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RATING SCALES 

Highly Effective 
Exceptional practice and outcomes + builds capacity of co-

workers 

Effective 
Consistent practice and outcomes 

Developing 
Inconsistent practice and outcomes 

Ineffective 
Unacceptable practice and outcomes 

 
 

1. BEHAVIOR/CONDUCT Cluster 
appropriate behavior for the work setting 
and as would be considered acceptable by 
most people under the circumstances 
a. Integrity 

 adherence to moral and ethical principles  
 honesty 
 consistency 
 doing what is right when no one is watching 

b. Commitment 
 responsibility 
 understanding of role in public service/public trust 
 service orientation 
 understanding role in student achievement 
 results focus 

c. Safety Focus 
 awareness of surroundings 
 adhering to safety standards 

d. Sound Judgment 
 discretion 
 good sense 
 confidentiality of private, sensitive information 
 considers consequences of actions 

2. COMMUNICATION Cluster 
providing and/or receiving information by 
speech, writing, or other means 
a. Eliciting Information 

 obtaining details from others 
 understanding/obtaining information from a variety of 

sources 

b. Providing Information 
 giving information to others 
 consistency in information provided 

c. Written Communication 
 memos, letters, bulletins, etc. 

d. Presentation Skills 
 written reports 
 oral presentations 

3. ADAPTIVENESS Cluster 
adjusting to changing work settings, tasks, 
environments, processes, etc. 
a. Openness to Innovation 

 willingness to try new things 

b. Creativity 
 considers new ways to do things 
 improvement of day-to-day activities 

c. Flexibility 
 ease of transition between tasks 
 response to changes/additions to assignments 
 multi-tasking 

d. Attitude 
 professional attitude 
 in response to challenges 

4. WORK ATTRIBUTES Cluster 
personal impact and impression 
a. Attendance 

 coming to work daily and on time 
 incidents of absence (vs. days); patterns 

b. Resource Management 
 conservation/oversight of assets - supplies, equipment, 

etc. 

c. Project/Self-Management 
 meets timelines; efficient  
 time management 
 planning and preparation 
 organization 

d. Quality of Work 
 maintains focus regardless of workload 
 attention to detail/thoroughness 
 completeness 

5. INTERPERSONAL SKILLS Cluster 
interaction and cooperation with others 
a. Getting Along with Others 

 interactions with co-workers, the public, and with others 
 sensitivity to the needs of others 

b. Relationship Building 
 networking 
 creating mutually beneficial relationships 

c. Teamwork/Collaboration 
 working well with others when working together  

d. Valuing Diversity 
 appreciating what others have to offer 
 cultural diversity 
 ideological differences 

6. PROFESSIONAL/TECHNICAL EXPERTISE 
Cluster 
the skills and abilities necessary to perform 
the job 
a. Technology Savvy 

 using technology to accomplish the work 

b. Work Preparedness 
 skills and abilities needed on the job on a daily basis 

c. Professional Growth 
 engaging in opportunities that allow for job growth and 

career development 
 seeks feedback 
 seeks ways to expand role 

d. Sharing Knowledge/Expertise 

7. LEADERSHIP Cluster 
management and/or supervision of staff 
a. Culture/Environment 

 collective behavior style in the work setting 
 moves towards change 
 establishes goals/focus 
 collaboration 

b. Financial Management 
 conservation and oversight of fiscal resources 

c. People Management 
 oversight of the staff that reports to the position 
 manages performance 
 deals with negative performance 

d. Decision Making 
 considerations 
 adjusts decisions 
 monitors decisions 
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1. BEHAVIOR/CONDUCT Cluster 
appropriate behavior for the work setting and as would be considered acceptable by most people under the circumstances 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes +  

builds capacity of co-workers 

a.Integrity 
 adherence to 

moral and 
ethical 
principles  

 honesty 
 consistency 
 doing what is 

right when no 
one is watching 

May be indifferent or oblivious to 
conflicts of interest.  May take 
inappropriate shortcuts in completing 
work assignments.  May be dishonest 
in dealing with customers, co-workers, 
supervisors, or other, and exaggerate 
or distort facts. 

May engage in activities that could be 
considered conflicts of interest because 
s/he considers them minor or indirect.  
Demonstrates honesty and sincerity in 
encounters with others, but not 
consistently.  May provides vague 
information, omit negative information or 
only state what listeners “want to hear.” 

Refrains from behavior that may appear to 
be a conflict of interest.  Consistently 
demonstrates honesty and sincerity in 
encounters with others as it relates to the 
work in the District.  Is forthcoming when 
questioned.  Builds trust through reliability 
and authenticity. 

Identifies ethical dilemmas and conflict of 
interest situations and takes action to avoid 
and prevent them.  Often points out ways 
that the integrity of a situation can be 
improved by modeling behavior or 
providing support to co-workers.  Provides 
complete and accurate information, and 
includes any negative information or 
information contrary to self-interest. 

b.Commitment 
 responsibility 
 understanding 

of role in public 
service/public 
trust 

 service 
orientation 

 understanding 
role in student 
achievement 

 results focus 

May blame others or make excuses for 
errors or lapses in performance.  May 
avoid helping customers.  May be 
indifferent to customer needs or 
values.  May not value his/her role in 
the organization because s/he “doesn’t 
get paid enough.”  May work in such a 
way that demonstrates that s/he does 
not understand his/her role in student 
achievement.  May focus exclusively on 
the organization's functional 
operations rather than its impact on 
customers. 

Takes work responsibilities seriously, but 
may wait for assignments.  May find other 
activities to occupy himself/herself at times 
when work should be the focus.  Meets 
minimal customer service requirements. 

Readily admits mistakes and gives credit to 
others.  Accepts responsibility for outcomes 
(positive or negative) of one’s work.  
Carries his/her fair share of the workload.  
Shows interest in and understands the 
needs, expectations, and circumstances of 
internal and external customers.  Considers 
his/her actions in light of the student-
centered environment.  Has a sense of 
responsibility regarding his/her role in 
student success.  Acts in the best interest of 
the organization, not self-interest. 

Readily admits mistakes and proposes 
solutions to resolve resulting issues.  
Credits others as appropriate and highlights 
benefits to his/her work.  Carries his/her 
share of the workload and helps others 
with their load if s/he has time.  Ensures co-
workers recognize their responsibility for 
customer service and acts as a role model.  
Engages the customer as a partner in 
delivering service and seeks and uses 
customer feedback to improve 
services/products.  Is aware of his/her 
responsibilities to the public and students 
of the District.  Maintains a clear focus on 
desired results, and is persistent in 
attempts to achieve them. 

c. Safety Focus 
 awareness of 

surroundings 
 adhering to 

safety 
standards 

May not behave in a safe manner.  May 
disregard or be indifferent to safety 
procedures or precautions.  May take 
short-cuts that increase health and 
safety risks to self or others. 

May be aware of obvious safety hazards, 
but unaware of those that are less obvious.  
May be aware of safety standards, but may 
take shortcuts on occasion. 

Maintains awareness of personal safety to 
avoid injury or property damage during all 
work activities.  Adheres to all safety 
practices of the trade and workplace. Is 
prepared for emergencies. 

Recognizes potential hazards in the 
workplace and sees that they are 
addressed.  Models safety awareness for 
others.  Demonstrates a high safety focus.  
Encourages and supports others to be safe 
in their work activities. 

d.Sound Judgment 
 discretion 
 good sense 
 confidentiality 

of private, 
sensitive 
information 

 considers 
consequences of 
actions 

May behave inappropriately in the 
work setting.  May mishandle or be 
careless with confidential information.  
May not consider or understand the 
consequences of work activities.  May 
be risk averse or take extreme risks. 

Demonstrates discretion when it is obvious, 
but may be less aware of this under more 
subtle circumstances.  Generally maintains 
confidentiality when working with private 
or sensitive information, but may be more 
careless during the work day on a few 
occasions.  Considers some or most of the 
consequences of his/her actions and 
activities, but may under/overestimate 
pushback or consequences. 

Demonstrates sensitivity to surroundings 
and circumstances and acts accordingly.  
Maintains and respects the confidentiality 
of information and adheres to District 
policies regarding confidential matters.  
Considers the consequences of his/her 
actions and activities in order to avoid 
causing misunderstanding or 
misinterpretation. 

Models and exercises sound judgment 
regarding personal conduct  Acts to protect 
and does not violate or compromise the 
confidentiality of information and reminds 
others to do the same when circumstances 
warrant it.  Prior to implementing 
something, considers potential 
consequences and how to resolve them, 
and engages others to provide their 
perspective.  Helps others assess risk. 
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2. COMMUNICATION Cluster 
providing and/or receiving information by speech, writing, or other means 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes + 

builds capacity of co-workers 

a.Eliciting 
Information 
 obtaining 

details from 
others 

 under-standing/ 
obtaining 
information 
from a variety 
of sources 

May interrupt speaker.  May ask for 
information already given due to 
inattention.  May make only a cursory 
effort in identifying and gathering 
relevant data. May misinterpret the 
information obtained.  May fail to 
identify appropriate sources of 
information.  May regularly refer those 
seeking information to others. 

Asks questions to obtain information from 
others, but may not always listen to the 
answer.  May be able to elicit the desired 
information most of the time, but may also 
have to follow-up in some cases.  May 
conduct superficial search of information 
sources.  Gathers information readily from 
most familiar sources, but may not seek 
out additional sources.  May have to obtain 
the same information repeatedly because 
s/he has difficulty grasping information. 

Shows attention through verbal and non-
verbal cues (e.g., eye contact, smiling, 
nodding, body orientation).  Asks 
appropriates questions, listens attentively, 
and restates the answer to insure that it is 
correct.  Obtains necessary information 
through scrutiny of existing files, correctly 
identifies and obtains other sources of 
information, and/or consults with others as 
necessary. 

Probes skillfully to get at the facts when 
others are reluctant to provide full, 
detailed information.  Serves as a role 
model for co-workers in this area.  
Summarizes or paraphrases what listeners 
say to verify understanding and prevent 
miscommunication.  Exhibits insight in 
identifying where information might be 
found.  Accurately assesses situations, 
seeks new information if necessary, and 
applies all available information to 
formulate effective responses. 

b.Providing 
Information 
 giving 

information to 
others 

 consistency in 
providing 
information 

May provide information that is 
inaccurate, untimely, inconsistent, 
unnecessary, or lacking in 
importance/relevance.  May dominate 
conversation or be insensitive as to 
when it's someone else's turn to talk.  
Articulation and pronunciation may 
make communication unintelligible.  
May condescend or oversimplify 
messages. 

Provides appropriate information in most 
cases, but may misunderstand question in 
some instances.  Unable to respond to all 
inquiries, and may not propose to get the 
answer.  Seeks out new information or 
stays aware of changes, but may not share 
his/her knowledge with co-workers or 
others. 

Provides direct, informative, accurate 
responses to customer.  Acknowledges 
when one doesn't know something and 
takes steps to find out.  Considers the 
audience and explains in a style 
appropriate to their understanding.  If s/he 
needs to get back to person with an 
answer, will do so in a reasonable period of 
time.  Shares ideas and information with 
others who might find them useful. 

Ensures that the customer’s concerns have 
been fully addressed.  Effectively responds 
to atypical situations.  Always considers the 
audience when providing information in 
order to avoid being condescending or 
oversimplifying the message, and avoids 
technical language unless appropriate.  
Stays informed about developments, 
changes in policy or processes and shares 
information with others to ensure a 
consistent organization response. 

c. Written 
Communication 
 memos, letters, 

bulletins, etc. 

May have numerous errors in 
vocabulary, grammar, sentence 
structure, spelling, and/or punctuation.  
Points may be unclear and/or messages 
disorganized.  May not write to the 
appropriate audience understanding.  
Requires extensive editing or revision. 

While writing may contain errors in 
vocabulary, grammar, syntax, etc., once 
corrected, they are usually not repeated.  
Grasps the importance of good writing, but 
may occasionally be too formal or informal 
and not always clear on the audience’s 
level of understanding. 

Uses correct vocabulary, grammar, syntax, 
sentence structure, etc., in writing style 
that is appropriate to the type of writing in 
question, whether memos, letters, articles, 
reports, e-mails, etc. 

Writes in a clear, understandable style and 
always appropriately for the type of writing 
and the audience.  Makes himself/herself 
available as a resource to review the 
writing of co-workers and others. 

d.Presentation 
Skills 
 written reports 
 oral 

presentations 

May not adapt style or tone to achieve 
effect.  May express ideas which are not 
fully thought out.  May use incorrect 
grammar or poor word choice or too 
much or too little technical information.  
May lack organization, focus, or clarity, 
ultimately confusing the audience.  May 
overuse acronyms.  May misuse or 
overuse bullet points, tables, or charts.  
May lack the confidence and 
persuasiveness to engage an audience. 

Makes clear presentations, but may not 
include sufficient supporting information or 
visual aids to clarify for the audience.  
Writes clear reports, but occasionally 
includes too much or too little detail.  
Makes good oral presentations, but may 
not adjust based on audience 
understanding in all instances. 

Presents information clearly and in an 
organized manner.  Adjusts vocabulary, 
formality, style and tone according to the 
audience and purpose.  Delivers the right 
amount of information in the time given.  
Makes clear presentations with 
appropriate supporting information and/or 
visual aids to enhance audience 
understanding.  Uses bullet points and 
tables to organize and present information 
that is detailed or complex.  Uses tone, 
inflection, pauses, and body language for 
increased impact. 

Makes clear, complete presentations, in 
written or oral format using visual aids and 
clarifying information.  Sets an example for 
others.  Reports are clear and concise and 
provide both summary information and 
detail so that any audience can read to 
their level of understanding.  Conveys 
confidence, poise, and expertise.  Reads 
the expressions and body language of the 
audience and adjusts or responds 
appropriately. 
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3. ADAPTIVENESS Cluster 
adjusting to changing work settings, tasks, environments, processes, etc. 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes +  

builds capacity of co-workers 

a.Openness to 
Innovation 
 willingness to 

try new things 

May continue to use work practices 
that are well-known to him/her rather 
than learning and using more efficient 
or current practices.  May demonstrate 
resistance to change. 

Is willing to try new ways of doing things, 
but may require quite a bit of direction or 
clarification. 

Responds to change in a positive manner, 
quickly adapting work methods or learning 
and implementing new methods or 
procedures. 

Treats change and new situations as 
opportunities for learning and growth.  
Helps others if they have difficulty with 
adjusting to change.  Demonstrates clear 
understanding of advantages/drawbacks to 
proposed changes. 

b.Creativity 
 considers new 

ways to do 
things 

 improvement of 
day-to-day 
activities 

May consider such actions to be 
beyond the scope of his or her job.  
May fail to recognize or bring attention 
to problems and opportunities for 
improvement.  May allow work to 
continue in a disorganized or inefficient 
fashion. 

Considers new ways to complete work 
activities but may fail to get approval or 
consider all consequences in some cases.  
May be able to identify process problems, 
but not fully able to think of creative 
solutions in all cases. 

Innovative when contributing to 
organizational and individual objectives.  
Seeks ways to continuously improve 
existing methods, processes, systems, and 
products.  Recognizes the merits of 
different approaches and uses them in 
accomplishing work activities.  Adapts best 
practices and processes to the work. 

Encourages others to consider new ways of 
doing things and may recommend changes 
to activities, even if not responsible for 
them.  Seeks out and/or develops different 
work products or ways of doing work in 
order to improve services and/or increase 
productivity.  Translates adversity into 
opportunities for improvement. 

c. Flexibility  
 ease of 

transition 
between tasks 

 response to 
changes/ 
additions to 
assignments 

 multi-tasking 

May complete a preferred task before 
moving on to a necessary task.  May be 
unwilling to add new tasks, or replace 
old ones.  May state, in advance, what 
s/he will and will not do.  May be 
unwilling or unable to manage multiple 
tasks and deadlines.  May be slow or 
refuse to change the way one carries 
out work tasks or duties. 

Is willing and able to adjust work tasks and 
can work on multiple tasks, but has some 
difficulty transitioning smoothly between 
tasks.  May get overwhelmed with multiple 
assignments. 

Readily accepts and adjusts quickly to 
changes in assignments and priorities.  Re-
prioritizes projects to incorporate 
additional demands without difficulty.  Can 
effectively handle several challenging 
problems or tasks at once.  Changes 
behavior to more effectively respond to 
differences or changes in situations, 
circumstances, objectives or people.  Re-
evaluates decisions when presented with 
new information. 

Focuses on the beneficial aspects of 
change; speaks positively about the change 
to others.  Recognizes and manages the 
challenges that can accompany change.  
Can effortlessly adjust work tasks when 
needed, and can clearly see the importance 
of changing priorities and how work tasks 
are interrelated.  Demonstrates willingness 
to modify a strongly held position in the 
face of additional evidence. 

d.Attitude 
 professional 

attitude 
 in response to 

challenges 
 

May hold on to grudges, or be 
unapproachable.  May frequently make 
negative comments regarding the work 
environment.  May be indifferent, rude, 
or difficult to do business with.  May be 
disruptive or demonstrate distracting 
behavior. 

Tries to stay positive under most 
circumstances.  Generally maintains 
composure and a positive attitude, but may 
occasionally respond negatively under 
pressure. 

Maintains a calm and focused demeanor.  
Is responsive, pleasant, professional, and 
easy to do business with.  Handles 
complaints and disputes with composure 
and tact.  Rarely, if ever, makes negative 
comments regarding work environment.  
Deals with challenging situations calmly 
and diplomatically, diffusing tension. 

Sets an example for co-workers.  Subtly and 
positively discourages others from 
negativity.  Maintains a calm and task-
oriented approach to work even under 
circumstances of conflict or adversity.  
Always behaves respectfully.  Maintains 
composure in the face of high workload, 
competing or conflicting demands, 
ambiguous assignments, interruptions and 
distractions. 
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4. WORK ATTRIBUTES Cluster 
personal impact and impression 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes + 

builds capacity of co-workers 

a.Attendance 
 coming to work 

daily and on 
time 

 incidents of 
absence (vs. 
days); patterns 

May be frequently absent or late.  May 
not understand why it's important to be 
at work on a regular basis.  May take 
advantage of all leave opportunities 
(e.g., uses all illness days because 
"entitled" to them).  May only come to 
work to put in his/her time. 

Understands the importance of coming to 
work on a regular basis, but may consider 
illness days an entitlement.  May need to 
schedule more personal appointments 
outside of work time in order to improve 
attendance. 

Is punctual and present for work.  
Understands the importance of coming to 
work on a regular basis.  Comes to work 
unless contagious or unable to physically. 

Only misses work when absolutely 
necessary.  Strongly committed to being at 
work and understands why this is 
important for continuity and for supporting 
student achievement. 

b.Resource 
Management 
 conservation/ 

oversight of 
assets - 
supplies, 
equipment, etc. 

May not consider managing resources 
as part of his/her job.  May be wasteful, 
especially when physical resources are 
funded by others.  May not 
demonstrate an approach to resource 
management that is efficient or 
organized. 

Demonstrates resource management, 
especially if funded by the department.  
May need to consider some innovative 
ways to save beyond what s/he is already 
doing. 

Uses resources efficiently and works 
effectively within budget limits, if 
applicable.  Takes action as if the financial 
or other risks are his/her own.  
Demonstrates good resource management 
by finding ways to stretch supplies, 
equipment, etc., even if not funded by 
department’s budget. 

Identifies wasteful practices and 
opportunities for optimizing resource use.  
Demonstrates strong resource 
management and encourages the same for 
co-workers. 

c. Project/Self-
Management 
 meets timelines; 

efficient  
 time 

management 
 planning and 

preparation 
 organization 

May not effectively manage his/her 
time, thus always seeming 
overwhelmed.  May expect others to 
take up the slack.  May procrastinate.  
May not plan work activities in order to 
complete tasks/projects on time.  May 
consistently over/under estimate 
length of time to complete an activity. 

Meets most of his/her deadlines, with 
some exceptions.  Manages time well in 
most cases, but may sometimes need to 
put in extra time to complete work.  
Generally able to plan and organize work in 
order to ensure timely completion. 

Consistently meets timelines, even in the 
event of unanticipated or mitigating 
circumstances.  Manages time and works 
diligently to complete assigned work/fulfill 
responsibilities with minimal supervision.  
Knows status of one's own work at all 
times.  Determines the logically necessary 
sequence of activities.  Anticipates and 
prepares for upcoming events ensuring 
adequate resources are available.  Able to 
clearly understand how long various 
activities will take and planning and 
accomplishing them as required.  
Recognizes and addresses the 
interdependencies of activities and 
resources. 

Helps others manage their time.  Develops 
efficiencies to improve timely completion 
of tasks and avoid redundancy.  Plans work 
carefully and follows the plan or makes 
adjustments if it is disrupted.  Breaks down 
the activities required to complete a 
task/project and plans and organizes to 
ensure timeliness.  Demonstrates 
leadership in planning ahead, prepares for 
expected upcoming activities.  Takes 
advantage of available resources (e.g., 
individuals, processes, departments, and 
tools) to complete work efficiently, and not 
overburden self or others. 

d.Quality of Work 
 maintains focus 

regardless of 
workload 

 attention to 
detail/ 
thoroughness 

 completeness 

May lose track of the goal or be 
sidetracked by trivial details.  May have 
difficulty following instructions.  May 
be careless, making numerous mistakes 
when working.  Work may need to be 
regularly reviewed for accuracy and 
completeness.  May try to get by on the 
least amount of effort necessary. 

Accomplishes most work tasks well, but 
may become distracted at times.  Makes 
occasional mistakes, but corrects them as 
requested.  Inconsistent quality of work.  
May spend too much time on a project in 
order to get it “perfect.” 

Stays clear and focused on what is 
expected or needs to be accomplished.  
Does not become distracted by 
unimportant or irrelevant issues.  Keeps 
functioning effectively under critical and 
tight deadlines, heavy workloads, and/or 
other pressures.  Shows a high level of care 
and thoroughness in handling the details of 
the job.  Knows when something is done 
and moves on to the next thing. 

Maintains focus and quality under 
distracting working conditions and high 
workload.  Sets, commits to, and maintains 
high standards for quality work and 
responsiveness in providing services.  
Extremely careful in addressing all aspects 
of each work assignment in order to 
produce “completed staff work” and/or 
avoid any negative outcomes.  Considers 
changes in final work product to ensure 
usability by recipient.  Performs follow-up 
to ensure quality of work product and/or 
actions are completed. 
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5. INTERPERSONAL SKILLS Cluster 
interaction and cooperation with others 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes + 

builds capacity of co-workers 

a.Getting Along 
with Others 
 interactions 

with co-
workers, the 
public, and with 
others 

 sensitivity to the 
needs of others 

May lack approachability and ease in 
building rapport with others.  May be 
abrupt, or may spend more time than 
necessary discussing non-work related 
matters.  May not remain calm under 
most circumstances.  May be 
uninterested in or unable to consider 
situations from the point of view of 
others, and may arouse further tension 
or antagonism. 

Generally calm and civil when interacting 
with others, but may occasionally be 
abrupt or overly friendly. Is generally 
sensitive to the circumstances of others, 
but may react somewhat inappropriately 
on occasion. 

Makes others feel comfortable by 
responding in ways that convey interest in 
what they have to say.  Expresses gratitude 
and appreciation to others who have 
provided information, assistance, or 
support.  Maintains an open and 
approachable manner and easily builds 
rapport with others.  Displays sensitivity of 
others’ circumstances and viewpoints. 

Diffuses conflict at work; uses other means 
of addressing interpersonal friction, 
disagreement, or competing goals.  Sets an 
example for others in this area.  Anticipates 
how others will react to a situation.  Finds 
non-threatening ways to approach others 
about sensitive issues.  Appreciates that 
multiple circumstances may be causing 
others to behave in a certain way and is 
sensitive to their needs. 

b.Relationship 
Building 
 networking 
 creating 

mutually 
beneficial 
relationships 

May only interact with those within 
his/her small work setting.  May be 
unwilling to network with others for 
mutual benefit. 

Understands the importance of networking 
and developing mutually beneficial 
relationships, but may have difficulty 
accomplishing this. 

Develops and maintains work relationships 
and continuously works to improve 
relationships, contacts, and networks.  
Solicits the input of others who are 
affected by plans or actions.  Cooperates 
and works to gain support and 
commitment from others when performing 
tasks.  Fosters an environment that 
emphasizes knowledge sharing and group 
participation.  Interacts effectively with 
others to achieve mutual objectives; readily 
offers assistance to others to facilitate their 
goal accomplishment. 

Fosters cooperation, collaboration, and 
communication to facilitate consensus and 
accomplish tasks.  Has a vast network of 
contacts within and outside his/her 
department, and within and outside the 
District.  Relies on his/her network to help 
navigate various issues, and is very willing 
to help others.  Involves stakeholders in the 
decision-making or problem-solving 
process as early as possible.  Finds areas of 
agreement when working with conflicting 
individuals or groups. 

c. Teamwork/ 
Collaboration  
 working well 

with others 
when working 
together  

May not fully participate in the team or 
may interact with only part of the team.  
May prefer to work by himself/herself.  
May assume responsibility for all the 
work due to lack of confidence in 
others, or fail to contribute. 

Participates in team activities and shares 
work, although not in every situation.  
Depending on the team setting, may 
assume more or less work based on his/her 
comfort. 

Is approachable and receptive to others' 
contributions.  Assigns credit to team for 
accomplishments.  Solicits input from team 
members.  Participates in team activities 
and ensures that s/he does not do all the 
work, nor avoid all the work; understands 
the importance of everyone’s role on the 
team. 

Puts team results ahead of personal 
success.  Able to participate in team and 
encourage others that are less comfortable 
in the setting.  Actively seeks and 
encourages others to contribute their 
points of view, ideas, and suggestions.  
Provides constructive criticism and 
feedback to team members to improve 
overall functioning of team. 

d.Valuing Diversity 
 appreciating 

what others 
have to offer 

 cultural 
diversity 

 ideological 
differences 

May not be effective in relating to 
people/groups different from 
himself/herself.  May not appreciate 
the importance of varying perspectives 
to resolve situations. 

Appreciates the contributions of those with 
whom s/he works in most situations.  
Usually appreciates varying perspectives to 
resolve issues. 

Accepts all forms of diversity, including 
different, even contrary, points of view.  
Refrains from behavior or language that is 
exclusionary or offensive in nature.  
Respects others regardless of differences in 
interest, perspectives, background, and 
organizational level. 

Recognizes the potential for diversity to 
strengthen the organization.  Welcomes 
and fully considers diverse points of view, 
and makes every effort to ensure others do 
the same.  Learns more about people of 
diverse backgrounds (e.g., special issues, 
social norms, decision-making approaches, 
preferences, personal values) in order to be 
more effective in his/her interactions. 

  



rev. 011315 

6. PROFESSIONAL/TECHNICAL EXPERTISE Cluster 
the skills and abilities necessary to perform the job 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes +  

builds capacity of co-workers 

a.Technology Savvy 
 using 

technology to 
accomplish the 
work 

May avoid using technology in tasks or 
prefer to use manual methods over 
automated ones.  May insert 
technology without analyzing the needs 
and requirements of the users. 

Works with technology that s/he is 
provided but may not always use it to its 
full potential.  Knows how to use software 
for basic functions, but not always able to 
expand on that. 

Proficient with equipment and computer 
applications used on the job.  Finds ways to 
apply technology to tasks to increase 
speed, quality, or create new capabilities.  
Correctly applies technology as required on 
the job; conceptualizes improvements in 
work through introducing and/or 
enhancing use of technology. 

Is creative and visionary in the application 
of technology to improve services and 
productivity.  Identifies new technology 
that can be applied to improve existing 
operations.  Is open to learning new 
technology techniques to enhance the job.  
Recommends to others ways that they can 
utilize technology and may show them 
how.  Staff may frequently go to this 
person for help with technology-related 
problems. 

b.Work 
Preparedness 
 skills and 

abilities needed 
on the job on a 
daily basis 

May show little technical knowledge 
beyond layperson's level of familiarity.  
Knowledge and skill may be largely 
obsolete, out-of-date, or overly narrow 
for the duties of the job.  May not 
consider changes that s/he could make 
to improve.  May rely on others for new 
methods. 

May not adapt with the field as it changes 
in all cases.  Does not fully anticipate work-
related needs that could improve on-the-
job effectiveness.  May possess only the 
skills necessary to complete the tasks for 
which s/he is responsible. 

Is comprehensively knowledgeable of the 
most current information, theories, 
techniques, practices, and procedures of 
the field.  Has clear developmental record 
of formal and on-the-job acquisition of 
knowledge and skills of the occupation.  
Aware of external resources available in 
the field.  Even as the field evolves, adapts 
in the best methods for completing work. 

Expertise in technical job information 
sufficient to serve as a resource to others.  
May develop training manuals/programs 
and/or give internal and/or external 
presentations related to work.  Knows 
sources of information (publications, 
websites, professional associations), 
college programs, consultants, vendors, 
and peers within field of endeavor; 
accesses them when needed.  Engages with 
others performing similar work activities in 
order to share ideas and brainstorm. 

c. Professional 
Growth 
 engaging in 

opportunities 
that allow for 
job growth and 
career 
development 

 seeks feedback 
 seeks ways to 

expand role 

May fail to seek or act on performance 
feedback.  May be unwilling to 
participate in growth activities, relying 
instead on others to provide the 
information.  May not understand the 
importance of staying current.  May 
have little connection with the people 
or practices in the industry outside of 
his/her own organization. 

May participate in some activities that help 
him/her advance in the field, but these may 
be restricted to a limited focus.  Does not 
fully apply obtained knowledge to work 
activities. 

Seeks and uses feedback on how to 
improve performance and identify 
appropriate areas for learning.  Seeks out 
education, training and/or experience to 
enhance current job performance and/or 
promotion potential.  Specifies promotional 
goals in order to prepare properly.  Puts 
self in unfamiliar or uncomfortable 
situations in order to learn.  Seeks out 
opportunities to gain additional operational 
exposure and experience. 

Demonstrates self-reflection and solicits 
feedback from others regarding 
performance.  Actively pursues training 
opportunities and other developmental 
activities at work and on own.  Strives for 
mastery of current assignment and 
identifies promotional options and 
associated developmental needs.  Seeks 
opportunities to master new knowledge.  
Monitors the key political, economic, and 
demographic trends affecting the industry. 

d.Sharing 
Knowledge/ 
Expertise 

May not have any special knowledge or 
expertise to share with co-workers.  
May not share expertise in order to 
attempt to be indispensable. 

May know how to improve job-related 
processes, but does not show sufficient 
initiative to share knowledge. 

Readily communicates new, job-related 
information to all employees to whom it is 
relevant.  Shares expertise in his/her work 
with colleagues and others. 

Shares job knowledge and experience to 
serve as a mentor or coach to others.  
Creates standard operating procedures, 
work manuals, and other policy/procedure 
guidelines that foster continuity of 
operations and organizational resilience. 
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7. LEADERSHIP Cluster (supervisors/managers only) 
management and/or supervision of staff 

 
Ineffective 

Unacceptable practice and outcomes 
Developing 

Inconsistent practice and outcomes 
Effective 

Consistent practice and outcomes 

Highly Effective 
Exceptional practice and outcomes +  

builds capacity of co-workers 

a.Culture/ 
Environment 
 collective 

behavior style in 
the work setting 

 moves towards 
change 

 establishes 
goals/focus 

 collaboration 

May behave negatively when changes 
occur, which allows staff to follow.  
May not understand that all employees 
have a role in student achievement.  
May be generally passive regarding the 
direction and goals of the group or 
prefer to be "one of the group."  May 
deal only with day-to-day business and 
ignore the strategic direction of the 
organization.  May be indifferent to the 
morale or commitment of the group.  
May not share information or 
knowledge. 

May focus on department functions rather 
than what is good for the students/District 
in some cases.  Tries to set a positive tone, 
but not always successful.  Shares most key 
information, but occasionally does not see 
that it is important. 

Demonstrates commitment to innovation 
and continuous improvement.  Acts to align 
own unit's goals with the strategic 
direction of the organization.  Sets the tone 
for the office as one where student 
achievement is the prime consideration 
and encourages all to appreciate their role 
in that.  Creates a positive work 
environment in which all are motivated to 
do their best.  Acknowledges and considers 
suggestions for improvement.  Ensures that 
important information from management 
is shared as appropriate. 

Encourages staff to consider the good of the 
students/District.  Suppresses negativity; 
demonstrates positive behaviors.  Aligns 
staff to goals, delegates effectively, 
motivates others, gives clear direction, and 
initiates projects or actions.  Challenges self 
and others to think creatively and to 
identify novel approaches that have 
improvement potential.  Fosters an 
environment conducive to open, 
transparent communication.  Shares ideas 
and perspectives and encourages others to 
do the same. 

b.Financial 
Management 
 conservation 

and oversight of 
fiscal resources  

May not track budget and expenditures 
regularly.  May not be innovative 
regarding saving money.  May not be 
able to plan for future budget cycles.  
May fail to leverage available funds for 
most strategic use.  May not make 
financial decisions based on a spending 
plan or priorities. 

Tracks budget and expenditures, but may 
not remain within budget.  May fail to plan 
for contingencies.  Is able to plan for the 
annual work activities of the unit in most 
cases. 

Is aware of cost implications when making 
organizational decisions.  Seeks ways to 
reduce costs.  Identifies and considers the 
financial risks of decisions.  Spends 
organizational funds wisely and 
strategically.  Monitors and verifies 
ongoing cost effectiveness. 

Tracks data and implements innovative 
ways to reduce costs.  Forecasts and 
carefully monitors budget usage and makes 
needed adjustments to ensure that vital 
costs will be covered.  Complies with 
administrative controls over funds, 
contracts, and procurements, to preclude 
fraud or mismanagement of government 
resources. 

c. People 
Management 
 oversight of the 

staff that 
reports to the 
position 

 manages 
performance 

 deals with 
negative 
performance 

May overly control activities or be 
reluctant to share power with 
subordinates.  May be disorganized or 
not aware of what staff is doing.  May 
not provide useful feedback, 
suggestions, or support for others' 
performance or growth.  May not 
delegate on the basis of the 
subordinates' abilities or 
developmental needs, or with little 
thought or foresight.  May let poor 
performance go or not properly follow 
steps of progressive discipline. 

May not be fully aware of staff activities. Supports others' career and development 
plans.  Provides the necessary guidance 
and resources when assigning work.  
Shares information, advice, and 
suggestions to help others to be more 
successful; provides effective coaching.  
Rewards and reinforces positive 
performance.  Conducts performance 
appraisal and provides feedback.  
Intervenes quickly in response to poor 
performance. 

Helps staff to focus on goals and results.  
Demonstrates awareness of staff 
responsibilities and encourages them to 
maintain their focus.  Mentors other 
supervisors/managers.  Uses appropriate 
methods and a flexible interpersonal style 
to help others develop.  Tailors feedback to 
the individual in a manner that maintains 
self-esteem.  Addresses change resistance 
with people who feel a loss as a result of 
change.  Engages people in reflecting and 
learning from both success and failure. 

d.Decision Making 
 considerations 
 adjusts 

decisions 
 monitors 

decisions 

May make decisions reluctantly or 
attempt to avoid risk through over-
analysis.  May make decisions too 
quickly or impulsively.  May want to 
make all the decisions.  May rationalize 
bad decisions and exacerbates them by 
not changing course.  May fail to 
monitor impact of decisions. 

Makes rational decisions under most 
circumstances, but may fail to consider all 
factors in some instances.  Reluctant to 
adjust decisions made based on new 
information.  Monitors outcomes of 
decisions, but slow to respond when there 
is an issue. 

Has a clear rationale for decisions.  Learns 
from previous decisions.  Takes action that 
is consistent with available facts, 
constraints, and probable consequences.  
Shows trust and grants authority for 
decision making within set boundaries.  
Stands by decisions made by those 
empowered.  Modifies decisions based on 
new information when appropriate.  
Monitors outcomes of decisions. 

Takes actions in which the benefits to the 
efficiency and effectiveness of service 
delivery are weighed against potential risks.  
Considers conflicting needs, options, and 
information and makes the "tough" 
decisions.  Considers as much information 
as possible in advance of making decisions.  
Evaluates the chosen course of action after 
it has been implemented in order to 
determine its efficacy. 

 


