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EMPLOYEE SUPPORT AND DEVELOPMENT: NON-INSTRUCTIONAL

What if an employee begins a non-instructional position after July 1?

Should he or she expect to be evaluated?

Yes. Depending on the start date, an employee may go through either the full evaluation
process or an abbreviated evaluation process. Board Policy 4020 states that all full-time
regular employees will be evaluated on an annual basis. Please refer to the table below

for guidance on the abbreviated evaluation process.

Term of Employment

Employment Date

Receives the following benchmarks:

10-month Employees
11-month Employees

12-month Employees

Before October 30th

Orientation to the Process, Goal Setting
Conference, Mid-year Conference &
End-of-year Conference

October 31 - April 1st

Orientation to the Process, Goal Setting
Conference & End-of-year Conference
(Informal Mid-year Conference or
Mid-year check-in)

After April 1st

Orientation to the Process, Goal Setting
Conference (Informal End-of-year
Conference)

How can | access non-instructional evaluation documents?

Please click on the links below to gain access:
NIE Manual (Supervisors)
NIE Rubric (Supervisors)

Initial Self-Assessment (Supervisors)

Goal Setting Conference (Supervisors)
Mid-year Self Assessment (Supervisors)
Mid-year Conference (Supervisors)
Employee Improvement Plan
End-of-year Self-Assessment (Supervisors)
End-of-year Conference (Supervisors)
Peer Feedback form (Supervisors)

Upward Feedback form (Supervisors)



http://www.scsk12.org/toolkits/files/2017/2015 NIE Protocol Manual (Supervisors Manual) - FINAL (revised).pdf
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX G - Upward Feedback Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX F - Peer Feedback Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX I - End-of-year Conference Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX H - End-of-year Self-Assessment Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX E - Employee Improvement Plan.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX C - Mid-year Self-Assessment Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX C - Mid-year Self-Assessment Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX B - Goal Setting Conference Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) APPENDIX A - Initial Self Assessment Form.docx
http://www.scsk12.org/toolkits/files/2017/NIE (Supervisors) Employee Effectiveness Measure Framework.pdf



http://www.scsk12.org/toolkits/files/2017/Non-Instructional Performance Evaluation Process Steps Sheet.pdf
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EMPLOYEE SUPPORT AND DEVELOPMENT: NON-INSTRUCTIONAL (CONT)

What is the purpose of completing a self-assessment?

Self-assessments allow employees to personally reflect on current performance as well
as provide evidence of such performance. Employees are encouraged to share daily,
weekly and monthly accomplishments through artifacts and/or descriptive narratives to
help supervisors gain an accurate picture of employee performance.

What are developmental and operational goals?

A developmental goal is a goal that allows employees to define what they want to
achieve regarding self-knowledge or skill development. An operational goal is a goal
with short-term steps to support department/district priorities to move the
organization to a successful outcome.

What if an employee is on approved leave (e.g.: medical) at the time that
they should receive a performance evaluation; do they still receive an
evaluation?

The employee would not receive an evaluation until he/she returns to work. At that
point, the evaluation cycle will resume the scheduled timeline, allowing adequate
periods of time between each scheduled conference.

What does my signature on the performance evaluation mean?

The supervisor's signature on the completed evaluation form indicates the supervisor's
appraisal of the employee's performance and that the supervisor has discussed it with
the employee.

What is the process for filing a non-instructional evaluation concern?
Please refer to Policy 4020 for this process.

How do | gain access to mandatory non-instructional evaluation training?
Login to the SafeSchool website here

How do | gain access to the mandatory HR Manager Training courses?
Please login to MyStar here.



www.mystar12.com
http://scs.tn.safeschools.com/login
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