COORDINATOR, STUDENT REGISTRATION AND ENROLLMENT

Summative Appraisal Form

Name Location
Appraisal Period: From to Date of Review
Directions

The following statements describe the employee who achieves success. Based on cumulative performance
information, the evaluator estimates the employee’s effectiveness in meeting each criterion. Rate each criterion using
the scale below that most closely describes the employee’s attainment of that criterion. For each domain, a comment
area is provided for general statements and/or recommendations.

Rating Scale

5 Clearly Outstanding:  Performance is consistently far superior to what is normally expected.

4 Exceeds Expectations: Performance demonstrates increased proficiency and is consistently above
expectations.

3 Meets Expectations: Performance meets expectations and presents no significant problems.

2 Below Expectations: Performance is consistently below expectations and significant problems exist.

1 Unsatisfactory: Performance is consistently unacceptable.

0 Not Applicable

JOB PERFORMANCE STATEMENTS

Climate

1. Establish and maintain an environment which is conducive to positive staff morale and directed
towards achievement of the district’s mission.

2. Foster collegiality and team-building among staff, encouraging their active involvement in decision-
making.

3. Communicate effectively with the Director, staff, parents,adcommunity.

4.  Mediate and facilitate effective resolution of conflicts in a timely fashion.

5. Initiate and support programs and actions that facilitate a positive, caring climate for learning in an
orderly, purposeful environment.

COMMENTS:
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Attendance Enforcement

6.  Assist the Director in increasing campus and district attendance.

7. Provide leadership and assist campus personnel with overall administration and operation of the
district-wide attendance and truancy prevention program; assist with attendance compliance concerns
and corrective action plans; assist in the development of necessary policies and/or procedures.

8. Investigate cases of unexcused and excessive absences; enforce provisions of compulsory attendance
laws, Board policy, and administrative regulations.

COMMENTS:

Program Improvement

9. Design a systematic evaluation of the effectiveness of the department and plan for improvement.
10. Identify, analyze, and apply research findings to facilitate programimprovement; evaluate and
recommend improvement in the purposes, design, and implementation of the program, as well as
other support programs related to the mission of the district.
COMMENTS:

Personnel Management

11. Confer with subordinates regarding their professional growth; work jointly with them to develop
and accomplish improvement goals; identify, provide and/or encourage participation in available in-
service training options to address the goals identified through the growth planning process.

12.  Supervise the operation of the district’s student registration and enrollment program.

COMMENTS:

Administration and Fiscal Facilities Management

13.

14.

15.

Comply with district policies, as well as state and federal guidelines, in pursuing the mission of the
district; provide student information reports for state and federal agencies as needed.

Be effective in scheduling activities and the use of resources needed to accomplish determined goals.

Accept responsibility for disseminating and collecting information for student records management.
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COMMENTS:

Student Management/Consultation

16. Provide assistance to the Director in matters relating to Student Management/Expulsion policies.

17. Coordinate the district-wide drug testing program.
18. Coordinate the planning and implementation of district-wide attendance for credit and early
intervention credit recovery options; confer regularly with respective campus and administrative
personnel to identify problems of attendance, student truancy and those at risk of dropping out.

19. Confer with students and parent in matter of attendance and truancy and make a reasonable effort to
gain their cooperation to improve attendance; conduct home visits and parent conferences as needed.

20. Refer to administration any student who appears to have exceptional problems which interfere with
school attendance.

21. Work with the Director on recommending school attendance zones.

COMMENTS:

School/Community Relations

22. Demonstrate awareness of district/community needs and initiate activities to meet those identified
needs.

23. Interpret and communicate compulsory attendance laws and school policy to parents and students.

24. Promote a positive and professional image to the community.

25. Assist campus leadership with effective communication between community resources.

COMMENTS:

Ethics

26. Promptly report any suspected violations of the code of ethics, such as theft, fraud, data manipulation,
or any other dishonest act in the workplace.

27. Keep current in and comply with all state and district policies and regulations concerning primary job
functions.

28. Maintain confidentiality of all data and files.
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COMMENTS:

Other
29. Utilize information and insights gained in professional development programs forself-improvement.
30. Conduct oneself in a professional and ethical manner.
31. Perform other duties assigned by supervisor.
COMMENTS:

Supervisory Responsibilities

32. Supervise and evaluate the performance of all the staff assigned to the Student Registration and
Enrollment Department

COMMENTS:
What strengths does possess?
What are some improvements can make to ensure a higher degree of

success for students on this campus/department?
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Summative Conference Comments:

Recommendation of Evaluator: I have read and received a copy of this evaluation. I have reviewed
this instrument.

Renewal and/or Extension of Assignment
Non-renewal of Assignment
Termination of Assignment

Non-extension of Assignment

Administrator (Print Name) Date
Administrator (Signature) Date
Employee’s Signature Date
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