DIRECTOR OF BUILDING & GROUNDS PERFORMANCE EVALUATION RUBRIC

SKILLS

Level of Performance

Unsatisfactory
(requires supporting
documentation)

Needs
Improvement

Proficient

Excellent
(requires supporting
documentation)

Time Management
(how effectively the
employee uses his/her time
to complete assigned tasks)

Unable to plan for

and prioritize work.

Unable to perform
multiple tasks.

Needs assistance in
planning for and
prioritizing work. Is
challenged by

Plans for and
prioritizes work.
Able to perform

multiple tasks at one

Plans for, prioritizes,
and anticipates
work. Able to
perform multiple

Misses deadlines multiple tasks. time. Meets tasks at one time.
consistently. Meets most deadlines. Consistently
deadlines. completes work
before deadline.
Team Has difficulty Professional Maintains a Maintains a
Player/Professional developing relationships with professional professional
Working professional co-workers are not relationship with relationship with co-

Relationships

relationships with co-
workers. Has to be
told when to assist
coworkers. Rarely

keeps people

informed and shares

ideas. Infrequently
accepts the best
interests of the team.

fully developed.
Willing to help co-
workers but needs
to be asked.
Occasionally keeps
people informed and
shares ideas. With
prompting, accepts
the best interests of
the team.

coworkers.
Frequently
anticipates the
needs of coworkers
and offers
assistance.
Frequently keeps
people informed and
shares ideas.
Accepts the best
interests of the
team.

workers.
Consistently
anticipates the
needs of co-workers
and offers
assistance.
Consistently keeps
people informed and
shares ideas.
Volunteers to learn
the duties of co-
workers in order to
ensure team
success. Takes a
leadership role in
developing team
consensus.

Attendance Does not report to Starts work on time. | Starts work on time. Early or prompt to
work on time. Occasional Regularin work. Rarely absent.
Frequent absences. absences. attendance.
Confidentiality Has had major Occasionally needs Frequently Consistently
breaches concerning | to be reminded what demonstrates demonstrates

confidentiality issues.

information should
or should not be
shared appropriately
with others.

knowledge and
understanding of
what information
should or should not
be shared
appropriately with
others.

knowledge and
understanding of
what information
should or should not
be shared
appropriately with
others. Takes a
leadership role in
assuring
confidentiality.




Problem
Solving/Decision
Making/Initiative

Rarely recognizes a
problem, generates
options, considers
impact when
selecting options,
implements and
communicates the
solution. Makes
inappropriate
decisions based on
the limits of the
individual’s
authority.

Needs assistance at
times to recognize a
problem, generate
options, consider
impact when
selecting options,
implements and
communicates the
solution. Needs
assistance at times
to make appropriate
timely decisions
based on the limits
of the individual’s
authority.

Frequently
recognizes a
problem, generates
options, considers
impact when
selecting options,
implements and
communicates the
solution. Frequently
makes appropriate
timely decisions
based on the limits
of the individual’s
authority.

Consistently
recognizes a
problem, generates
options, considers
impact when
selecting options,
implements and
communicates the
solution. Analyzes
and reflects after
implementation with
possible revisions.
Consistently makes
appropriate timely
decisions based on
the limits of the
individual’s
authority. Takes a
leadership role in
assisting others.

Attitude
(employee’s
outlook/demeanor towards
the job)

Rarely displays a
positive outlook and
demeanor toward
the job. Has difficulty
being flexible and
adaptable to
changing job
needs/situations.

Generally has a
positive outlook and
demeanor toward
the job. Occasionally
displays flexibility
and adaptability to
changing job
needs/situations.

Frequently displays
a positive outlook
and demeanor
toward the job. Is
flexible and
adaptable to
changing job
needs/situations.

Consistently displays
a positive outlook
and demeanor
toward the job. Is
consistently flexible
and adaptable to
changing job
needs/situations.
Takes a leadership
role to boost the
morale of others.

Communication
(appropriate communication
with public, staff, students
and supervisor —tone, eye
contact, body language and
listening skills)

Unable to respond in
a professional
manner with clear
and concise
information using
correct grammar.

Needs assistance at
times to respond in
a professional
manner with clear
and concise
information using
correct grammar.

Consistently
responds in a
professional manner
with clear and
concise information
using correct
grammar.

Always responds in a
professional manner
with clear and
concise information
using correct
grammar.

Knowledge of the
Job/Works
Independently

Inadequate
knowledge of the
job; constantly needs
directions to perform
the essential job
functions.

Lacks knowledge of
some phases of
work; requires

occasional directions
to perform job
functions.

Understands all
phases of work;
rarely needs
directions to
perform job
functions.

Knowledgeable in all
phases of work;
rarely requires

directions. Takes a
leadership role to
guide others.

Manage and
supervise personnel

Fails to manage and
supervise all district
building and grounds
personnel directly or
through designated
lead positions; Fails
to determine and
prioritize work; Fails
to initiate all

The management
and supervision of
all district building
and grounds
personnel is
sporadically handled
directly or through
designated lead
positions, other

Always manages and
supervises all district
building and
grounds personnel
directly or through
designated lead
positions;
Determines and
prioritizes work;

Always manages and
supervises all district
building and grounds
personnel directly or
through designated
lead positions.
Personnel are
provided frequent
feedback and




personnel actions for
department; Fails to
secure and oversee
recruitment and
selection of
department
personnel.

times building
administration must
intervene; Struggles
to determine and
prioritize work
without direction
from others;
Initiates some but
not all personnel
actions for
department; Secures
and oversees
recruitment and
selection of some
department
personnel, building
administration or
others are still
required to assist
with some hiring.

Initiates all
personnel actions
for department;
Secures and
oversees
recruitment and
selection of
department
personnel.

incentives (as
appropriate) which
is documented;
Determines and
prioritizes work for
custodial personnel
and self; Initiates all
personnel actions
for department with
integrity,
documenting
meetings and
employee feedback;
Secures and
oversees
recruitment and
selection of
department
personnel, providing
recommendations
and ensuring all
background and new
employee
information is
submitted to
bookkeeper.

Establish
expectations for
facilities

Fails to inspect all
buildings and
grounds on a regular
basis; Fails to
establish and
implement
maintenance,
grounds keeping,
security and
custodial
requirements and
needs for each
facility in the district;
Fails to respond to
police reports of
vandalism.

Inspects all buildings
and grounds when
an issue or need is
brought to light;
Establishes and
implements
maintenance,
grounds keeping,
security and
custodial
requirements and
needs for each
facility in the district
(may not update
throughout the year
as needed though);
Reports vandalism
to the local police as
feels is appropriate.

Continually inspects
all buildings and
grounds on a regular
basis; Continually
establishes,
implements, and
updates as needed
maintenance,
grounds keeping,
security and
custodial
requirements and
needs for each
facility in the
district; Reports all
vandalism to the
local police.

Continually inspects
all buildings and
grounds on a regular
basis, documenting
all inspections and
areas of concern; Is
self-motivated and
continually
establishes,
implements and
updates as needed
maintenance,
grounds keeping,
security and
custodial
requirements and
needs for each
facility in the district.
Recommendations
and findings are
reported to the
superintendent.
Reports all
vandalism to the
local police, obtains
copy of each report,




and follow-up on
each incident.

Department
objectives and
preventative
maintenance

Fails to plan,
recommend and
implement strategies
and programs to
accomplish
department
objectives: Fails to
formulate and
establish procedures
and preventative
maintenance
programs; Fails to
plan, coordinate and
monitor new
construction, land
development and
remodeling projects;
Fails to act as liaison
between district,
contractors,
consultants and
architects.

Plans, recommends
and implements
strategies and
programs to
accomplish
department
objectives when
requested to do so;
Formulates and
establishes
procedures and
preventative
maintenance
programs as a
reactionto a
negative situation;
When directed,
plans, coordinates
and monitors new
construction, land
development and
remodeling projects;
When directed, acts
as liaison between
district, contractors,
consultants and
architects.

Continually plans,
recommends and
implements
strategies and
programs to
accomplish
department
objectives;
Continually
formulates and
establishes
procedures and
preventative
maintenance
programs; Plans,
coordinates and
monitors new
construction, land
development and
remodeling projects;
Continually acts as
liaison between
district, contractors,
consultants and
architects.

Continually plans,
recommends and
implements
strategies and
programs to
accomplish
department
objectives. These
plans are shared
with the
Superintendent and
Board throughout
the year; Continually
formulates and
establishes
procedures and
preventative
maintenance
programs.
Preventative
maintenance
programs and
procedures are
shared with the
Superintendent and
Board. Plans,
coordinates and
monitors new
construction, land
development and
remodeling projects.
Continually acts as
liaison between
district, contractors,
consultants and
architects, keeping
the Superintendent
and Board apprised
of developments.

Direct grounds
activities and
functions

Fails to direct
grounds activities
and functions
including the
preparation and care
of playing fields,
snow plowing and
maintenance of all
district parking lots
and drives, servicing,
repair and

Directs grounds
activities and
functions including
the preparation and
care of playing
fields, snow plowing
and maintenance of
all district parking
lots and drives once
a concern or
directive has been
made to do so.

Continually directs
grounds activities
and functions
including the
preparation and
care of playing
fields, snow plowing
and maintenance of
all district parking
lots and drives,
servicing, repair and

Directs grounds
activities and
functions including
the preparation and
care of playing
fields, snow plowing
and maintenance of
all district parking
lots and drives,
servicing, repair and
replacement of
grounds equipment,




replacement of
grounds equipment.

replacement of
grounds equipment

mechanical problem
not proactive

maintenance to

of the equipment.

Servicing, repair and

is often reactive to a

extend the life of the

replacement of
grounds equipment.

without reminders.
Provides written
reports to the
Superintendent
sharing the overall
condition of grounds
and
recommendations as
appropriate.

Oversee safety and
environmental
programs

Fails to oversee all
safety and
environmental

the district to assure
all sites and facilities
are environmentally
safe: Fails to chair
district safety
committee; Fails to
oversee and
implement all Health
and Safety projects
and Emergency and

programs throughout

Oversees parts of
safety and
environmental
programs
throughout the
district to assure all
sites and facilities
are environmentally
safe: Chairs district
safety committee
with assistance from
others; Oversees
and implements
components of

Continually oversees
all safety and
environmental
programs
throughout the
district to assure all
sites and facilities
are environmentally
safe: Continually
chairs district safety
committee;
Continually oversees
and implements all

Continually oversees
and stays abreast of
best practices and
laws regarding
safety and
environmental
programs
throughout the
district to assure all
sites and facilities
are environmentally
safe: Continually
chairs district safety

Health and Safety committee,
Crisis Management Health and Safety projects and including the
Plan. projects and Emergency and scheduling of
Emergency and Crisis Management meetings,
Crisis Management Plan. preparation of
Plan. agenda and
background
research;
Continually
researches best
practices, oversees
and implements all
Health and Safety
projects and
Emergency and
Crisis Management
Plan.
Oversee mechanical Fails to oversee, Monitors, repairs Continually Continually
systems monitor, repair and and cleans monitors, repairs monitors, repairs
cleaning of mechanical systems and cleans and cleans
mechanical systems throughout the mechanical systems | mechanical systems
throughout the district ; Sporadically throughout the throughout the
district; Fails to monitors district before there | district on a routine
monitor department department logs, is anissue basis before there is

logs, records and
building energy use;
Fails to visually
inspect building
mechanical
equipment.

records and building
energy use; Visually
inspect building
mechanical
equipment when
there is a problem.

(preventative);
Continually monitors
department logs,
records and building
energy use; Visually
inspect building

an issue
(preventative),
keeping a dated log
of such reviews;
Continually monitors
department logs,

records and building




mechanical
equipment.

energy use, making
changes as data/log
would indicate the
need to; Visually
inspects building
mechanical
equipmenton a
regular documented

basis.
O&M budget Fails to plan, Annually plans, Continually plans, Continually plans,
develop, recommend develops, develops, develops,

and monitor the
approved budget;
Fails to determine
staffing needs and
requirements; Fails
to meets with district
administrators
regularly to assess
needs, projects and
priorities; Fails to
develop
recommendations
for capital outlay
needs and
requirements.

recommends and
monitors the
approved O&M
budget; Annually
determines staffing
needs and
requirements
(staffing needs
adjustments are not
recommended
throughout the year
as needed); Meets
with district
administrators
annually to assess
needs, projects and
priorities; Develops
recommendations
for capital outlay
needs and
requirements when
directed.

recommends and
monitors the
approved O&M
budget; Continually
determines staffing
needs and
requirements;
Meets with district
administrators
regularly to assess
needs, projects and
priorities; Develops
recommendations
for capital outlay
needs and
requirements.

recommends and
monitors the
approved O&M
budget. Ensures that
there is not
overspending in the
O&M budget (except
for emergency
repairs that could
not be known or
projected);
Continually
determines staffing
needs and
requirements
including work
schedule
adjustments for
school activities;
Meets with district
administrators
regularly to assess
needs, projects and
priorities; Develops
recommendations
for capital outlay
needs and
requirements.
Recommendations
are madeina
written format to
the Superintendent.

Other comparable

Refusal of any of the
following: Attending
training sessions,
district meetings or
in-services as
requested.

Does not attend all
training sessions,
district meetings and
in-services as
requested. A valid
reason (emergency)
is not provided to
the Superintendent
for not attending.

Attends all training
sessions, district
meetings and in-

services as
requested.

Independently
searches for training
sessions to attend
that are important
to the work of the
Director of B&G;
Attends all training
sessions as
requested by
administration; Asks




to attend district
meetings as he/she
sees the connection

to his/her work.




Director of Building & Grounds Performance Evaluation

Name: Evaluation Period

Work Location: Position:

Supervisor: Date:

Key: U =Unsatisfactory=1 B=Basic=2 P =Proficient =3 E=Excellent =4
U B P E # Rating

Time Management 0

Team Player/Professional

Working Relationships 0

Attendance 0

Confidentiality 0

Problem Solving/Decision

Making/Initiative 0

Attitude 0

Communication 0

Knowledge of the Job/Works

Independently 0

Manage and supervise

personnel 0

Establish expectations for

facilities 0

Department objectives and

preventative maintenance 0

Direct grounds activities

and functions 0

Oversee safetyand

environmental programs 0

Oversee mechanical systems 0

Q&M budget 0

Other comparable 0

Add score foreach rating and divide by 16 for Overall Score 0




Goal(s):

Accomplishments/Achievements/Recognition:

Employee Comments:

Additional Feedback from Other Administrators:

| recommend this employee continue his/her present employment with D91: Yes /No

This evaluation has been discussed with me, | have had the opportunity to comment, and a
copy has been provided to me.

Employee’s Signature Date

Supervisor’s Signature Date



