
 Performance Category          General Description of Performance Measures 
 

Unacceptable 
(Leadership Decision) 

 The employee provided Unacceptable performance because he/she: 
 Did not complete the majority of his/her KPI’s. Those he/she did complete were not completed to the standard stated in the 

measures. 
 Did not meet the basic expectations of his/her job as listed in the job description. 
 Did not demonstrate professional values and work ethic that are aligned with the College’s expectations. 

Room for Improvement  The employee demonstrated Room for Improvement performance because he/she: 
 Did not complete all of his/her KPI’s or did not complete them to the standard stated in the measures. 
 Did not perform all of the tasks and responsibilities listed in his/her job description very well; he/she either did not have the skills to 

do the job or did not put much thought and effort into doing the job. The enthusiasm and passion for his/her job were not 
demonstrated. 

 Required supervision and follow-up to get his/her job done on time. 
 Sometimes did not get good results on his/her tasks. His/her supervisor, colleagues, or students might have complained about the 

quality or timeliness of his/her work. 
 Did not provide reliable and dependable customer service. He/she was not always enthusiastic and did not go out of his/her way to 

help students, colleagues, or the public. He/she only did what was needed to get by. 

Valuable  The employee demonstrated Valuable performance because he/she: 
 Completed all of his/her KPI’s or had a justifiable reason why it could not be completed. 
 Performed all of the tasks and responsibilities listed in the job description and did it with enthusiasm and a good attitude.  
 For Faculty, also refer to the Faculty Performance Evaluation Reference document.  
 Functioned independently in completing assigned tasks and required minimal supervision to get the job done. 
 Provided good and reliable customer service to students, colleagues, and the public. 
 Looked for ways to improve his/her work performance by doing things such as making work processes more efficient, finding new 

ways to improve customer service, engaging in professional development so he/she could learn new job skills, or seeking feedback 
and then using it to make constructive changes. 

Notable  The employee demonstrated Notable performance because he/she: 
 Completed all of his/her KPI’s and exceeded the stated measures for most of them or had a justifiable reason why it could not be 

completed. 
 Did more than the tasks and responsibilities listed in his/her job description. 
 Knows the job well and rarely required supervision to accomplish assigned tasks and responsibilities. Had almost no errors in the 

work he/she completed. 
 Got his/her job done on time and communicated the status/completion of tasks to supervisor, colleagues, or students; no one had 

to follow up to be sure the job was completed. Everyone knows that any job he/she does will be completed on time and to the 
highest possible standard. 

 Consistently explored new or improved ways to maximize performance, including cost efficiencies and continuous improvement. 
Not only looked for ways to improve his/her work performance; but, in addition to achieving the expectations listed in the Valuable 
category, the employee contributed at an even higher level. Examples may include mentoring less experienced staff or faculty, 
sharing knowledge and expertise with others, sharing improvements he/she made within his/her job so that others could use these 
ideas in their jobs, providing strategic solutions to issues, being a role model for customer service, assuming interim duties, and 
leading special projects. 



Exceptional 
(Leadership Decision) 

 The employee achieved outstanding results. The supervisor advocated him/her as an Exceptional contributor because
he/she: 
 Achieved everything listed as Notable and accomplished this while achieving outstanding results that significantly exceeded the 

stated standards. 
 Not only functioned independently, but also provided informal leadership to colleagues and in team situations. He/she influenced 

others to make sound decisions. 
 Made strategic contributions to the College. He/she identified problems and provided solutions that affected the operations of the 

entire College or implemented processes that made the College more competitive. 
 Made contributions that added to the College’s prestige at a state, regional, or national level. 
 Implemented solutions that saved the College a significant amount of money or brought additional revenue to the College. (This 

achievement was outside of the expectations of his/her job or of the tasks and responsibilities stated in his/her job description.) 


