Department of Defense Education Activity Performance Appraisal Form
DoDEA Performance Appraisal Continuation Sheet


	Employee’s Name (Last, First, Middle Initial)



	Position Title, Series, Grade

School Support Assistant, GS-0303-XX
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	School or Office Location




	Rating Period (From-To)
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	Performance Element

(If critical, check box)
	Satisfactory Performance Standard
	Comments
	
	
	

	1. Material Management – Procurement of supplies/equipment/furniture for the school.  This includes ordering, maintaining accounting records, picking up and delivering items for the school.
	 FORMCHECKBOX 

	a) Check in all received orders 

b) Distributes orders and updates computer databases as required. 

c) Maintains a document register, Density List, Control Register, School Property Notebook and Hand Receipt File following the DoDDS recommended filing system.

d) Responsible for forecasting lifecycle replacement needs for equipment.

e) Initiates re-occurring orders to ensure the timely arrival of general supplies.

f) Prepare and edit orders within 5 working days of receipt, and within specified budget time constraints.
	 
	  
	  
	 

	2. Implement Supply Accountability and Inventory Procedures.
	a) Identify shortages, damage, and overages and prepares appropriate paperwork to account for goods/services and/or project DoDDS fiscal resources.


	
	
	
	

	ELEMENT
	STANDARD
	COMMENTS
	DNS
	S
	E

	#2 - continued
	 FORMCHECKBOX 

	b) Maintains up-to-date library of DoDDS commercial federal catalogues.  Identifies in-country source for hazardous/perishable materials.

c) Performs annual 100% inventory of accountable property and durable property in accordance with suspense set by District and Area Offices.

d) Maintains consolidated inventory of Accountable Property.  Adds new property, and deletes property in accordance with applicable regulations. 

e) Maintains listing of classroom inventories performed by educators/users.

f) Prepares necessary forms for obtaining repairs to DoDDS equipment and maintains receipts and other records in accordance with applicable regulations.

g) Identifies items that are not longer serviceable or economically repairable.  Prepares paperwork to dispose of items in accordance with applicable regulations.

h) Take appropriate actions when property is lost/damaged/ or destroyed in accordance with applicable regulations. 
i) Assembles items requiring assembly prior to issuance.
	     
	  
	  
	 

	ELEMENT
	STANDARD
	COMMENTS
	DNS
	S
	E

	#2 - continued
	
	j) Record accountable property in DSAMMS within 1-2 weeks of receipt, bar code accountable items, and issue to property holder or area custody receipt.

k) Verify presence of accountable property recorded on area custody receipts on a monthly basis.

l) Supports the DoD, DoDDS, and NASKEF Internal Control System toward the elimination of fraud, waste, and abuse.
	
	
	
	

	3. School Facility Support Responsibilities
	
	a) Inspect school facilities in accordance with fire/safety regulations.

b) Is responsible for daily mail pick up and delivery to designated individuals.

c) Maintains current base driving license.

d) Documents the progress of emergency needs, preventive maintenance, etc.  Submits work orders in a timely and efficient manner to Facilities Engineers.

e) Transports items to DRMO for disposal with proper paperwork.

f) Conducts a briefing during orientation week to all professional and clerical staff on proper procedure for obtaining needed supplies and briefs other new personnel upon appointment.
	
	  
	  
	

	ELEMENT
	STANDARD
	COMMENTS
	DNS
	S
	E

	4. Coordinates Supply Budget Procedures.
	 FORMCHECKBOX 

	a) Responsible for timely submission of assigned reports and other suspense requirements.

b) Prepare a variety of reports, and correspondence using word processing equipment.

c) Uses various software packages.

d) Enters assessment data into school level data management systems.

e) Enters and processes data for personnel using applicable computer systems.
	
	  
	  
	

	5. Relationship with Students, Staff, and parents.
	a) Remind students of the rules and consequences in a well-modulated speaking voice.

b) Contributes to and/or cooperates with school committees.

c) Assists parent volunteers or classroom visitors.

d) Provide constructive criticism and praise.

e) Fosters communication with students that encourages interaction and feedback.
f) Cooperates with other staff members and school administration.


	
	
	
	

	ELEMENT
	STANDARD
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	S
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	#5 - continued
	g) Shows a positive attitude toward students, parents, and staff members.

h) Assists with playground/lunchroom duties as assigned or needed.

i) Helps to improve student attitude toward school work, studies, peers, and adults.


	
	
	
	


	COMMENTS



	The overall performance rating (defined in the performance appraisal regulation) is based upon the employee’s performance in meeting the requirements of the job performance standards.  Signature indicates that a particular step has been completed and understood by all parties.



	
	Employee
	Date
	Supervisor

(Rating Official)
	Date
	Reviewing Official 
	Date

	Elements/

Standards Set
	
	
	
	
	
	

	Progress Review, 

If Any
	
	
	
	
	
	

	Annual Appraisal
	
	
	
	
	
	

	 FORMCHECKBOX 
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	 FORMCHECKBOX 
  COMMENDABLE
	 FORMCHECKBOX 
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