/deadline to meet specific improvement goals/objectives, 

behaviors, standards, will be set in order to monitor progress and to revisit performance 

for improvement.  

 Strategies for Improvement: Suggested resources, tools, persons who may assist with 

performance.  

 Follow-up steps: Set expectation and date for follow up. Also included will be the 

method(s) of evaluating if changes have occurred, and a timeline for assessing the desired 

changes.  

 Stated consequence: Articulated consequences if the employee fails to attain and 

maintain the above standards. 

 Supervisor’s and Employee’s Signature and Date, and include the language:  “I have read 

and received a copy of the above statement.  I do/do not wish to submit written comments 

of my own about this matter.  I understand that a copy of this memo will be filed with my 

personnel file in the Central Office.” 

 

5. Progress Check-in:  Midway through the process, it is recommended that the employee and the 

supervisor meet to review progress made to date and against the expectations established at the 

beginning of the PIP.   

 

6. At the completion of the timeline:  the supervisor and employee will meet to review 

attainment of specific performance changes included in the PIP.  At this meeting both parties 

will present evidence supporting or denying attainment of expectations. The supervisor will 

then determine, through a review of evidence, if the employee addressed all concerns.  If the 

expectations are attained, the employee will return to the appropriate review level, until such 

time as there may be other concerns.  If the employee has not met the expectations of the 

Performance Improvement Plan, the supervisor may develop an additional PIP or determine 

the employee’s performance as unsatisfactory and recommend an employment action to the 

Superintendent/designee. 

 

7. A final summation: will be written by the supervisor and will include a description of 

performance based on the expectations included in the PIP(s).  The employee will 

acknowledge the contents of the evaluation by signing it.  A signature does not imply 

agreement or disagreement, but rather signifies knowledge of the contents. In case of 

disagreement the employee may submit a written statement to the evaluator outlining the 

specific areas of disagreement.  This statement will be attached to the summation report. 

Should the employee refuse to sign the evaluation, the unsigned summation will be submitted 

to the Superintendent’s office with documentation that the employee refused to sign.  The 

information will be included in the employee’s personnel file.   

 

8. Documentation to be kept:  The information to be included in the personnel file for the 

employee includes the Performance Improvement Plan, Progress review(s), and Final 

Summative Evaluation. 
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SBSD Evaluation Review Cycle:   1    2   3 

Standard 1: Demonstrates Job Knowledge 
Unmet Standards Needs Improvement Meets Standard Exceeds Standard 

Displays insufficient or minimal job 

knowledge to perform duties and/or 

follow procedures. 

Displays minimal to general 

understanding to perform duties and/or 

follow procedures. 

Exhibits accurate and current job 

knowledge to perform duties; follows 

procedures. 

Knowledge of the job duties and 

procedures is extensive; shows evidence 

of a continuing search for improved 

practice and growth. 

 Unable to identify/articulate job 

requirements. 

 

 Unable to demonstrate sufficient 

knowledge/skill to perform assigned 

job duties. 

 

 Unable to retain information or 

processes.  Repetitive in seeking 

information. 

 

 Needs continual guidance or 

supervision to utilize resources. 

 

 Does not understand or comply with 

school policies and procedures. 

 

 Demonstrates poor 

communication/interpersonal skills. 

 Demonstrates only a basic 

understanding of job duties and 

responsibilities.  

 

 Demonstrates basic knowledge to 

perform job duties; needs ongoing 

supervision/guidance. 

 

 Demonstrates basic understanding of 

available resources.  Asks for 

clarification when appropriate. 

 

 Applies general understanding of 

school policies and procedures  

 

 Demonstrates basic 

communication/interpersonal skills. 

 Exhibits working knowledge of job 

responsibilities and procedures 

required to perform the job.   

 

 Performs job responsibilities 

independently. 

 

 Participates in professional 

development opportunities; 

Demonstrates ongoing positive 

growth. 

 

 Exhibits working knowledge of 

school policy and procedures and 

consistently follows them. 

 

 Aware of resources and applies them 

appropriately. 

 

 Engages in effective communication 

 Anticipates needs and risks; acts 

appropriately on evolving 

requirements for the position. 

 

 Shares knowledge and skills 

willingly with colleagues.  

 

 Fully understands job 

responsibilities and the relationship 

to the other functions of the 

organization and impact on others. 

 

 Self-motivated; seeks to gain 

knowledge of professional skills and 

best practices. 

 

 Always displays competency in job 

skills and responsibilities 

Feedback/Summary of previous goal attainment 

 

 

 

Goal Development:  Choose goals for the next year that will focus on improving a skill or competency   When writing SMART goals, remember to be Specific, Measurable, Attainable, Relevant and Time bound.  

You may attach additional sheets if necessary or use the back of this sheet. 

Goal Target Date Resources 

   

   

Completion:  □Satisfactory   □Unsatisfactory   
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SBSD Evaluation Review Cycle:   1    2   3 

 Standard 2: Provides Quality Work 

Unmet Standards Needs Improvement Meets Standard Exceeds Standard 

Unwilling/unable to display minimal 

understanding of expectations. 

Understand and demonstrates basic level 

of competence. 

Understands and consistently 

demonstrates job competence and meets 

expectations. 

Exhibits a solid understanding of best 

practice/expectations and seeks to 

improve upon them. 

 Does not exhibit suitable behavior in 

accordance with stated expectations. 

 

 Is unable/unwilling to apply knowledge 

or skills to meet basic job requirements. 

 

 Assigned tasks are incomplete and/or 

performed incorrectly.  

 

 Does not organize work and/or manage 

time effectively. 

 

 Does not follow instructions and/or 

practices or guidelines. 

 

 Inflexible; not open to suggestions or 

change. 

 

 Does not keep track of equipment and/or 

scheduled maintenance. 

 

 May articulate expectations; exhibits 

and models inconsistent behavior. 

 

 Is willing/able to apply some 

skills/knowledge to meet job 

requirements, but is inconsistent. 

 

 Quality and/or quantity level of 

assigned tasks vary. 

 

 Inconsistent in organization and time 

management.  

 

 Inconsistently follows policies, 

procedures, instructions and /or 

guidelines.  Seeks assistance 

regularly. 

 

  Inconsistently demonstrates flexibility 

with changes. 

 

 Inconsistently keeps track of 

equipment and/or scheduled 

maintenance. 

 Demonstrate appropriate behavior on a 

consistent basis. 

 

 Understands, maintains and applies job 

competence at all times. 

 

 Motivated; completes assigned tasks 

accurately and consistently. 

 

 Consistently organizes work, and 

exhibits effective time management. 

 

 Consistently exhibits the ability and/or 

willingness to follow policies, 

procedures, instructions and guidelines, 

seeks assistance on some issues. 

 

 Consistently demonstrates flexibility 

changes; seeks input as needed. 

 

 Keeps track of equipment and/or 

scheduled maintenance. 

 Always models appropriate behavior. 

Exudes trust and reliability. Maintains 

confidentiality. 

 

 Self-motivated, enthusiastic about job 

and district.  Initiates appropriate efforts 

above and beyond what is assigned.   

 

 Works effectively: organized; manages 

tasks, meets deadlines, and volunteers 

willingly.  

 

 Accurately interprets/applies policies, 

procedures and guidelines. 

 

 Asks pertinent questions; Makes positive 

suggestions contributions 

 

 Willingly shares knowledge. 

 

 Ensures that equipment and/or scheduled 

maintenance occurs.  Keeps abreast of 

latest tools/technology. 

Feedback/Summary of previous goal attainment 

 

 

Goal Development:  Choose goals for the next year that will focus on improving a skill or competency   When writing SMART goals, remember to be Specific, Measurable, Attainable, Relevant and Time bound.  

You may attach additional sheets if necessary or use the back of this sheet. 

Goal Target Date Resources 

   

   

Completion:  □Satisfactory   □Unsatisfactory   
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SBSD Evaluation Review Cycle:   1    2   3 

Standard 3: Maintains Effective Working Relationships/Teamwork 
Unmet Standards Needs Improvement Meets Standard Exceeds Standard 

Disrespects or has lack of rapport with 

others. 

Respect or rapport with others is 

evident at times. 

Respect and rapport with others is 

consistently evident. 

Respect and rapport is consistent and 

modeled for others. 

 Unaware of others: cultures, values and 

limitations. 

 

 Communication is minimal, non-existent 

or inaccurate. Engages in non-productive 

dialogue with others. 

 

 Does not exhibit a positive and 

collaborative attitude or consideration for 

others.  

 

 Unable/unwilling to set clear limits and 

boundaries with others. 

 

 Unable/unwilling to problem solve or 

manage a difficult/stressful situations. 

 

 Unable/unwilling to accept constructive 

feedback and/or implement proactive 

steps. 

 

 Demonstrates minimal understanding of 

operating systems or supervision 

hierarchy.  

 Insensitive to others: cultures, values, and 

limitations at times. 

 

 Communication is ineffective or 

inaccurate at times. 

 

 Inconsistently models a positive attitude 

and/or appropriate behavior. 

 

 Standards, expectations and boundaries 

are inconsistently set or applied. 

 

 Unable to resolve problems or manage 

difficult situations without assistance. 

 

 Inconsistently responds positively or 

unable to accept constructive feedback 

from others. 

 

 Exhibits partial understanding of systems 

and expectations. 

 

 Job outcomes are inconsistent; is not 

punctual and/or reliable in reporting to 

work. 

 Allows for and respects cultures, values 

and limitations of others. 
 

 Communication is usually efficient, 

effective and accurate. 
 

 Consistently exhibits a positive and 

collaborative attitude models considerate 

behaviors with others. 
 

 Consistently sets clear boundaries and 

expectations. 
 

 Interactions reflect respectful and positive 

demeanor; is consistent and appropriate. 
 

 Consistently responds positively and 

accepts direction and feedback from 

supervisor/others. 
 

 Can articulate and utilizes systems of 

supervision consistently. 
 

 Consistently punctual and reliable. 

 Proactively exhibits sensitivity to the 

values, culture, and limitations of others.  

Is able to apply and share this knowledge 

effectively. 

 

 Communication is efficient, effective, 

accurate and collaborative. Reflects a 

genuine concern towards individuals. 

 

 Always exhibits a considerate, positive 

attitude; encourages others to engage in 

these behaviors. 

 

 Always maintains clear boundaries; 

Helps others to set boundaries and meet 

standards. 

 

 Identifies and resolves issues before they 

escalate. 

 

 Seeks feedback to improve knowledge 

and skills. 

 

 Utilizes systems of and seeks information 

on a consistent basis to enhance practice. 

 

Feedback/Summary of previous goal attainment 

 

 

Goal Development:  Choose goals for the next year that will focus on improving a skill or competency When writing SMART goals, remember to be Specific, Measurable, Attainable, Relevant and Time bound.  

You may attach additional sheets if necessary or use the back of this sheet. 

Goal Target Date Resources 

   

   

 

Completion:  □Satisfactory   □Unsatisfactory   
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SBSD Evaluation Review Cycle:   1    2   3 

Standard 4:  Actively Participates in Professional Growth and Development 
Unmet Standards Needs Improvement Meets Standard Exceeds Standard 

Limited or no progress towards 

professional growth and development. 

Some progress towards opportunities 

for professional growth. 

Understands the need for professional 

growth and participates in activities. 

Strives to grow professionally through 

continuous study and participation. 

 

 Demonstrates basic work skills; 

demonstrates rudimentary 

understanding of the job duties and 

responsibilities.   

 

 Does not participate in any formal or 

informal learning. 

 

 Unable/unwilling to set and meet 

skill development goals. 
 

 Does not use available resources 

and/or is not proactive in seeking 

learning opportunities. 

 

 Understands most job responsibilities 

and applies some acquired skills. 
 

 Occasionally participates in 

formal/informal learning. 
 

 Sets and meets some skill 

development goals. 
 

 Takes limited advantage of resources 

and learning opportunities. 

 

 Understands job responsibilities and 

consistently applies skills. 

 

 Seeks out appropriate training and 

requests participation. 

 

 Actively participates in “in-service” 

programs. 

 

 Sets clear and defined goals 

consistent with department/district 

initiatives. 

 

 Meets established goals and 

demonstrates continuous progresses 

towards goals. 

 

 Models job responsibilities and takes 

initiative to assist others to apply 

skills. 

 

 Fully participates in “in-service” 

programs and professional 

development opportunities. 

 

 Sets goals while anticipating the 

needs of the district/department. 

 

 Anticipates new areas for personal 

and professional growth and seeks 

training. 

 

 Shares knowledge and expertise 

through training program or other 

activities for staff. 

Feedback/Summary of previous goal attainment 

 

 

 

 

Goal Development:  Choose goals for the next year that will focus on improving a skill or competency   When writing SMART goals, remember to be Specific, Measurable, Attainable, Relevant and Time bound.  

You may attach additional sheets if necessary or use the back of this sheet. 

Goal Target Date Resources 

   

   

 

Completion:  □Satisfactory   □Unsatisfactory   
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SBSD Evaluation Review Cycle:   1    2   3 

 Standard 5:  Organizational Requirements 
Unmet Standards Needs Improvement Meets Standard Exceeds Standard 

Does not understand protocols and 

structure.  Needs constant assistance to 

monitor behaviors and appropriate 

participation. 

Rudimentary understanding of 

protocols/structure.  Needs assistance to 

monitor behavior and appropriate 

participation. 

Generally understands protocols and 

structure.  Contribute to a well- 

functioning organization through 

monitoring of behaviors and 

participation. 

Fully understands systems and 

structure.  Anticipates needs to support 

a well- functioning organization through 

continuous monitoring of behaviors and 

participation. 

 Abuses time off benefits and calls in 

with limited notice and/or lacks 

required documentation. 

 

 Unaware or does not follow district 

policies, procedures and protocols. 

 

 Requires follow up on assignments, 

schedules, reports and/or timesheets, in 

a timely manner. 

 

 Does not maintain proper dress and 

personal hygiene. 

 

 Does not understand the importance of 

or is unable/unwilling to maintain 

confidentiality. 

 

 Is unable/unwilling to seek new and/or 

improved methods to complete tasks; 

avoids technology; does not managing 

time efficiently. 

 Inconsistent in attendance and/or not 

ready to assume work as scheduled. 

 

 May not be aware of and/or does not 

consistently follows district policies, 

procedures and protocols. 

 

 Is inconsistent, untimely or 

inaccurate in completing 

assignments, schedules, reports 

and/or timesheets. 

 

 Is inconsistent in maintaining proper 

dress and personal hygiene. 

 

 Inconsistently maintains 

confidentiality expectations. 

 

 Seldom seeks new and/or improved 

methods to complete tasks; uses 

technology sparingly; has difficulty 

managing time efficiently 

 Reports to work on time and is ready 

to assume duties. Demonstrates 

proper notification/ use of leave 

time. 

 

 Is aware of and follows district 

policies, procedures and protocols. 

 

 Completes assignments, schedules, 

reports and/or timesheets accurately 

and timely. 

 

 Maintains proper dress and personal 

hygiene. 

 

 Exhibits positive, flexible 

attitude/actions. 

 

 Sometimes seeks new and/or 

improved methods to complete 

tasks; uses technology as needed. 

 Punctual and reliable; seldom absent.  

Provides advance notice of absences.  

Stays late or arrives early as needed. 

 

 Fully aware/follows procedures, 

policies and protocols.  Anticipates 

impact of actions and self manages 

behavior. 

 

 Provides organized, thorough 

paperwork, assignments, and 

schedules.  Timesheets are accurate, 

complete and submitted on time. 

 

 Sets the standard for proper dress 

and personal hygiene. 

 

 Models positive, flexible attitude. 

 

 Is efficient; always seeks new and/or 

improved methods to complete 

tasks; uses technology creatively. 

Feedback/Summary of previous goal attainment 

 

 

Goal Development:  Choose goals for the next year that will focus on improving a skill or competency   When writing SMART goals, remember to be Specific, Measurable, Attainable, Relevant and Time bound.  

You may attach additional sheets if necessary or use the back of this sheet. 

Goal Target Date Resources 

   

   

 

Completion:  □Satisfactory   □Unsatisfactory   
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 SBSD Self-Evaluation/Feedback Form   

 Cycle:   1    2   3 
 

Employee:  Position:   Evaluator:  Date:   
 

1. Demonstrates Job Knowledge:  

Comments:  
 

 

 

 
 

2. Standard 2: Provides Quality Work 

Comments: 

 

 

 

 
 

3. Maintains Effective Working Relationships/Displays Teamwork: 

Comments: 

 

 

 

 
 

4. Actively Participates in Professional Growth and Development 

Comments: 

 

 

 

 
 

5. Standard 5:  Organizational Requirements 

Comments: 

 

 

 

 



Head Custodian, Custodial Staff, and Maintenance Performance Management Program Page 15 

 

 
SBSD Self-Evaluation/Feedback Form   

Page 2 

 
Please complete this feedback/self-assessment and return it to your supervisor.  If you need additional space feel free to attach additional paper. 

 

 

1. What do you consider to be the most important skills that your job requires?  What skills do you bring to the job? 

 

 

 

2. What aspects of your job do you like best?  What do you like the least? 

 

 

 

3. What are some ways in which your supervisor can support your continuous professional growth? 

 

 

 

4. What areas of the job do you feel you need more training and experience? 

 

 

 

5. What highlights or accomplishment do you feel you’ve achieved this year? 

 
 

 
 

 

A signature on this report indicates that the employee has read the report and has had an opportunity for discussion with the evaluator.  The employee will receive a copy of this 

evaluation and a signed copy will be placed in the employee’s official personnel file.  An employee may add a statement of clarification to this record within ten (10) working days 

of receiving his/her copy of the completed evaluation form. 

 

    

Employee Signature Date 

 

    

Evaluator Signature Date 
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 SBSD Custodial/Maintenance Professional Growth Plan 
Cycle:   1    2   3 

(Must be mutually agreed upon) 

 
Employee:  Position/Assignment:   Date:  

 

Professional Development Goals: In the space below develop a goal and supply the indicators/evidence that will help measure your achievement. 

At a scheduled follow-up meeting it will be expected that you provide a summary and document your evidence. 

 

Goal 1: 

 

 

Expected Outcome: 

 

 

Evidence/Indicators: 

 

 

 

Goal 2: 

 

 

Expected Outcome: 

 

 

Evidence/Indicators: 

 

 

 

     

Employee Signature  Date 

 

   _ 

Supervisor/Evaluator Signature Date 

 
Completion:  □Satisfactory   □Unsatisfactory   


