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**Important changes for this year. See opening paragraph **
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EVALUATION PROCESS 

2022-2023 School Year: 

Welcome back to another great school year!  The following information details the evaluation process 
for the 2022-2023 school year.  As in previous years, non-licensed evaluations for the 2022-2023 
school year are required. The Human Resources Department is working in conjunction with the CIA 
and HRIS Departments to make changes to the annual evaluation that would simplify 
the evaluation process. 

The changes for the 2022-2023 school year evaluations should not impact the goal setting or the mid-
year review process and will be seen during the final evaluation process. We are considering the 
following changes for the 2022-2023 school year. 

1. Eliminating the Accomplishment section of the evaluation.

2. Shifting to requiring the employee acknowledgement section which would occur after the
manager submits the evaluation so that the employee can review their evaluation and acknowledge
receipt. Once the employee submits their acknowledgement portion the manager will receive a notice
and be able to submit the final acknowledgment for the evaluation.

3. Implement new cut scores for the final evaluation score that match the licensed evaluation
system and traditional math rounding rules.

Please provide any feedback or suggestions to Dion Killingsworth, Director of Human Resources. 

Keys to a Successful Evaluation Process: 

It is important to ensure that the staff members you are evaluating are under your organization chart. 
Your team should discuss who they are evaluating and then have your site support team make the 
changes in Workday.  
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TIMELINE 

The timeline for the evaluation process for the 2020-2021 school year is as follows: 

Classified and Admin/Pro/Tech Evaluation 
Goal Setting September 12 - October 28, 2022 

Mid-Year Evaluation Window Opens December 5, 2022 

Mid-Year Evaluation and Meetings Due January 13, 2023 

Final Evaluation Window Opens April 3, 2023 

Final Evaluations and Meetings Due for school year staff May 12, 2023 

Final Evaluations and Meetings Due for school year staff June 30, 2023 

Late Hire Evaluation Guidance ● Employees hired prior to March 1st are required to
have a final evaluation.

● Employees hired on or after March 1st are not
required to have a final evaluation.

● See the Classified and Admin/Pro/Tech Performance
Evaluation Guidelines for more information.

Adjusted timeline for mid-year hires 
• Employees hired prior to March 1, are required to have a performance evaluation.
• Employees hired on or after March 1, are not required to have an evaluation until

the following school year.
• Employees transferring into a new position after March 1, must be evaluated by

the supervisor of the previous position.  The new supervisor is responsible for
submitting the evaluation; but they should gather feedback from the previous
manager.

Overall Evaluation Process: 

The evaluation process for classified/administrative/professional/technical employees is 
completed in Workday.  There are some administrative employees whose evaluations are 
completed in InspireEd. Check with your supervisor if you are unsure which system is 
applicable to you. Remember when completing the evaluation classified employees need to 
complete the process in Workday during the employee’s work time, or the employee must be 
compensated for their efforts outside of the employee’s work schedule.  The timeframe 
required to complete the final evaluation should not be more than one hour. 

The steps in the evaluation process are as follows: 

1. Goal Setting - The goal setting process is optional, but strongly recommended for the 2022-2023
school year.  Goals may be set at any time during the school year by the employee or the manager.
Ideally, goals will be set in the August-October timeframe in order to give employees enough time to
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complete their goals. Managers may elect to set organizational goals for their employees that tie to 
overall department or district goals.  Employees may set personal/professional goals. It is up to the 
manager and the employee to determine the number of goals to be set; however, it is recommended not to 
have more than 5 goals for the school year. 

Remember that an overall goal can span more than one year in length with specific milestones set to be 
achieved during the school year.  For example, if the overall goal is to implement a new software 
application by 2024, tasks that need to be completed this school year towards achieving the overall goal 
can be listed as goals. Goals from the former year that no longer apply need to be archived it the goals 
were not mark and completed the prior year.  

When goals have been completed, be sure to archive them in Workday so they don’t show as active. 

Setting S.M.A.R.T. Goals 

A goal is a general statement about a desired outcome with one or more specific objectives that 
define in precise terms what is to be accomplished within a designated time frame. A goal 
describes accomplishment, not activities. 

S.M.A.R.T. Goals are:

Specific: Goal objectives should address the five W’s… who, what, when, where, and why.  
Use action verbs… create, design, develop, implement, produce, etc. Example: Resolve 
accounting discrepancies within 48 hours. 
Measurable: Goal objectives should include numeric or descriptive measures that define 
quantity, quality, cost, etc. How will you and your staff member know when the goal has 
been successfully met? Example: Increase lunch meals by 2% this year. 

Achievable: Goal objectives should be within the staff member’s control and influence; a goal 
may be a “stretch” but still feasible. Is the goal achievable with the available resources? Is the goal 
achievable wi th i n  the timeframe originally outlined? Example: Obtain the XYZ professional 
certification within two years. 

Relevant: Goals should be instrumental to the mission of the department (and ultimately, the 
organization). Why is the goal important? How will the goal help the department achieve its 
objectives?  Example: Develop and implement a diversity recruitment plan that increases the 
number of diversity candidates by ten percent. 

Time-bound: Goal objectives should identify a definite target date for completion and/or 
frequencies for specific action steps that are important for achieving the goal. Example: 
Respond to all emails and p h o n e  calls within 16 working hours. 

Examples: 

• Implement guided activities at recess to increase student engagement by June 30, 2023.  4
guided activities implemented is Highly Effective, 3 is Effective, 2 is Partially Effective, 1 or
less is Ineffective.
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• Shorten response time on stakeholder inquiries from 1 day to 4 hours by October 31, 2023.
HE is less than 4 hours, E is 4 hours, PE is 8 hours, anything over 8 hours is I.

• I will improve in the competency, adaptability, by taking the Mastering Change classes and
using my learning by leading my team through one of the change activities.  HE = completing
the class and developing and training on the activity.  E= completing the class, developing the
training and scheduling the activity.  PE=completing the class.  I=not completing the class.

• If a custodian were to create a goal stating “keep the building clean”, this would not be a
S.M.A.R.T. goal because it is an essential job function.

GOAL SETTING STEPS 

Goals can be entered into Workday directly by the employee or by the manager on behalf of the employee. 

Manager: 

• From the Home screen in Workday, select the “My Team” worklet.

• Under the “Actions” heading, select “More” and then select “Add Goal to Employees”.

• Under the “Assign To” heading, click on the “Employees” drop down, and select “My Team”.

• Select each employee you want to set the goal for, and then click the yellow “OK” button at the
bottom of the page.

• Enter the goal in the goal text box.

• Enter the due date as 6/30/2023.

• The “Editable” check box allows the employee and the manager to edit the goal.  You can uncheck
this box, if you want to disable this function.

• You can click “Add” if you want to create another goal, or you can select the green “Submit”
button at the bottom of the page.

• Click the yellow “Done” button; and you have completed the goal setting process.

Employee: 

• From the Home screen in Workday, select the “Performance” worklet.

• Under the “View” heading, select “Goals”.

• Click the “Edit” button.

• Click the “Add” button.

• Enter the goal in the goal text box.

• Click on the “Status” drop down menu, and select the appropriate goal status.
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• Enter the due date as 6/30/2023.

• Select the yellow “Done” button.

• Click the green “Submit” button.

• Click the yellow “Done” button, and your goal will go to your manager for approval.

2. Mid-Year Review - The mid-year template will be available in Workday on 12/5/2022 and is
optional for the 2022-2023 school year.  The  purpose of the mid-year is for the manager to check
 in with the employee and let the employee know where they stand from a performance standpoint.

Employees may request that a mid-year evaluation be completed if they desire.  The manager may
elect to schedule a mid-year evaluation with an employee even if the employee does not request a
mid-year review.

If a mid-year evaluation is completed, the manager should provide an overall evaluation rating and
include comments should such as: what steps the employee needs to do to improve performance or
reach highly effective and tasks the employee should focus on.

Note:  If the manager elects not to complete the mid-year evaluation process, it is important
 that documented conversations occur throughout the year so the employee understands all
areas of improvement that need to occur, and how the employee can achieve a “highly
effective” performance rating on the final evaluation.

The steps to complete the mid-year evaluation in Workday are listed below.

From the Workday Homepage 

1. From the Workday Homepage select the Team Performance Worklet
2. Under Actions select Start Performance Review
3. Click in the Employee prompt and select My Team
a. Select the Employee you wish to start a review for
4. Click in the Review Template prompt and select By Type

a. Select Performance Review
b. Select FY2020-21 Mid-Year Evaluation (Classified, Administrator, Professional &
Technical)

4. Click Submit
5. Click Open

Click HERE for instructions on how to add the Team Performance Worklet to your homepage 

From the Workday Search Bar: 

1. Type Start Performance Review for Employee in the Workday search bar and hit enter
2. Click on the Start Performance Review for Employee task
3. Click in the Employee prompt and select My Team

a. Select the Employee you wish to start a review for

https://docs.google.com/spreadsheets/d/1JyB2myt4cn5JSjoNwBI5CAxKV-iOacIUhqsai-Y0rUA/edit?usp=sharing
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4. Click in the Review Template prompt and select By Type
a. Select Performance Review
b. Select FY2020-21 Mid-Year Evaluation (Classified, Administrator, Professional &
Technical)

4. Click Submit
5. Click Open

Click HERE for more detailed step by step instructions 

3. Final Evaluation- The final evaluation template will be available on 4/4/2022.  The template
will be sent to the employee first in Workday to complete the self-evaluation.  Remember that
the self-evaluation process is optional.  The self-evaluation period ends on 4/15/2021, at which
time, evaluations that are still in the employee’s Workday inbox will be pushed to the
employee’s manager.   Managers will then have the opportunity to provide ratings and
comments on goals, responsibilities and competencies for the employee.  The process should
include the manager meeting with the employee to discuss the employee’s performance in each
of the areas for the year.  In addition to specific performance feedback, conversation in the
following areas is recommended:
• Communication
• Training needs (formal, on-the-job, etc.)
• Sufficiency of skills and knowledge level for successful performance
• Job Satisfaction (challenging, fulfilling)
• Getting/giving regular feedback

EMPLOYEE COMPETENCIES: 

Adaptability (all groups) – Adjusts style and behavior as appropriate to the needs of the 
situation.  Responds to change with a positive attitude and a willingness to learn new ways to 
accomplish work activities and objectives. 

Highly Effective –Easily adjusts style and behavior to the needs of the situation.  Always responds 
positively to changing situations and helps others to do the same.  Is consistently open and willing to 
learn new ways of performing job responsibilities.  Proactively identifies opportunities for change and 
drives change.  Works well with diverse people or groups to facilitate change.  Challenges change 
constructively and is willing to move forward.  

Effective – Adjusts style and behavior to the needs of the situation.  Willingly and positively adapts to 
changing work environments, work priorities and organizational needs.  Able to work with diverse 
people or groups to facilitate change. 

Partially Effective- Has difficulty adjusting style and behavior to the needs of the situation, and 
adapting to changing work environments, work priorities and organizational needs.  Resistant to 
working with diverse people or groups to facilitate change.  May react negatively to changing work 
environments and priorities.  Challenges change without providing solutions. 

https://docs.google.com/spreadsheets/d/1FN28Yn6Ypw8hMXcTQjaTbc4SVjsA2MVfpINQGADqa6A/edit?usp=sharing
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Ineffective – Resists change.  May sabotage the change efforts of others.  Does not work well or refuses 
to work with diverse people or groups to facilitate change. 
 
Collaboration (all groups) – Develops and maintains relationships with individuals and groups, 
resulting in positive outcomes.  Shows teamwork and cooperation while participating in a group, 
working toward solutions which benefit all involved parties. 
 
Highly Effective – Is viewed as a role model in developing and maintaining relationships.  Consistently 
works to enhance group productivity by building consensus and setting a positive tone in work and 
actions.  Committed to mutual purpose and benefit.  Consistently demonstrates respect for the opinions, 
priorities, ideas, and time of others.  Proactively identifies and leads the team in developing solutions in 
which all parties can benefit.  Consistently involves others impacted by decisions.  
 
Effective – Builds constructive and effective relationships.  Works to enhance group productivity by 
building consensus and setting a positive tone in work and actions.  Demonstrates respect for the 
opinions, priorities, ideas, and time of others.  Identifies and suggests solutions in which all parties can 
benefit.  Thinks about issues/processes impacting others and includes them, when necessary. 
 
Partially Effective- May struggle in building constructive and effective relationships.   May limit group 
productivity. At times demonstrates respect for the opinions and ideas of others.  Has difficulty 
identifying and suggesting solutions in which all parties can benefit.  May fail to gather input from 
appropriate stakeholders. 
 
Ineffective – Fails to build constructive and effective relationships.  Hinders group productivity.  Does 
not show respect for the opinions and ideas of others.  Intentionally excludes others from pertinent 
conversations and decisions. 
  
Communication (all groups) – Effectively expresses thoughts and ideas verbally or in writing in 
individual or group settings.  Ensures timely and high-quality information flows smoothly to 
colleagues at all levels.  Encourages open expression of ideas and opinions. 
 
Highly Effective –   Proactively communicates information using a combination of methods.  Regularly 
adapts communication to the audience.  Consistently responds in a timely manner.  Speaks clearly and 
ensures understanding.   Consistently encourages others to give their points-of-view and is approachable 
at all times.  Refrains from judgment and criticism of others’ ideas and delivers criticism in a way that 
demonstrates sensitivity to the feelings of others.  Actively listens to understand others’ intended 
message before responding and follows-up. 
 
Effective – Communicates information using a combination of methods.  Adapts communication to the 
audience.  Responds in a timely manner.  Speaks clearly and ensures understanding.  Is 
approachable.  Refrains from judgment and criticism of others’ ideas.  Listens to understand others’ 
intended message before responding. 
 
Partially Effective- Struggles in communicating information using a combination of 
methods.  Sometimes adapts communication to the audience.  Does not always respond in a timely 
manner.  Information communicated is not always clear or easily understandable.  May judge and 
criticize the ideas of others.  Sometimes interrupts others. 



9  

 
Ineffective – Fails to communicate using a combination of methods.  Does not adapt communication to 
the audience.  Fails to respond in a timely manner.  Judges and criticizes the ideas of others.  Interrupts 
others.  Disrupts meaningful communication.  
 
Professionalism (all groups)– Displays courtesy, honesty, respect and responsibility.  Gains the 
trust of others by taking responsibility for own actions and being honest.  Shows good judgment 
when independent decisions are required. Dresses appropriately for the job. 
 
Highly Effective –   Sets the example of professional behavior and demeanor through being respectful of 
others, showing courtesy, dressing appropriately, and exhibiting integrity.  
Demonstrates in-depth knowledge of applicable policies, procedures, and standards.  Can be counted on 
to have an attitude of helpfulness and reliability.  Takes ownership and pride in their work.   
 
Effective – Maintains professional behavior and demeanor through being respectful of others, showing 
courtesy, dressing appropriately, and exhibiting integrity.  Adheres to applicable policies, procedures, 
and standards.  Available for work on a consistent basis with infrequent planned absences.  Exhibits an 
attitude of helpfulness and reliability.    
 
Partially Effective-  Struggles to maintain professional behavior and demeanor through being respectful 
of others, showing courtesy, dressing appropriately and exhibiting integrity.  At times does not adhere to 
applicable policies, procedures and standards.  May generate attendance/late concerns.  May struggle 
with helpfulness and reliability. 
 
Ineffective – Fails to maintain professional behavior and demeanor through being respectful of others, 
showing courtesy, dressing appropriately and exhibiting integrity.  Does not adhere to applicable 
policies, procedures and standards.   Not ready to work on time and has frequent unplanned 
absences.  Exhibits inappropriate behavior and a negative attitude.   
 
Customer Focus (all groups) – Identifies and responds to customers’ needs.  Provides excellent 
service to all customers.  Works with customers to identify and accomplish shared 
objectives.  Ensures customer satisfaction. 
 
Highly Effective – Anticipates customers’ needs and proactively addresses them.  Consistently gets back 
to customers in a timely manner with accurate information.  Discusses options with customers for 
alternate ways to meet expectations efficiently and cost-effectively when possible.  Builds high trust 
relationships with customers.   Regularly follows up with customers to ensure they are satisfied.   
 
Effective – Meets customers’ needs and addresses them.   Gets back to customers in a timely manner 
with accurate information.   Delivers solutions to customer problems.  Builds relationships with 
customers.  Follows up with customers to ensure they are satisfied. 
Partially Effective- Does not regularly meet customer needs.  May respond inappropriately to 
customers.  Is inconsistent in getting back to customers in a timely manner with accurate 
information.  May struggle with delivering solutions to customer problems.  May struggle in building 
relationships with customers.  Is inconsistent in following up with customers to ensure they are 
satisfied. 
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Ineffective – Fails to meet customer needs.   Responds inappropriately to customers.  Fails to get back to 
customers in a timely manner with accurate information.  Is unable to deliver solutions to customer 
problems.  Demonstrates an inability to build relationships with customers.  Does not ensure customer 
satisfaction. 
 
Managing Work Demands (not included for O&M and Transportation) – Ability to anticipate 
work demands; prepared to handle work needs, monitor work progress, and complete work 
accurately and on time; demonstrates emotional resilience and perseverance. 
 
Highly Effective –  Anticipates and prepares for the work needs in advance.  Manages multiple work 
demands simultaneously.  Monitors work progress consistently.  Work is completed accurately and 
either on time or in advance of the deadline. Maintains composure under stress.   Can be counted on to 
hold things together and perseveres during tough times.    
 
Effective –   Prepares for the work needs in advance.  Is able to manage work demands and monitor their 
progress.  Work is completed accurately and on time.  Is able to manage pressure and maintain a 
positive outlook when under stress. 
 
Partially Effective- May struggle with preparing for work needs in advance.  Has trouble managing 
multiple work demands.  Work is not always accurate or on time.  May struggle with managing pressure 
or lacks composure when under stress. 
 
Ineffective – Fails to prepare for work needs in advance.  Is unable to manage multiple work 
demands.  Work is not completed accurately or on time.  Routinely becomes emotionally charged or 
withdrawn when under pressure.   
 
Work Habits (O&M and Transportation Only)– ability to prioritize work, prepared to handle 
work needs, complete work accurately and on time.   Shows a high level of excellence in work 
output.  Shows good judgment when independent decisions are required. 
 
Highly Effective – Is a role model to others in excellence of work output.  Anticipates and prepares for 
work needs in advance when possible.  Work is consistently completed accurately and in a timely 
manner.   Always prioritizes work demands.  Regularly shows good judgment. 
 
Effective – Prepares for work needs in advance when possible.  Work is completed accurately and in a 
timely manner.   Prioritizes work demands.  Shows good judgment in making decisions. 
 
 
Partially Effective- May struggle prioritizing work.   Work is not always completed accurately and/or in 
a timely manner.   At times lacks good judgment in making decisions. 
 
 
Ineffective – Fails to prepare for work needs in advance.  Does not complete work accurately or in a 
timely manner.   Lacks good judgment. 
 
LEADERSHIP COMPETENCIES: 
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Building Culture and Climate:  Builds constructive and effective relationships, uses appropriate 
influence to gain results and foster a positive team climate.  Is approachable and a positive role 
model for others. Develops direct reports.      
 
Highly Effective- Demonstrates high personal flexibility and effectiveness with diverse individuals and 
groups.  Builds high trust and is sought after by others for guidance and support.  Is present in every 
relevant situation and intentionally seeks input and involves direct reports in key decisions and 
improvements.  Is personally involved in developing others and mutually develops challenging and 
stretch projects and assignments.      
 
Effective - Relates well to different kinds of people, including subordinates, peers, senior management, 
and internal and external stakeholders.  Builds appropriate rapport, is approachable and open to other 
perspectives.  Is present during critical times and motivates others to grow, develop, and contribute to a 
positive team environment.   
 
Partially Effective- May not build relationships easily.  Has difficulty listening and involving others in 
decisions.  Defines roles and responsibilities based on positions alone, may not involve others in 
decisions regarding their jobs.  Is present when needed and sets goals with employees, however, may 
have infrequent development conversations.   
 
Ineffective- Fails to build relationships and promotes a negative, low-trust team environment.  Does not 
seek input from others and makes isolated decisions.  Is not a people developer.  Is not present (either 
physically or psychologically) when needed, fostering burn-out and high staff turnover.  
 
Data/Process Management:   Is dedicated to continuous improvement. Manages and interprets 
data using critical thinking skills.   Leverages technology resulting in positive outcomes.  Produces 
results and meets goals and targets.   
  
Highly Effective: - Consistently exhibits independent thinking in designing processes and 
practices.  Seeks and collects all relevant data for analysis.  Utilizes technology to maximize efficiency 
and results.  Sets high goals and targets and achieves them.  Maximizes time of self and others.  Makes 
high quality decisions based on a mixture of analysis, wisdom, experience, judgment, and feedback. 
 
Effective - Implements processes and practices that enable employees to perform their jobs 
successfully.  Collects and analyzes data as needed.  Utilizes technology to perform the essential duties 
of the job.  Meets goals and targets.  Focuses on what is important for self and others.  Makes good 
decisions based on the facts of the situation.   
 
Partially Effective - Struggles with implementing processes and practices that enable employees to 
perform their jobs successfully.  Data collection and analysis is infrequent and may not be used to 
measure work or quality.  Struggles with technology.  Partially meets goals and targets.  Has trouble 
managing time effectively.  Does not always take into account all of the facts necessary to make good 
decisions. 
 
Ineffective – Fails to implement processes and practices that enable employees to perform their jobs 
successfully.  Data collection and analysis is absent and program quality is not measured.  Unable to use 
technology effectively.  Unable or unwilling to focus on what is mission critical.  Fails to meet goals 



12  

and targets.  Is not bottom line oriented.  
 
Visionary Leadership:  Accepts and seeks challenges as opportunities to improve and grow.  Is 
resilient and persistent in the face of adversity, learns from criticism, and is accepting of new 
ideas.  Facilitates change through others and involves them in implementing new solutions.  
Communicates a clear and shared vision. 
 
Highly Effective – Thrives on challenge and is passionate about turning adversity into an opportunity to 
stretch existing abilities in self and others.  Has strong emotional resiliency and is able to recover from 
adversity.  Can see hidden problems and opportunities for growth and looks beyond the obvious for the 
best solution. Is consistently open to new ideas. Talks beyond today and shares a compelling vision. 
 
Effective – Accepts challenges and responds to change and adversity in a positive and professional 
manner.  Is open to feedback and criticism and makes the changes needed to resolve the issue.  Assesses 
situations appropriately and involves others as needed.  Open to new ideas and processes. 
 
Partially Effective – Is developing in managing adversity and challenges, may occasionally demonstrate 
defensiveness or avoidance when times are tough.  Perspective can sometimes be narrow and relies on 
past solutions or processes.  Does not maximize opportunities to pull the group together to solve 
problems and manage through change. 
 
Ineffective – Has a fixed mindset and does not see value in turning challenges into opportunities for 
growth.  Sticks with what works and avoids challenges.  Is resistant to new ideas and perspectives and 
fails to support others through change. 
 
Operational Management:  Good administrator, keeps tabs on work in process, remembers 
commitments, and is well organized.  Detail oriented and keeps things on track.  Develops 
schedules and assigns the right people for the right role.   Manages the hiring, training, 
developing, counseling and disciplining of employees.  Ensures compliance with all applicable 
rules and regulations.   
 
Highly Effective - Pays close attention to detail and proactively scopes out length and difficulty of tasks 
and projects.  Anticipates and adjusts to problems and roadblocks.  Can coordinate resources (people, 
material, support) to get things done.  Is highly organized and can attend to a broader range of 
activities.  Has in-depth knowledge and expertise of operational policies, best practices, and 
regulations.  Utilizes successful processes to hire, orient, train, develop, counsel, and discipline 
employees.  Provides continual performance feedback throughout the year and conducts meaningful, 
valuable performance discussions.   
 
Effective - Pays attention to detail and manages task and processes proficiently.  Responds well to 
problems and roadblocks.  Is organized and gets tasks done in an accurate and timely manner.  Ensures 
people are positioned in appropriate roles and is knowledgeable of operational policies and 
regulations.  Hires, trains, develops, counsels, and disciplines employees according to organizational 
policies and procedures.  Evaluates employees fairly and objectively, and according to District policies. 
 
Partially Effective - Sometimes misses key details and may overcommit and under deliver.  May 
struggle with organization, competing priorities and has difficulty meeting deadlines.  Has difficulty 
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attending to more than one activity at a time and using time effectively.   Needs guidance to understand 
how the operation works and how to get things done through formal channels.  Struggles in the areas of 
hiring, training, counseling, and disciplining employees according to organizational policies and 
procedures.   Completes evaluations for employees. 
 
Ineffective - Poor attention to detail resulting in negative outcomes.  Is disorganized and oftentimes 
misses deadlines.  Wastes time and resources and does not understand operational needs and 
requirements.  Fails in the areas of hiring, training, counseling, and disciplining employees according to 
organizational policies and procedures. Fails to provide performance feedback and/or complete 
evaluations for employees.  
 
 MONITORING 

Effective and timely feedback during the performance appraisal period, addressing employee 
performance based on the competencies is an essential component of a successful evaluation 
program. Employees will know in a timely manner how well they are performing. They will be told 
what they are doing well and if there are areas needing improvement.  The final evaluation 
conversation should NEVER be a surprise to employees. 

  
RATING EACH SECTION 
 
The overall rating in each section of the evaluation is determined by evaluating the employee performance 
against the criteria and is automatically calculated in Workday.  

 
*Keep in mind an effective rating means the employee is performing in that particular area at 100% of 
what is expected.  A highly effective rating means that the employee is consistently going above and 
beyond what is required in that performance area. 

 
Each performance and competency will be assigned one of the following ratings based on the 
employee’s performance. 
 

• Highly Effective 4 points 
• Effective 3 points 
• Partially Effective 2 points 
• Ineffective 1 point 

 
 

It is recommended that comments be written for each goal, responsibility and competency 
assigned a rating of Highly Effective or Ineffective.  
*Note:  It is important to rate ALL areas in the performance evaluation.  If an item is not rated 
within any of the categories, it WILL be counted towards the overall score, and will bring the 
final rating down for the employee.  Be sure to either enter a rating or “NA” for every goal, 
competency, accomplishment or job responsibility listed. 
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4-POINT MATRIX 
 
 

4 Highly Effective: 
• The employee frequently takes initiative to solve problems and improve process; is a subject 

matter expert; is innovative, significantly impacts positive outcomes for the District/site 

3 Effective: 
• The employee frequently successfully carries out regular duties of the job; effectively applies 

skills and knowledge to get the job done; plans and performs work accordingly to priorities and 
goals 

2 Partially Effective: 
• The employee has a superficial understanding of his/her responsibilities; requires assistance 

from supervisor or peers to meet basic requirements of the job 

1 Ineffective: 
• The employee’s work frequently needs revision or adjustment to meet a minimally  

successful level; the quality  and quantity of the employee’s work is not adequate for the 
position. 
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