Evaluation Procedures
1. All classified employees who are designated as “on-cycle” will receive their performance
evaluation, using form CE-2, using the following contractual timeline:
Probationary Employees: 1st evaluation within 6 months - then they become permanent.

Permanent Employees:

By June 28th

2. The Performance evaluation is of prime importance to both employee and evaluator,
and should serve the following purposes: (a) Indicate perceived employee strengths, (b)
Give recognition for good work, (c) Identify perceived areas where growth or
improvement are needed and indicate how to do so, and (d) Provide a written basis for
permanency, promotion, or other personnel action.
3. The performance evaluation should generally be a positive experience for both
employee and evaluator. Before completing the evaluation form, managers should
review data gathered from goal(s) conferences, mid year reviews, informal interactions
and direct observations of performance as appropriate.
4. Typically, areas where improvement is needed should be identified and discussed with
the employee prior to the evaluation. The performance evaluation should be a
summation of the employee’s total performance.
5. The supervisor must review, in a conference setting, evaluation results with
probationary and permanent employees, discussing standards of performance behavior
required for the employees’ position. These areas to be review are:
Quality of Work
Job Knowledge
Attendance and Punctuality
Work Characteristics
Dependability
Working Relationships
Use of Equipment
Safety and Sanitation’
Leadership (for lead positions only)

6. Classified employees shall be encouraged at the end of this conference to complete the
employee comments section.
NOTE: Governor Gavin Newsom has signed Assembly Bill (AB) 1353 into law. AB 1353 limits the probationary period for classified employees to six
months, or 130 days of paid service, whichever is longer. This purpose of this bill is to harmonize the varying probationary periods for classified
employees between merit system school districts and non-merit system school districts. Merit system school districts administer the hiring and
retention of their classified employees through a personnel commission, independent of the district's governing board. The merit system requires
that probationary periods for classified employees be no longer than six months, after which a school employer may only discharge the employee
for good cause and after due process, as specified.
EMAIL LANGUAGE FOR ON CYCLE FOR CLASSIFIED EMPLOYEES:
Dear STAFF MEMBER:
You are scheduled to be ON CYCLE for your evaluation this year. Per our collective bargaining agreement, all permanent staff is evaluated every other year.
Probationary staff is evaluated within their first 6 months of employment. We will be scheduling a meeting to discuss your goals, the process of the evaluation, and
answer any of your questions.
Thank you in advance for your partnership and commitment to PRJUSD.

