
Denville Township SchoolsPRIVATE 


Performance Evaluation

Name:  _________________________

Position:  Assistant to BA/Assistant Board Secretary
Location:  _____________________


School Year:____________________

	PRIVATE 
General Expectations
	Outstanding
	Satisfactory
	Needs Improvement
	Unsatisfactory

	1.
Attendance/Punctuality
	
	
	
	

	2.
Positive Attitude/Cooperative Spirit
	
	
	
	

	3.
Initiative/Pride In Work
	
	
	
	

	4.
Personal Appearance
	
	
	
	

	5.
Interpersonal Relationships
	
	
	
	

	6.
Communication Skills
	
	
	
	

	7.
Follows District Procedures and Rules



	
	
	
	

	8.
Responds to Administrative Directions
	
	
	
	


	PRIVATE 
Specific Job Expectations
	Outstanding
	Satisfactory
	Needs Improvement
	Unsatisfactory

	1.
Administers the district's health insurance and workman's compensation insurance plans and any other type board approved employee benefits plan and the Flex 125 Plan Account and Unemployment (SUI) Account, Miscellaneous Insurance Claims
	
	
	
	

	2.
Communicates effectively with the members of the Board of Education
	
	
	
	

	3.
Handles all secretarial tasks – including minutes from Board Meetings, Bidding Preparation, Advertising of Legal Notices, School Dude Software, OPRA requests. 
	
	
	
	

	4.
Assists in the maintenance of the Right-to-Know files and the AHERA Management Plan and maintains contract and warranty files for Capital and Maintenance Projects
	
	
	
	

	5.
Prepares Budget and Finance Related Documents including participation in Annual Audit and Current Expense Account Status
	
	
	
	

	6.
Works with the County Board of Elections on annual school election process and the County on School Ethics forms
	
	
	
	

	
	
	
	
	

	7.            Maintains all Tuition Contracts, District Milk Program,  Use of Facilities Records, and Professional Grants Accounts
	
	
	
	

	8.            Assists the BA with Agenda items and Business Operations of the District
	
	
	
	

	8.
Maintains Confidentiality and Professionalism with all assigned duties
	
	
	
	

	9.
Complete all Duties and Responsibilities
	
	
	
	


Commendations/Recommendations:  

Do you recommend this employee receive a contract of employment for the upcoming year? 
Yes ____
No _____

Do you recommend this employee receive an increment?




Yes ____
No _____

Employee Signature:  _________________________
________
Date:  ____________

(My signature does not necessarily indicate that I agree with the contents of this evaluation, but does indicate that I have seen, 

discussed,  and received a copy of this evaluation)

_______________________
_________________
___________________________
____________
Evaluator


Title


Employee


Date
