Performance Evaluation Rating Key — Classified Staff

The Rating Key is a tool to assist the Evaluator in assessing and communicating an
employee’s job performance over a one-year period.

All ratings should be given in the context of the experience/longevity that an employee
brings to their current position and whether they are performing at satisfactory levels.

OUTSTANDING

e The employee has exceeded all of the performance expectations for this factor
and has made many significant contributions to the efficiency and economy of
this organization through such performance.

EXCEEDS EXPECTATIONS

e The employee regularly works beyond a majority of the performance
expectations of this factor and has made significant contributions to the
efficiency and economy of this organization through such performance.

MEETS EXPECTATIONS

e The employee has met the performance expectations for this factor and has
contributed to the efficiency and economy of this organization.

NEEDS IMPROVEMENT

e The employee has failed to meet one or more of the significant performance
expectations for this factor.

UNSATISFACTORY

The employee has failed to meet performance expectations for this factor.

Comment Box:

This area is used to provide examples illustrating the impact of performance whether positive or
negative and should be utilized to coach the employee to success and/or reinforce successful
performance outcomes. Evaluators are expected to provide a comment to support rating.



