23/24 FUSD CLASSIFIED EVALUATION PROCESS

	Action
	Notification to Classified Employee
Goal Setting and PLP Development 

	Competency Review

(Required prior to marking a classified employee Unsatisfactory on their evaluation; should be used when a classified employee is struggling with performance even during a non-evaluation year)
	Final Evaluation Conference with Classified Employee


	Timeline
	August – September

Notify employees who are to be evaluated.
Set SMART goals and draft professional learning plan in iA.
	As needed, August – May
	May-June

Following a scheduled meeting to review the end of year evaluation, both employee and supervisor will sign off on evaluation in iA-both are allowed to comment regarding the evaluation and the evaluation conference.

	Purpose

	Notification of classified staff to be evaluated 
New classified hires are probationary employees and are evaluated in the 3rd and 5th months and become permanent at the end of 6 months.  They may be released during the probationary time, following an evaluation.  (This is a new timeline as per Ed Code adopted January 2020.)
Permanent classified employees who promote into a higher grade and/or classification are probationary for a period of 6 months-they are to be evaluated during the 4-5th month of their probationary period and may be released (back to previous classification) if performance is unsatisfactory.
	Provide clarity for classified employees who are not fully meeting standards of performance.
Leverage Job Description to identify essential functions and define and clarify expectations.

	Present and review the annual evaluation with the evaluatees.


	Required Components and Best Practices
	No intent process, but as per Skillful Leader, clearly communicate with all employees regarding expectations for both supervision and evaluation processes.
The PLP and Goal Setting conferences are voluntary for classified employees.  
	Competency Review activity is completed in iA.
A minimum of three conversations should be held with classified employees identified as unsatisfactory on their performance evaluation; one of the three should include the completion of a competency review.
Contact your HR assistant superintendent, for best practices and/or assistance with completing the competency review.
	Classified Evaluation activity is completed in iA.
Both supervisor and employee sign off in iA and both may provide comments during and following the evaluation conference.

	Resources
	Previous year’s goals and PLP
Conference videos
	Competency Review 

	iA Supervision or Evaluation Plan



