TANGIPAHOA PARISH SCHOOL SYSTEM
PARAEDUCATOR AND STUDENT ATTENDANT EVALUATION FORM

(INSTRUCTIONS)

1. Evaluations of Paraeducators and Student Attendants shall be conducted by the school administrator within the first three months of each school year.  The administrator may also conduct an evaluation on an employee who transfers to a position during the school year.  Paraeducators and Student Attendants should be evaluated annually, unless performance or conduct concerns warrant more frequent review.  A rating of “Needs Improvement” or “Unsatisfactory” in any of the Domains will result in an overall evaluation rating of “Unacceptable.”

2. When the annual evaluation of a Paraeducator or Student Attendant includes an Overall Evaluation rating of “Needs Improvement” or “Unsatisfactory”, the employee must receive a Conditional Evaluation in no later than thirty (30) working days.  A Conditional Evaluation may also be conducted at any time if an evaluator documents concerns about an employee’s conduct or performance.  In the event an evaluation indicates the need for a Conditional Evaluation, the supervising Special Education teacher (TWIEPA) will provide support and offer improvement strategies to the Paraeducator or Student Attendant for a period of thirty (30) school days.  The support and improvement strategies are to be documented on the Paraeducator/Student Attendant Strategies for Professional Improvement form.  The employee will be reevaluated at the conclusion of the 30-day period by the school administrator.  If the Conditional Evaluation indicates that ratings have not improved to an overall evaluation rating of “Exceeds Standards” or “Meets Standards”, the employee will be referred to the Special Education Coordinator of Paraeducators for further intervention.
3. In completing the evaluation form, the evaluator should include a comment to explain any “Needs Improvement” or “Unsatisfactory” rating.   If additional space is required, attach a separate sheet for comments.  The evaluator is encouraged to add any pertinent comments for ratings of exceeds.

4. The evaluator should review and discuss the results of the evaluation and any recommended actions with the evaluatee.  The evaluatee is encouraged to respond in writing to the evaluation.
5. All evaluations are to be signed by both the evaluator and the evaluatee.  A copy will be placed in the employee’s personnel file and a copy will be provided to the employee.

6. Paraeducators and Student Attendants will also complete a Self-Evaluation form at the beginning of each school year.   A copy will be placed in the employee’s personnel file and a copy will be provided to the employee.

TANGIPAHOA PARISH SCHOOL SYSTEM

PARAEDUCATOR AND STUDENT ATTENDANT EVALUATION FORM

DATE: ____________________

EVALUATEE: _______________________________
LOCATION: _______________________

POSITION:
 ____ Paraeducator     

      
TYPE EVALUATION: _____ Annual

 ____ Student Attendant




 
   _____ Conditional

EVALUATOR: ______________________________
POSITION:________________________

	DOMAIN I – GENERAL SCHOOL/CLASSROOM ASSISTANCE


	Exceeds
Standards
	Meets 
Standards
	Needs
Improvement
	Unsatisfactory
	Not

Applicable

	1.  Demonstrates dependability in regularly coming to work, completing work hours,
     and in performing duty assignments.  Notifies designated school personnel in a
     timely manner when absence is necessary.
	
	 
	
	
	

	2.  Assists teacher in meeting individual needs of students.
	
	
	
	
	

	3.  Utilizes time as directed by principal and/or supervising teacher in performance
     of all assigned duties.
	
	
	
	
	

	4.  Demonstrates clerical and technical skills necessary to assist the implementation 

     of the program.
	
	
	
	
	

	5.  Demonstrates skills to operate common office machines.
	
	
	
	
	

	6.  Demonstrates ability and willingness to use equipment as needed.
	
	
	
	
	

	7.  Prepares and assembles materials as requested and on time.
	
	
	
	
	

	8.  Demonstrates ability to correct and score students’ work.
	
	
	
	
	

	9.  Demonstrates ability to facilitate, assess, and report student progress to teacher.
	
	
	
	
	

	10. Maintains classroom files and records as requested by supervising teacher.
	
	
	
	
	

	11. Accurately reports student attendance.
	
	
	
	
	

	12. Collects and records money in accordance with established procedures.
	
	
	
	
	

	13. Demonstrates ability to record health and student behavior data accurately

      according to regulatory requirements.
	
	
	
	
	

	14. Assists in developing and maintaining a neat, clean, and appropriate classroom

      environment conducive to learning.
	
	
	
	
	

	15. Demonstrates commitment to the total school program by positive attitude and
      participation in appropriate activities.
	
	
	
	
	

	16. Demonstrates ability to maintain confidentiality of student information.
	
	
	
	
	

	17. Exhibits positive and professional behavior toward students, parents, staff, and

      administration.
	
	
	
	
	

	18. Conducts self as a positive role model in school and while associated with

      school activities.
	
	
	
	
	

	19. Follows rules, policies, procedures, and instructions.
	
	
	
	
	

	20. Demonstrates knowledge of the school organization and its community.
	
	
	
	
	


Comments:_______________________________________________________________________________________________________________________________________________
Original – Special Education 



Copy – Principal

        Copy – Evaluatee

                Coordinator of Paraeducators
	DOMAIN II – INSTRUCTION


	Exceeds

Standards
	Meets 

Standards
	Needs

Improvement
	Unsatisfactory
	Not

Applicable

	1.  Demonstrates knowledge and skills necessary to assist students according to 

     directions given by the teacher.
	
	 
	
	
	

	2.  Demonstrates frequent, high-quality academic engagement with students.
	
	
	
	
	

	3.  Demonstrates ability to communicate to the teacher information related to the

     behavior of and comprehension by the students.
	
	
	
	
	

	4.  Demonstrates ability to monitor student behavior and learning activities and to
     keep students on task.
	
	
	
	
	

	5.  Demonstrates ability to impart information to the student’s level of

     comprehension.
	
	
	
	
	

	6.  Demonstrates ability to follow written and oral instructions without constant
     supervision.
	
	
	
	
	

	7.  Demonstrates knowledge of correct English usage, spelling, grammar and
     punctuation.
	
	
	
	
	

	8.  Demonstrates ability to arrange classroom furnishings and equipment.
	
	
	
	
	

	9.  Demonstrates knowledge to prepare visual aids and organize materials.
	
	
	
	
	

	10. Demonstrates knowledge to conduct individualized and group instruction and
      various instructional activities.
	
	
	
	
	

	11. Demonstrates ability to serve as proctor during testing.
	
	
	
	
	

	12. Demonstrates knowledge of effective methods of enhancing student’s working
      knowledge of the core subjects at appropriate levels.
	
	
	
	
	

	13. Demonstrates skills necessary to make learning aids.
	
	
	
	
	


Comments:_______________________________________________________________________________________________________________________________________________
	DOMAIN III – DISCIPLINE


	Exceeds

Standards
	Meets 

Standards
	Needs

Improvement
	Unsatisfactory
	Not

Applicable

	1.  Demonstrates ability to assist students with the understanding of rules and    

     regulations.
	
	 
	
	
	

	2.  Demonstrates ability to establish positive relationship with students.
	
	
	
	
	

	3.  Demonstrates ability to supervise students in the classroom and other locations.
	
	
	
	
	

	4.  Carries out supervisory duties in a prompt and responsible manner to ensure

     a safe and healthful environment in the classroom and other locations.
	
	
	
	
	

	5.  Demonstrates ability to promote student self-esteem.
	
	
	
	
	

	6.  Demonstrates skills necessary to teach citizenship, social skills and respect for   
     others.
	
	
	
	
	

	7.  Demonstrates ability to monitor and reconcile student conflicts.
	
	
	
	
	

	8.  Demonstrates ability to evaluate discipline problems and report significant
     problems and changes in student behavior to teacher.
	
	
	
	
	

	9.  Demonstrates knowledge of expected student behavior as related to the
      the exceptionality.
	
	
	
	
	

	10. Demonstrates ability to apply discipline techniques impartially and consistently 
      through approved methods.
	
	
	
	
	


Comments:_______________________________________________________________________________________________________________________________________________
 Original – Special Education 



Copy – Principal

        Copy – Evaluatee


                Coordinator of Paraeducators
	DOMAIN IV – HEALTH

	Exceeds

Standards
	Meets 

Standards
	Needs

Improvement
	Unsatisfactory
	Not

Applicable

	1.  Demonstrates ability and willingness to respond to physical needs of students
     with special needs such as toileting, diapering and assisting with personal

     hygiene.
	
	 
	
	
	

	2.  Demonstrates ability and willingness to address medical needs of  students

     in accordance with the student’s IHP.
	
	
	
	
	

	3.  Demonstrates ability to respond to emergencies.
	
	
	
	
	


Comments:_______________________________________________________________________________________________________________________________________________

	DOMAIN V – TECHNOLOGY


	Exceeds

Standards
	Meets 

Standards
	Needs

Improvement
	Unsatisfactory
	Not

Applicable

	1.  Demonstrates ability and knowledge of computers and computer programs.
	
	 
	
	
	

	2.  Assists students in using technological devices.
	
	
	
	
	

	3.  Demonstrates ability to ensure equipment is working properly.
	
	
	
	
	

	4.  Demonstrates general knowledge of related information for technology devices.
	
	
	
	
	


Comments:_______________________________________________________________________________________________________________________________________________

	OVERALL EVALUATION RATING

When the annual evaluation of a Paraeducator or Student Attendant includes a rating of “Needs Improvement” or “Unsatisfactory” in any of the Domains, the employee will receive an Overall Evaluation rating of “Unacceptable.”  An employee with an “Unacceptable” rating must receive a Conditional Evaluation in no later than thirty (30) working days.  During this period, the supervising Special Education teacher will provide support and offer improvement stragegies to the employee.  At the conclusion of the intervention period, the employee will be reevaluated by the supervising teacher and school administration.  If the Conditional Evaluation indicates that ratings have not improved to an overall evaluation rating of “Exceeds Standards” or “Meets Standards”, the employee will be referred to the Special Education Coordinator of Paraeducators and Student Attendants for further interventions.
	Exceeds

Standards
	Meets 

Standards
	Unsatisfactory


	Based on a thorough review of this evaluation form, the employee’s Overall Performance is rated as:
	
	 
	


Conditional Evaluation Required_____Yes     _____No

Date Conditional Evaluation Due:_____________

Referral to Special Education Coordinator of Paraeducators/Student Attendants Required:  _____Yes        _____No

EVALUATOR____________________________________________________
DATE______________________

EMPLOYEE:

I certify that this report has been discussed with me.  I understand that my signature does not necessarily indicate agreement and that I may file my own self-evaluation and/or written response to this evaluation within five (5) days.

EVALUATEE____________________________________________________
DATE______________________
Original – Special Education 



Copy – Principal

        Copy – Evaluatee


                Coordinator of Paraeducators
