Guidelines for Completing End-of-Year Evaluations 
 

1. Complete all sections/boxes on the current and correct form for employee’s position.
  

2. Complete the document by typing the information or use pen. Do not use pencil. 
  

3. Use employee’s legal/proper name as indicated in SAP. Do not use a nickname.
  

4. Use personnel number, not social security number.
  

5. Do not complete duplicate evaluations or double rate a category.  Use the designated ratings.  Do not use (+) or (-). You must give only one rating to the Overall Rating.
  

6. Complete an evaluation for all employees. If an evaluation is not provided for an employee, send a memo, on letterhead, to Personnel Records explaining why no evaluation was given. Do not send in blank or incomplete evaluation forms. Reasons include, but are not limited to, the following: 

a. The employee is on leave and unable to sign; or 

b. The employee began work after February 1 of the school year 

c. The employee no longer works for the SBBC.
  

8. Complete evaluations by due dates. See Evaluation Timeline for specific dates.

9. The official signature of the employee and supervisor/administrative designee (principal/assistant principal) must be on the form. If an employee refuses to sign, indicate this on the evaluation and obtain a witness’ signature, or submit evidence of a Domestic Return Receipt indicating the form was sent by Certified mail.  Sign in ink.  Signatures omitted, in pencil or by stamps will be not be accepted and returned to you for correction. Personnel Records will no longer screen evaluations for completeness.
  

