DRAFT

Employee Performance Evaluation Rating Reference
Managers may consider information in the Employee Performance Evaluation Rating Reference when evaluating employee performance. The reference is intended to support thoughtful evaluations and meaningful conversations that promote growth, accountability, and continuous improvement. Not all competencies or examples will apply to every employee, and managers should use judgment based on individual roles.
Productivity
	If your employee…
	Consistently surpasses targeted outcomes and delivers high-quality results with exceptional efficiency and effectiveness. Work products are consistently thorough, polished, and well organized, often exceeding standards. Demonstrates initiative, strong time management, and an ability to produce outstanding work with minimal oversight.
	Consistently produces targeted outcomes and results efficiently and effectively. Work products are professional, clear, accurate, and comprehensive, and align with department and college standards. Completes assignments in a dependable and timely manner with appropriate attention to detail.
	Produces some targeted outcomes, but results are inconsistent in quality, completeness, or timeliness. Work products may at times meet standards, but often require revision, clarification, or additional support. Improvement is needed to achieve greater efficiency and reliability.
	Consistently falls short of targeted outcomes and expected results. Work is often incomplete, unclear, inaccurate, or not produced in a timely manner. Requires frequent follow-up, correction, or direction to meet basic department and college standards.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations


Functional/Technical Knowledge
	If your employee…
	Demonstrates advanced competence in the functional and technical aspects of the job. 
Applies knowledge with a high level of effectiveness, accuracy, and confidence, including in complex or unfamiliar situations. Serves as a resource to others and proactively seeks to expand expertise to improve performance and outcomes.
	Demonstrates solid competence in the functional and technical aspects of the job. Applies job-related knowledge effectively and accurately in day-to-day responsibilities. 
Performs assigned duties independently and in accordance with established expectations and standards.
	Demonstrates basic knowledge of some functional aspects of the job but shows inconsistency in applying that knowledge effectively. Can perform routine duties with support, but additional development is needed to handle responsibilities independently and accurately.
	Does not demonstrate the knowledge and skills required to perform the core functions of the position effectively. Frequently requires substantial guidance and support to complete routine responsibilities. Errors or gaps in understanding negatively affect performance.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations




Communication (Written, Oral, and Presentation)
	If your employee…
	Communicates with a high level of clarity, professionalism, and impact across all formats. Written and verbal communication is consistently polished, concise, and audience-centered. Delivers engaging, well-structured presentations that effectively inform, influence, and inspire diverse audiences.
	Consistently communicates clearly, accurately, and appropriately across a variety of settings. Written materials are professional, well-organized, and aligned with expectations. Effectively delivers presentations that are clear, relevant, and appropriate for the audience.
	Communicates adequately in some situations but lacks consistency in clarity, tone, or effectiveness. Written and verbal communication may require revision or clarification. Presentations convey basic information but may lack organization, audience awareness, or engagement.
	Communication is frequently unclear, inaccurate, or inappropriate for the audience or situation. Written materials lack organization, clarity, or professionalism. Struggles to effectively convey information in meetings or presentations, leading to confusion or misinterpretation.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations


Teamwork, Interpersonal Relations, and Flexibility
	If your employee…
	Actively fosters a highly collaborative, respectful, and inclusive work environment. Builds strong, productive relationships across all levels and functions. Anticipates and adapts quickly to change, helping others navigate transitions. Proactively identifies and promotes new approaches that enhance team effectiveness and outcomes.
	Works effectively and collaboratively with colleagues to achieve shared goals. Builds and maintains positive, respectful working relationships across roles and departments. Demonstrates flexibility by adapting to changing priorities and responding appropriately to the needs of students and team members. Supports an inclusive and equitable environment.
	Works cooperatively in some situations but may be inconsistent in collaboration, responsiveness, or adaptability. Relationships are generally appropriate but may lack depth or effectiveness. Shows some willingness to adjust to change but may require support to do so.
	Demonstrates difficulty working collaboratively with others. Interactions may be unprofessional, uncooperative, or lacking respect. Struggles to adapt to changes in priorities or expectations. Does not consistently build or maintain effective working relationships.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations







Problem Solving and Innovation
	If your employee…
	Consistently applies strong analytical thinking and sound judgment to solve complex problems. Develops innovative, forward-thinking solutions that enhance effectiveness and efficiency. Actively seeks out and implements new approaches that drive continuous improvement and meaningful results.
	Effectively analyzes facts and data to make sound, informed decisions. Develops practical and appropriate solutions aligned with goals and priorities. Demonstrates openness to new approaches and contributes ideas to improve processes and outcomes.
	Demonstrates basic problem-solving ability but may rely on guidance for more complex issues. Solutions are sometimes effective but may lack thorough analysis or long-term impact. Occasionally suggests new ideas but with limited application or follow-through.
	Struggles to analyze information effectively or apply sound judgment. Solutions may be incomplete, ineffective, or not aligned with goals. Rarely contributes new ideas or approaches to improve outcomes.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations


Dependability and Self-Management
	If your employee…
	Demonstrates exceptional reliability and accountability. Consistently anticipates needs, prioritizes effectively, and exceeds expectations in meeting deadlines. Takes initiative to ensure work is completed efficiently and supports broader team and organizational goals.
	Consistently adheres to work schedules and completes assignments in a timely and reliable manner. Effectively prioritizes tasks, demonstrates accountability, and fulfills commitments with minimal supervision.
	Generally reliable but may occasionally miss deadlines or require reminders. Demonstrates some initiative but may struggle with prioritization or consistency in completing work on time.
	Fails to consistently meet attendance, scheduling, or deadline expectations. Requires frequent reminders or supervision to complete assignments. Demonstrates limited initiative or follow-through on responsibilities.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations









Managing and Developing Others
	If your employee…
	Demonstrates strong leadership in managing and developing others. Delegates strategically to support growth and performance. Handles conflict with professionalism and fairness, ensuring alignment with all policies and regulations. Actively cultivates an inclusive, high-performing team culture and mentors others to achieve their full potential.
	Effectively delegates work and manages team responsibilities in alignment with policies, agreements, and applicable laws. Addresses conflict respectfully and constructively. Promotes an inclusive, supportive, and cooperative work environment that enables team success.
	Demonstrates basic supervisory skills but may be inconsistent in delegation, conflict resolution, or team support. Shows awareness of policies and expectations but may need guidance in applying them effectively.
	Does not effectively delegate work or manage team responsibilities. May handle conflict inappropriately or inconsistently with policies and regulations. Does not contribute to a positive or inclusive work environment.

	They may…
	Exceed Expectations
	Meet 
Expectations
	Partially Meet Expectations
	Not Meet Expectations
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