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Quality and Quantity of Work 
Exceeds  

Expectations 
(Explanation Needed) 

Meets  
Expectations 

Does Not Meet  
Expectations 

(Explanation Needed) 

1. Work is accurate and complete.    

2. Takes pride in one’s work.    

3. Meets time and work schedules.    

4. Performs assigned job tasks with 
precision and neatness.    
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Attitudes 
Exceeds  

Expectations 
(Explanation Needed) 

Meets  
Expectations 

Does Not Meet  
Expectations 

(Explanation Needed) 

1. Is flexible and willing to seek and try 
new ideas and methods.    

2. Seeks/accepts assistance when  
needed.    

3. Willingly accepts and accomplishes 
responsibilities of the job.    

4. Respects the confidential nature of 
information with which entrusted.    

5. Seeks opportunities to improve oneself 
in one’s work.    

6. Works respectfully, effectively, and 
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Note: Employees are to be evaluated on the following factors only when applicable. 
 

Supervisory and  
Administrative Ability 

Exceeds  
Expectations 

(Explanation Needed) 

Meets  
Expectations 

Does Not Meet  
Expectations 

(Explanation Needed) 

1. Recognizes that supervision is an 
essential aid to the improvement of 
performance. 

   

2. Helps those supervised to realize  
their potential.    

3. Is able to motivate those under one’s 
supervision to work together 
harmoniously and effectively. 

   

4. Is aware of staff needs and takes  
steps to meet them.    

5. Evaluates the service of others  
honestly and accurately.    

6. Formulates objectives and plans, and 
organizes procedures effectively.    

7. Leads rather than directs, but directs 
when necessary.    

8. Enforces and executes, in a fair 
manner, board policies and admin-
istrative regulations in spirit, as well  
as in fact. 

   

9. Delegates appropriate responsibility 
with necessary authority and 
encouragement. 

   

10. Works for the good of the entire 
system, not just one’s unit or 
department. 

   

Comments:  

 

Analytical Ability 
Exceeds  

Expectations 
(Explanation Needed) 

Meets  
Expectations 

Does Not Meet  
Expectations 

(Explanation Needed) 

1. Is accurate, thorough, and complete in 
analyzing data, facts, policies, laws, 
and rules. 

   

2. Presents one’s analyses in well-
organized, understandable form.    

Comments:  
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