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The performance evaluation includes a five level rating scale:  exceptional performance, exceeds expectations, meets expectations, needs improvement, and unsatisfactory performance.  This rating scale provides managers and supervisors with increased flexibility in considering a greater span of performance circumstances. 
Comments and Documentation
· Required for an individual rating of Unsatisfactory.
· Required for an OVERALL rating of Needs Improvement or Unsatisfactory.
· Required for an OVERALL rating of Exceeds Expectations or Exceptional Performance.

Rating Scale Definitions
The rating definitions apply to the rating of competencies and individual goals.  Use these definitions to guide your rating determinations.

Exceptional Performance (5) – Performance levels and accomplishments far exceed normal expectations.  This category is reserved for the employee who truly stands out and clearly and consistently demonstrates a high level of quality and quantity of work that is easily recognized by others as truly exceptional.

To award an “exceptional performance” rating, the supervisor must be able to describe how the employee’s job performance made a significant contribution* to the success of the organization.
	*Significant contribution – having a very large positive influence or effect, important, (ex. A significant piece of work that establishes a new, higher benchmark for performance); also:  of a noticeably or measurably large amount, (ex. a significant budgetary savings, etc.)

Exceeds Expectations (4) – Performance frequently exceeds job requirements.  Accomplishments are regularly above expected levels.  Performance is sustained and uniformly high with thorough and on-time results.

To award an employee an “exceeds expectations” performance rating for any individual performance factor, the supervisor must be able to describe how the employee’s job performance made a clearly identifiable contribution* to the success of the organization, beyond the typical results that were expected.
*Clearly identifiable contribution – having had a positive influence or effect, also; of noticeable or measurable amount, (ex. processing more work than normal, producing more budgetary savings than typical, etc.).

Meets Expectations (3) – Performance clearly and fully meets all the requirements of the position in terms of quality and quantity of work.  It is described as good solid performance.  While minor deviations may occur, the overall level of performance meets all position requirements, and at times may even exceed them.
	To award an employee a “meets expectations” rating for any individual performance factor, the supervisor must be able to describe how the employee’s performance met the performance expectations set at the beginning of the year’s evaluation period and satisfied the job requirements detailed in the job description.

Needs Development (2) – Performance is noticeably less than expected.  The employee generally meets most job requirements, but struggles to fully meet them all on a regular basis.  The need for further development and improvement is clearly recognized.
To award an employee a “needs development” rating for any individual performance factor, the supervisor must be able to describe how the employee is developing a competency or how the employee’s performance needs improvement.  This rating could be used for (a) a new employee in the position, who is still learning the job responsibilities, or (b) an existing employee who recently gained new responsibilities, or (c) an existing employee who needs improvement or development in performing their job responsibilities. As improvement areas are identified, a corrective action plan should be developed and reviewed with the employee as a follow-up to the performance review.

Unsatisfactory Performance (1) – Performance must improve substantially within a reasonable period of time if the individual is to remain in this position.  The employee is not meeting the job requirements.
	To award an employee an “unsatisfactory performance” rating for any individual performance factor, the supervisor must be able to describe how the employee’s performance over the past year did not meet the performance expectations that were established at the beginning of the year’s evaluation period, how the employee did not satisfy the job requirements contained in the position description, and how their performance negatively impacted the success of the organization.  Any performance evaluation that contains an “unsatisfactory” rating, whether on individual performance factors or on the overall rating, should be reported to the next level of supervision for review.  In addition, any employee who receives a 1-rating must immediately be put onto a corrective action plan, with review by your Human Resources Generalist, or be considered for discharge.
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