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BUS MONITOR PERFORMANCE EVALUATION

According to the collective bargaining agreement between the Boston School Committee and the United Steelworkers of America, Local 2936, a Principal or Headmaster (or his/her designee) is responsible for completing a performance evaluation for each transportation monitor assigned to the school (this includes both SPED cab monitors and transportation attendants hired by the school to ride the regular buses).  The purpose of this evaluation is to assess the performance of monitors assigned to schools and, in the case of SPED cab monitors, to provide more flexibility in assigning them for summer positions.

SPED Cab Monitors  

As in the past, a performance evaluation form will be given to each SPED cab monitor.  SPED cab monitors are responsible for bringing the evaluation form to the Principal/Headmaster or designee and returning the completed form by May 14, 2012 to Rodney Redcross, Unit Leader, and Transportation Unit.  Using the evaluation form, the Principal/Headmaster or designee will assess the monitor’s performance and make a recommendation as to whether the monitor should be considered for summer work.  Because the evaluations are used in the process of assigning summer work, full cooperation with this deadline is critically important.  To assist school leaders in completing this form, information about the monitors' duties and responsibilities is included in this circular.

Transportation Attendants  

The Principal/Headmaster of any school with a transportation attendant assigned to a regular bus must complete (or designate someone to complete) an evaluation form and return it to the Office of Human Resources by June 10, 2012.

If you have any questions regarding the evaluation form or process, please contact Rodney Redcross at 617-635-9628 or David Glaser, Human Resources, at 617-635-6749.

Duties and Responsibilities for Special Education Transportation Monitors

Special Education Transportation Monitors (SETM) have been assigned to monitor and assist students with special needs while they are being transported to and from school or therapy appointments. Their primary responsibilities include: 


· Boarding the vehicle before or at the same time as the first monitor-required student on the route and remain on the vehicle at all times until every monitor-required student has reached his or her stop;

· Attending to the special needs of monitor-required students, although monitors are also responsible for the general supervision of all students on the vehicle;  
· Riding with the students in the back of the vehicle and not in the front seat unless only the front seat is available;
· Assisting students in and out of the vehicle if necessary.  This includes setting-up and collapsing wheelchairs or other equipment when necessary;
· Exhibiting proper behavior at all times;

· Ensuring that all students wear seat belts;

· Ensuring that students not leave the vehicle anywhere other than their assigned stops.  If a student leaves the vehicle without authorization, the driver must be instructed to contact the dispatcher immediately;

· Prohibiting the consumption of food or beverages, smoking, or bringing radios on the vehicle;
· Notifying the school to which the monitor assigned is assigned and the Junior Technician at the yard if the monitor will be absent from work.  Notification must take place at least one-half hour prior to the scheduled reporting time for the morning or at least two hours prior to the scheduled reporting time for the afternoon; and

· Performing other related duties as directed by the supervisors.
Summary of significant dates and deadlines:

	Date
	Activity

	May 14, 2012
	Deadline for SPED cab monitors to submit evaluations (completed by Principal or Headmaster) to Rodney Redcross

	June 10, 2012
	Deadline for Principal or Headmaster to submit evaluation of Transportation Attendants to Human Resources


For more information about this circular, contact:

	Name:
	David Glaser, Compensation Manager

	Department:
	Office of Human Resources

	Mailing Address:
	26 Court Street, Boston, MA  02108

	Phone:
	617-635-6749

	Fax:
	617-635-7957

	E-mail:
	dglaser@boston.k12.ma.us 


Carol R. Johnson, Superintendent

BOSTON PUBLIC SCHOOLS

SPED CAB MONITOR PERFORMANCE EVALUATION FORM
NAME OF MONITOR ___________________________________ DATE_________________________

EMPLOYEE # ______________________

Please review the position overview and complete the form.   The following scale will be used for ranking performance.

U   UNSATISFACTORY:  The employee has failed to meet expectations and his or her performance of the position's duties and responsibilities needs improvement.

S   MEETS EXPECTATIONS:  The employee's performance of the position's duties and responsibilities meets expectations. 

E   EXCEEDS EXPECTATIONS:  The employee's performance of the position's duties and responsibilities exceeds expectations.

N   NEEDS IMPROVEMENT:  The employee’s performance of this position’s duties and responsibilities needs improvement. 



____________________________________________________________________________

NAME OF SCHOOL_____________________________________________________  

A.M.__P.M.___ VEHICLE ASSIGNED TO __________________________________  

Quality of Work: performs assigned tasks as per job description accurately

and competently








U       S       E
   N
Skills and Knowledge: demonstrates level of skill and knowledge required to 

do the job 









U       S       E
   N
Attendance and Punctuality: is punctual, gives notice of sick, personal and other leave


U       S       E
   N    

Professional Demeanor: maintains professional demeanor, is tactful, cooperative, and 

courteous to people at all levels of the School Department and the public              
U       S       E
   N 

WOULD YOU RECOMMEND THIS EMPLOYEE FOR SUMMER WORK?     

YES (  )    OR    NO (  )

Recommendations/Comments: _________________________________________________________

Evaluator’s Signature: ______________________________________________ Date: ________

Headmaster/Principal: ______________________________________________ Date: _________

BOSTON PUBLIC SCHOOLS

TRANSPORTATION ATTENDANT PERFORMANCE EVALUATION FORM
NAME OF TRANSPORTATION ATTENDANT: ___________________________________________

EMPLOYEE # ___________ 

NAME OF SCHOOL _____________________________ DATE ______________

The following scale will be used for ranking performance.

U   IMPROVEMENT NEEDED:  The employee has failed to meet expectations and his or her performance of the position's duties and responsibilities needs improvement.

S   MEETS EXPECTATIONS:  The employee's performance of the position's duties and responsibilities meets expectations. 

E   EXCEEDS EXPECTATIONS:  The employee's performance of the position's duties and responsibilities exceeds expectations.

N   NEEDS IMPROVEMENT:  The employee’s performance of this position’s duties and responsibilities needs improvement.

_________________________________________________________________________________________
Quality of Work: performs assigned tasks accurately and competently


U       S       E
   N
Skills and Knowledge: demonstrates level of skill and knowledge required to do the job 
U       S       E
   N
Attendance and Punctuality: is punctual, gives notice of sick, personal and other leave
U       S       E
   N    

Professional Demeanor: maintains professional demeanor, is tactful, cooperative, and 

courteous to people at all levels of the School Department and the public                       
U       S        E
   N 

Recommendations/Comments: _________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Evaluator’s Signature: _______________________________________ Date: _____________________

Headmaster/Principal: ________________________________________ Date: _____________________

