BEHAVIORAL ELEMENTS: OFFICIALS / ADMINISTRATORS

BEGINNING-OF-CYCLE PERFORMANCE PLANNING
•  During Performance Planning at the beginning of the review period, rate the importance of each behavioral element consistent with criteria established by the department or agency.

•  Discuss any Performance Standards that are associated with a particular behavioral element.  

•  Review and discuss the definitions.

MID-CYCLE and END-OF-CYCLE PERFORMANCE EVALUATION
•  During the mid-cycle and end-of-cycle performance evaluation, assign the appropriate rating consistent with the element definitions and guidelines.

•  Provide any relative comments about positive or negative performance which affected the rating.

	LEADERSHIP

	Importance
	MEETS STANDARDS:  Provides a good managerial example while motivating employees to work toward departmental goals and objectives.  Provides practical direction to employees and clearly communicates a shared vision.  Flexible when dealing with and managing changing conditions in the organization. Consistently available to help team accomplish their goal.  Assesses individuals' strengths and weaknesses and suggests methods for improvement.  Supports the organization's goals and values.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Provides exceptional leadership in organizing, maintaining, controlling, and maximizing operations.
	Highly creative in decision making and providing direction.
	Inconsistent in providing leadership or practical direction.
	Rarely provides leadership or practical direction.  

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	MANAGEMENT

	Importance
	MEETS STANDARDS:  Follows agency policies, procedures and regulations.  Completes administrative tasks and projects correctly, on time and on budget.  Assumes responsibility when needed.  Develops and coordinates project plans.  Communicates changes and progress.  Successfully manages project team activities.  Effectively organizes and maintains operations.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Displays exceptional skill organizing, maintaining, controlling, and maximizing operations.
	Highly creative in developing and implementing plans. Demonstrates efficiency and creativity while successfully managing activities. 
	Inconsistent in organizing or maintaining operations.
	Rarely effective in organizing or maintaining operations.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	PROBLEM SOLVING and DECISION MAKING

	Importance
	MEETS STANDARDS:  Consistently analyzes problems and applies logical solutions.  Consistently makes effective decisions on a timely basis.  Demonstrates strong problem-solving and decision-making skills to ensure smooth operations

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Effectively analyzes complex problems with limited time. Frequently crafts workable, creative solutions.  Always handles controversial and complex decisions effectively.
	Effectively analyzes all problems.  Crafts workable, creative solutions.  Frequently handles controversial or complex decisions.
	Inconsistent in analysis of problems or application of logical solutions.  Inconsistent in making effective decisions on a timely basis.
	Generally ineffective in analyzing problems or applying logical solutions.  Generally ineffective in making decisions on a timely basis.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	USE OF RESOURCES

	Importance
	MEETS STANDARDS: Makes effective use of available resources (employee time, materials) to accomplish organizational goals.  Maintains fiscal responsibility while searching for ways to reduce costs.  Consistently uses resources efficiently to meet workload requirements.  Consistently uses and allocates resources to meet objectives.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Uses minimal resources to produce maximum results.  Highly skilled in using and shifting resources to meet objectives; innovative in obtaining alternative resources.
	Often gets more out of available resources than expected.  Frequently uses and shifts resources to meet or exceed objectives.
	Inconsistent in using resources efficiently to meet work requirements.  Inconsistent in using or shifting resources to meet objectives.
	Utilizes resources poorly.  Rarely uses or shifts resources to meet objectives.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	PLANNING AND ORGANIZING

	Importance
	MEETS STANDARDS:  Develops sound, realistic plans and coordinates activities to meet goals and objectives.  Effectively utilizes the capabilities of people and resources to distribute, regulate and complete work.  Develops strategies and establishes priorities and deadlines which accomplish organizational goals.  Consistently exercises skill in directing and organizing activities.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Exhibits exceptional insight and thoroughness in anticipating needs; develops innovative plans to meet or exceed goals and objectives.   Exceptionally skilled in directing and organizing; empowers employees toward self direction
	Frequently develops plans that anticipate needs and usually exceeds goals and objectives.  Highly skilled in directing and organizing activities.  Develops and uses advanced techniques to plan and organize resources.
	Inconsistent in planning or coordinating activities effectively.  Inconsistent in exercising skill in directing or organizing activities.
	Generally ineffective in planning or coordinating routine activities. Ineffective in directing or organizing activities.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	COMMUNICATION LINK

	Importance
	MEETS STANDARDS: Acts as an effective link between employees and higher management to communicate information and decisions.  Motivates employees through effective performance feedback (recognizes positive performance and corrects performance deficiencies).  Uses appropriate style and format in writing.  Presents facts, ideas, and concepts which can be easily understood; listens well and responds appropriately.  Consistently polite and respectful of others.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Articulate in a wide range of communication situations with all levels of the organization.
	Highly competent in establishing and maintaining effective communications with all levels of the organization.
	Inconsistent in presenting facts, ideas, concepts so that they can be clearly understood by others.  Occasionally impolite and disrespectful.
	Creates or causes problems as a result of poor communication.  Consistently rude and disrespectful.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	CUSTOMER SERVICE

	Importance
	MEETS STANDARDS:  Provides requested assistance and information to internal and external customers in a prompt and courteous manner.  Communicates in a helpful and informative manner to maintain good public relations.  Ensures agency customer service standards are consistent and enforced so as to create customer satisfaction.  Gives equal consideration and service to all people in accordance with the Code of Fair Practices.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Consistently anticipates service needs of customers. Sets the highest standard for customer service.
	Frequently anticipates service needs of customers.  Sets a higher standard for customer service.
	Must be reminded about customer service standards.
	Frequently must be reminded about customer service standards.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	PRODUCTIVITY

	Importance
	MEETS STANDARDS:  Skillfully manages workload and resources to produce consistent volume of work.  Completes special assignments and projects of sensitive nature having far reaching implications while maintaining regular work flow.  Consistently meets targets, timetables and deadlines.  Strives to increase productivity within unit/department.  Responds to routine developments appropriately.  Demonstrates reliable and predictable attendance and/or punctuality, as required for the position.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Innovative in managing workload and resources to produce consistent volume of work in unanticipated circumstances and changing work demands.  Recognizes need for and initiates special projects and/or assignments while maintaining regular work flow.  Attendance/punctuality habits significantly contribute to a higher degree of unit or individual productivity.
	Skillfully manages workload and resources to produce consistent volume of work in unanticipated circumstances and changing work demands.  Voluntarily exceeds attendance /punctuality requirements to complete special assignments and projects or unanticipated activities.
	Occasionally fails to manage workload and resources.  Occasionally fails to complete special assignments/projects and/or maintain regular work flow.  Attendance and/or punctuality habits do not meet the standard required for the position.
	Inconsistently manages workload and resources.  Inconsistent in completing special assignments/projects while maintaining regular work flow.  Unit and individual productivity is significantly disrupted by unreliable attendance and/or punctuality.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	QUALITY OF WORK

	Importance
	MEETS STANDARDS:  Exercises sound judgment at all times, particularly when handling complex and/or difficult situations.  Consistently meets targets, goals and objectives in full support of Department's overall mission.  Meets established standards for work product/services.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Exercises sound judgment when faced with unprecedented circumstances.  Frequently exceeds targets, goals and objectives in full support of Department's overall mission.  Frequently exceeds established standards for work product/services.  
	Exercises sound judgment when faced with rare or unusual circumstances.  Occasionally exceeds targets, goals and objectives in full support of Department's overall mission.  Occasionally exceeds established standards for work product/services.  
	Occasionally does not exercise sound judgment when handling complex and/or difficult situations.  Occasionally, targets, goals and objectives are not met and/or occasionally are not in support of Department's overall mission.  Occasionally work product/services do not meet established standards.
	Frequently does not use sound judgment when handling complex or difficult situations.  Targets, goals and objectives are inconsistently met and\or are inconsistent in support of Department's overall mission.  Frequently work product/services do not meet established standards.  

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	JOB KNOWLEDGE

	Importance
	MEETS STANDARDS: Uses practices, procedures and policies appropriately and makes recommendations for improvement.  Uses job knowledge to effectively deals with complex issues.  Demonstrates proficient professional/technical knowledge required for the position.  

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Demonstrates superior professional/ technical expertise and is recognized as an authority in the field.
	Expertly applies practices, procedures and policies to maximize agency goals and objectives.  Demonstrates comprehensive knowledge of job responsibility.  Demonstrates advanced professional/technical knowledge required for the position.  
	Generally uses correct practices, procedures or policies, but on occasion, applies them inappropriately.  Occasionally has difficulty accomplishing one or more routine responsibilities and/or dealing with complex issues effectively.  
Demonstrates limited professional/ technical knowledge required for the position.
	Inconsistently uses practices, procedures and policies appropriately.  

Inconsistently accomplishes routine responsibilities or inconsistently deals with complex issues effectively.  Rarely demonstrates professional/technical knowledge required for the position.  

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	COOPERATION & TEAMWORK

	Importance
	MEETS STANDARDS:  Exhibits positive attitudes during times of change and disruption.  Recognizes and provides support and/or assistance within and between agencies and organizations.  Works actively to resolve conflicts.  Consistently prompt and prepared for meetings and other scheduled events.  Fosters a non-discriminatory environment (consistent with the Code of Fair Employment Practices).  Gives equal consideration to all people in accordance with Equal Opportunity laws.  Has a positive effect on people.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Sets the highest example of cooperation and teamwork by encouraging and initiating teambuilding activities.  Serves as the ideal standard for collaboration and cooperation.
	Helps others achieve agency goals through sustained support and/or assistance. Puts success of agency above own interests.  Actions encourage collaboration and cooperation in others.
	Requires reminders about cooperation and teamwork standards.  Reluctantly cooperates with others to achieve goals of the organization.  Occasionally impolite and disrespectful.
	Requires frequent reminders about cooperation and teamwork standards. Uncooperative with others to achieve goals of the organization.  Consistently rude and disrespectful.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	PERFORMANCE MANAGEMENT / EMPLOYEE DEVELOPMENT

	Importance
	MEETS STANDARDS: Attends performance appraisal training.  Adheres to all established methods and procedures in conducting the performance appraisal process within the specified time frame.  Clearly communicates standards and expectations while encouraging more efficient and productive performance.  Uses the process to develop employee performance and potential.  Consistent in assessing training needs, seeking training opportunities, or improving team members skills and abilities.  Provides recognition of team member contributions.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Discovers and develops hidden talents and latent potential in employees.
	Perceives need for instruction, guidance, and coaching and provides based on each employee's  need, experience and job requirements.
	Provides little feedback or coaching.  Inconsistent in assessing training needs, seeking training opportunities, or improving team members
	No interest in employee training or development.   Places little or no value on the performance appraisal process.  Does not adhere to specified timeframes.  Standards and expectations are unclear and/or not communicated to the employee.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:

	
	


	SAFETY

	Importance
	MEETS STANDARDS: Holds all employees accountable for adherence to safety rules, practices, procedures, and standards.  Provides the necessary level of safety instruction, guidance and/or resources to employees.  Demonstrates, by personal example, a commitment to safe behavior.

	Outstanding
	Exceeds Standards
	Needs Improvement
	Unsatisfactory

	Always uses sound judgment regarding safety.  Continuously identifies opportunities for and significantly contributes toward maintaining a safe working environment.
	Always uses sound judgment regarding most safety standards and procedures.  Identifies opportunities for maintaining a safe working environment.
	Inconsistent in judgment regarding safety.
	Frequently does not use sound judgment regarding safety.

	Mid-Cycle

Rating
	Comments:

	
	

	End-of-Cycle

Rating
	Comments:
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