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Category Outstanding Exceeds Standards Meets Standards Needs 
Improvement 

Unacceptable 

1.  Problem Solving 
Degree to which 
employee identifies 
problems and takes 
appropriate action 
to find long-term 
solutions. 

Consistently seeks 
out and identifies 
problems and takes 
appropriate action.  
Draws on a variety 
of resources to 
solve problems in a 
comprehensive and 
timely manner. 

Performance meets 
job standards and 
often exceeds 
standards in specific 
performance areas 
in this category. 

Identifies problems 
in assigned area or 
learns of problems 
from departmental 
sources.  Assists 
with problem-
solving efforts and 
solves problems in a 
timely fashion. 

Performance meets 
job standards 
generally, however 
improvement is 
required in specific 
performance areas 
in this category. 

Is unaware of 
problems in assigned 
area does not take 
action to solve 
problems.  Does 
not assist or 
participate in 
problem-solving 
efforts. 

2.  Community 

Interaction 
Degree to which 
employee interacts 
with and 
participates in the 
community. 

Has exceptional 
knowledge of 
community issues 
and regularly 
participates in 



  

Criteria Page 3 of 3 

 
 

 
 



  

Criteria Page 4 of 3 

Category Outstanding Exceeds Standards Meets Standards Needs 
Improvement 

Unacceptable 

8.  Teamwork 

Degree to which 
employee works in 
groups, assists 
coworkers in getting 
work done, and 
promotes good 
working 
relationships. 

Exceptional in 
getting team 
results.  Selfless in 
helping others. 
Promotes harmony 
and good working 
relationships. 

Performance meets 
job standards and 
often exceeds 
standards in specific 
performance areas 
in this category. 

Accepts role in 
organization.  Good 
peer relationships 
and respects 
coworkers’ opinions.  
Works effectively in 
a team 
environment. 

Performance meets 
job standards 
generally, however 
improvement is 
required in specific 
performance areas 
in this category. 

Detrimental to 
team efforts. 
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                                                   RATING CATEGORIES AND CRITERIA   

                                                                        CONTINUATION
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                                                                                      =  Not applicable when marked 
 

 
 

Category Outstanding Exceeds 
Standards 

Meets 
Standards 

Needs 
Improvement 

Unacceptable 

1.  Problem Solving 
Degree to which employee identifies problems and takes appropriate action 
to find long-term solutions to such things as policies, procedures, forms, 
ARMS, etc. 

     

2.  Community Interaction 

Degree to which employee interacts with and participates in the 
community. 

     

3.  Performance of Duties 

Degree to which employee demonstrates good work habits, departmental 
goals and objectives, and works to achieve them. 

     

4.  Judgment and Decision Making 

Degree to which employee makes good decisions and performs under 
pressure or in stressful conditions. 
 

     

5.  Initiative 
Degree to which employee displays the motivation necessary to perform 
duties without urging from supervisors or fellow employees. 

     

6.  Oral Communication Skills 

Degree to which employee effectively communicates verbally with citizens 
and fellow employees. 

     

7.  Written Communication Skills 

Degree to which employee effectively 
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PART II  

NARRATIVE  
 

 
Overall Performance Assessment: 
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PART II 

NARRATIVE CONTINUATION 
 
 

 
 
Career Development: 
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PART III 

SIGNATURES 
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