Teacher Assistant                                                                                         

Annual Performance Evaluation
Ratings:

4 Exceptional quality of work
3 Consistently exceeds all requirement
2 Sufficient Performance
1 Improvement Needed
Name:___________________________________________
Evaluation Type:  Trial Service_____  Annual_____

Period of Evaluation:  From___________to____________

Personal Qualities

①②③④
Takes responsibility for getting the job done (dependable, self directed, takes initiative, and is resourceful).  Collaborates as an effective team member of the classroom team.  

①②③④
Appearance is professional, neat, clean, and wears appropriate attire.

①②③④
Works in a cooperative, supportive, and consistent manner.  Shows, respect, courtesy, and consideration for others at all levels in manner and speech.  Avoids communicating cynically or antagonistically toward team members.  Works as an effective team member.

①②③④
Uses sound, logical reasoning in decision making.  Makes sound judgments about work.  Decisions are based on fair and clear standards. 

①②③④
Shows interest and enthusiasm for work.  Demonstrates commitment to utilize new information and ideas. 

①②③④
Is flexible as shown by willingness to accept change.

①②③④
Pursues opportunities for training and skill development.  Attends relevant training, classes, workshops, seminars, and meetings.  Willing to grow in understanding early childhood education, developmentally appropriate practice, and program rules and regulations.

①②③④
Recognizes when a problem exists.  Is positive in approach to difficult situations. 
Responds in terms of helping rather than blaming.  Resolves issues in a direct and positive manner when problems arise.  Seeks assistance from Supervisor when appropriate.   Encourages open two-way communication.  Shares ideas and concerns with co-workers.

①②③④
Willing to support co-workers by providing coverage for staff who are out.  Supports needs of program by providing coverage for staff at other sites as needed by the program.  

Social Emotional

①②③④
Supports teacher in providing a supportive, emotional climate, which enhances children’s understanding of themselves as individuals, and in relation to others by: 

· Assisting with activities for individuals, small groups, and large groups.

· Giving children many opportunities for success through program activities.

· Helping to maintain a consistent routine and daily schedule.

· Using the feelings area, helping with the Second Step curriculum, and helping children progress in identifying and displaying emotions in appropriate ways.

· Helping to provide an environment of acceptance that helps each child develop a positive self-concept, respect for differences among people, an understanding of community roles, and an understanding of language differences.

· Implements Behavior Intervention Guidelines.

①②③④
Supports teachers in carrying out Individual Behavior Plans, helping teacher make and follow up on referrals related to Mental Health, and following recommendations of the Mental Health and Disabilities Specialist.

Cognitive

①②③④
Supports teacher in providing for the development of children’s cognitive skills by:  

· Encouraging children to solve problems.

· Encouraging children to use logical thinking to sort, compare size or color, put objects in order from large to small, work on concepts like small and large, and use numbers in play.

· Creating an environment where children can pretend and take on dramatic play roles.

Language

①②③④
Supports teacher in providing a language and literacy rich climate, which enhances children’s excitement about language and literacy by:  

· Labeling classroom with words and pictures on the shelf where materials belong.

· Helping to plan activities and help children play with sounds of words, syllables, and rhymes. 

· Using complex and varied vocabulary with children and enhancing their language skills through using open-ended questions, modeling good listening skills, and providing an environment rich in opportunities to learn new vocabulary.

· Building positive relationships with English as a second language learners. 

· Creating an appreciation of reading and books through modeling reading daily, asking questions about books, and choosing books that are anti-biased and appeal to interests of children.

· Helping to create a classroom environment that nurtures excitement around pre-writing skills.

Physical

①②③④
Supports teacher in providing for the development of children’s physical growth by:   

· Preparing space, materials, and equipment daily for children to use large muscles. 

· Preparing equipment and materials to help children develop fine motor skills.

Inclusion of Diverse Populations

①②③④
Assists with providing the program curriculum plan in an anti-bias way:  

· By reflecting their backgrounds and interests while preparing materials through out the classroom.

· By including parents in classroom activities (eg., bi-lingual/bi-cultural activities).

· By implementing plans for culturally sensitive holiday and anti-bias activities.

Preparation/Planning

①②③④
Maintains classroom environments, including the organization of space for storage by:

· Labeling classroom with words and pictures on the shelf where materials belong.

· Organizing storage areas for efficient use of space and easy access to frequently used materials.

· Re-organizes materials daily.   

①②③④
Helps rotate materials in accordance with the Creative Curriculum.  Helps to plan weekly curriculum in a developmentally appropriate manner by:

· Giving suggestions to the teacher regarding children’s current interests or needs.

· Changing items in areas when children become bored with current material.

①②③④
Gathers and prepares developmentally appropriate materials and activities by:

· Working with teacher when supplies are running low so they can be requested.

· Restocking art and writing areas when supplies are running low.

· Preparing a balance of child-directed and teacher-initiated activities.

①②③④
Works with teacher to ensure that each child receives screening, follow up services and on-going assessment.  Progresses in ability to observe, record, and develop plans to individualize for child.  

①②③④ Assists in completion of program planning tools on behalf of each child; administers assessment tools.

①②③④
Implements balanced activities, looking at the individual characteristics, strengths, and needs of each child, that promote development in all areas.  

①②③④
Plans cooperatively with other component and team members.  Attends and contributes to staffings, site meetings, etc. 

Parent Participation

①②③④
Supports parents as children transition to and from the program by assisting with orientation for every child/family, providing parents with opportunities to assist in the classroom, accompanying teacher or family educator on home visits and attending conferences as requested, helping with parent committees, helping with family communication through fliers, newsletters, and phone calls, including fathers in classroom activities, and helping with parent/child activities at parent meetings.   

①②③④⑤
Understands and applies the Community Action philosophy of empowerment on home visits and in the classroom. 

Working with Children with Special Needs

①②③④
Participates in staff training and grows in ability to work with children with special needs and their parents.  Sets up the physical environment to accommodate children with special needs as needed.  Helps implement activities related to the IFSP.

Working with Children

①②③④
Is positive when working with children; talking, playing, laughing and singing.  Participates in children’s activities.  

①②③④
Is spontaneous and flexible in meeting children’s individual needs (e.g. responsive to children’s interests, can change planned activities if necessary).  

①②③④
Encourages children to verbalize their own ideas and feelings.  

①②③④
Maintains an acceptable and positive level of guidance in individual and group situations.

①②③④
Anticipates and acts upon children’s needs and difficulties (individual and group).  

①②③④
Is calm and patient with children.

Health and Safety

①②③④
Provides a safe physical environment with supervision at all times. 

①②③④
Consistently applies Emergency Procedures, Communicable Disease Procedures, and appropriate health and safety practices, reacting to emergency situations with competence and with a calm attitude.  

①②③④
Follows procedures on releasing children. 

Food Service

①②③④
Assists children in preparing and serving snacks and lunches, allowing children to participate as much as possible. 

①②③④
Participates in family style meal experiences and nutrition experiences, which enhance the social and emotional growth of children, and encourages parents and community members to be involved.  

①②③④⑤
Maintains clean, sanitary, and safe food areas as needed. 

Cleaning

①②③④
Maintains a clean, sanitary, safe, and orderly classroom, site, and grounds appropriate to young children, using professional level housekeeping practices, following the Classroom Sanitation Procedure including: 

· Checking bathrooms, classroom surfaces, floor areas, and trash through out the day.

· Cleaning bathrooms, classrooms, doing laundry as needed, sanitizing toys, toothbrushes after the class session according to procedures.

· Changing bleach solution and mop solution daily.

Childcare

①②③④
Provide childcare for Parent meetings when necessary by:

· Arriving on time and setting up the classroom or outdoor area to receive children.

· Planning appropriate activities to the age level of the children anticipated.

· Preparing materials needed before the meeting and requesting needed supplies.  

General Job Performance

①②③④
Maintains confidentiality in matters concerning Head Start staff and families.

①②③④
Asks for, accepts, and applies constructive criticism.

①②③④
Focuses attention on program during working hours.  Keeps appropriate attendance and work hours.  Is on time for meetings and appointments. 

①②③④
Turns in reports and forms according to dates needed.  

①②③④
Takes responsibility for program equipment and materials when using them.  

①②③④
Models direct, positive, honest, and respectful behavior in every aspect of work with children, families, staff, and community members.  

①②③④
Possesses working knowledge of Head Start Performance Standards, agency policies and procedures, and other applicable regulations.  

①②③④
Attends Policy Council meetings as necessary.  

End of the Year Evaluation Summary

1. Self-Evaluation: Use Self-Reflection questions 
2. Supervisor’s Evaluation.  Summarize your thoughts about the employee’s job performance.  Include comments on the area listed above.

3. Plans for addressing any areas receiving a score of 1:
___________________________________________
______________________

Staff Signature


Date

___________________________________________

______________________

Supervisor Signature

Date

___________________________________________

______________________

Education Manager Signature

Date

Additional pages attached?    No_____    Yes_____   (include signatures on additional pages)
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