
Staff Member Name - Assignment:  Olympia C.U.S.D. #16 - Non-Licensed Personnel Evaluation Rubric

COMPONENT INEFFECTIVE

Unsatisfactory:  1 - Red

DEVELOPING

Needs Improvement:  2 - Yellow

EFFECTIVE

Proficient:  3 - Green

ACCOMPLISHED

Excellent:  4 - Blue

Score

(1-4)

Quality of Work The employee's work is unclear, inaccurate, and 

generally incomplete.  The employee's work 

does not improve even after supervisor's 

requests.

The employee's work is clear and generally complete but 

the employee may need reminders from their supervisor 

regarding the overall quality of their work.

The employee's work is done clearly, accurately, 

and completely. The employee requires minimal 

guidance from supervisor to complete tasks.

The employee's work is done clearly, accurately, 

and complete without any assistance from their 

supervisor.  

Quantity of Work The employee fails to complete required 

expectations of their assigned job duties.

The employee completes most of their required job 

duties but needs consistent encouragement from their 

supervisor.

The employee completes all of their required job 

duties assigned by their supervisor.

The employee completes all of their required job 

duties and takes on additional tasks that benefit 

students and staff.

Initiative The employee shows little to no self-motivation, 

and does not seek out any opportunities to 

complete job duties on their own.

The employee shows some motivation but needs 

encouragement from their supervisor to get their job 

duties completed.

The employee is self-motivated to complete tasks 

required in their job description.

The employee is self -motivated and consistently 

looks for opportunities to complete tasks 

associated with their job description.

Job Knowledge The employee has minimal knowledge of the 

skills needed to complete their required job 

duties.

The employee has some knowledge of the skills needed 

to complete the required job duties, but the employee 

need's reminders from their supervisor.

The employee has the knowledge and the skills 

that are needed to complete their required job 

duties.

The employee has the knowledge and the skills 

that are needed to complete their required job 

duties and is able to share their knowledge with 

students and staff.

Follow-through The employee does not complete required job 

duties on time and rarely seeks out 

opportunities to assist beyond the scope of their 

job duties.

The employee completes some of their required job 

duties on time and will only assist further when they are 

prompted by their supervisor.

The employee finishes job duties on time with 

minimal guidance from their supervisor

The employee always completes their assigned 

duties on time as well as seeks out opportunities 

to assist others in their work environment.

Punctuality, 

Dependability, 

Attendance

The employee does not arrive to work on time, 

is not dependable with completing job duties, 

and misses work on a regular basis.

The employee is sometimes late to work, is not always 

dependable to complete their assigned tasks, and has 

inconsistent attendance to work.

The employee is on time, their supervisor can 

count on them to complete job tasks, and they 

maintain good attendance.

The employee is always on time to work, their 

supervisor can always count on them to complete 

any task assigned, and will even come early or stay 

late if necessary.

Comments/Goals for Next Year:                                                                                                                                                                                                                                                                                                                                       

Domain 1:  Job Functions  
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Score

(1-4)

Maintains 

Confidentiality

The employee has difficulty maintaining 

confidentiality.  They are responsible for private 

or confidential information being shared when 

it should not be.

The employee generally maintains confidentiality, but 

may have occasional lapse in judgement about private 

or confidential information.

The employee maintains privacy and 

confidentiality very well.

The employee maintains privacy and 

confidentiality very well, while also advocating to 

colleagues and reporting instances or threats of 

breaches in security.

Clean and Safe 

Working Environment

The employee does not maintain a clean and 

safe working environment.  Due to the 

employee's decisions, there are safety hazards in 

the work environment.

The employee typically maintains a clean and safe 

working environment, but occasionally has to be 

reminded by a supervisor to maintain their work 

environment.

The employee maintains a clean and safe working 

environment.

The employee maintains a clean and safe working 

environment and is able to spot and rectify 

potential safety hazards before they become 

problematic.

Fitness for Duties The employee is not able to perform normal job 

duties due to lack of fitness.

The employee is able to complete some of their job 

duties, but struggles to complete some essential duties 

due to fitness.

The employee is able to complete the majority of 

their job duties and maintains an appropriate level 

of fitness.

The employee is able to complete all of their job 

duties and consistently maintains an appropriate 

level of fitness.

Completes Required 

Paperwork, Forms, 

and Reports

The employee rarely completes the required 

paperwork, forms, and reports when expected.  

The supervisor consistently has to remind the 

employee to complete the required paperwork, 

forms, and reports, yet they remain incomplete.

The employee completes some of the required 

paperwork, forms, and reports when expected.  The 

supervisor consistently has to remind the employee to 

complete the required paperwork, forms, and reports.

The employee completes the required paperwork, 

forms, and reports when expected, with minimal 

reminder from supervisors.

The employee always completes the required 

paperwork, forms, and reports when expected, 

and the supervisor never has to remind the 

employee to do so.

Supervision of 

Students

The employee rarely provides appropriate 

supervision of students, thus resulting in the 

potential for an accident to occur. 

The employee generally provides appropriate 

supervision of students, but has to be reminded by their 

supervisor about their supervisory duties to maintain 

student safety.

The employee appropriately performs their 

supervisory tasks to maintain student safety.

The employee superivises students appropriately 

and, when possible, involves student voice in the 

supervisory process. 

Follows District, State, 

and Federal 

Regulations

The employee rarely follows district, state, and 

federal regulations.

The employee mostly follows district, state, and federal 

regulations.

The employee consistently follows district, state, 

and federal regulations.

The employee always follows district, state, and 

federal regulations, without reminder from the 

supervisor.

Comments/Goals for Next Year:

Domain 2:  Safety & Security
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Unsatisfactory:  1 - Red
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Attitude and 

Appearance

The employee has consistently failed to 

maintain a positive attitude and/or appearance, 

and has to be reminded by their supervisor 

about proper attitude and appearance. 

The employee generally maintains a positive attitude and 

appearance, but needs reminders from their supervisor 

about appropriate workplace attitude and appearance.

The employee maintains a positive attitude and 

appearance and does not need to be reminded by 

their supervisor.

The employee maintains a positive attitude and 

appearance, and others around them improve 

their attitude based on  interactions with the 

employee.

Accepts Instruction,  

Coaching, and Change

The employee has consistently failed to accept 

instruction, coaching, and recommendations for 

change from their supervisor.

The employee shows some resistance to instructions, 

coaching, and change, but they generally follow through 

with their supervisor's recommendations.

The employee responds positively to instructions, 

coaching, and recommendations for change, and 

consistently follows through with their supervisors 

instructions.

The employee consistently responds positively to 

instructions, coaching, and change, and constantly 

seeks out ways to better their performance.

Professionalism The employee rarely acts professionally in 

regards to their assigned job duties.  The 

employee also ignores proper chain of 

command to address situations.

There are instances where the employee needs to be 

reminded about professional interactions with others 

within their assigned job duties.  The employee has also 

had to be reminded about appropriate chain of 

command when necessary.

There are minimal reminders necessary for the 

employee to act professionally.  The employee 

follows the appropriate chain of command when 

necessary.

The employee acts professionally at all times and 

always follows appropriate chain of command.

Interacts Positively 

with Co-Workers and 

Students

The employee rarely interacts positively with co-

workers and students.

The employee generally interacts in a positive manner 

with co-workers and students, but requires occasional 

prompting from the supervisor.

The employee interacts positively with co-workers 

and students.

The employee interacts positively with co-workers 

and students and helps to facilitate positive 

relationships among other co-workers and 

students.

Communication The employee fails to communicate clearly with 

students and families, or collaborate effectively 

with professional colleagues. 

The employee uses a variety of strategies to 

communicate with students and families and collaborate 

with colleagues, but these approaches may not always be 

appropriate for a particular situation, or achieve the 

intended outcome. 

The employee uses effective communication 

strategies with students and families and works 

effectively with colleagues.

The employee communicates effectively with 

students, families, and colleagues, and is extremely 

positive in their communications.

Remains Calm Under 

Adverse Conditions

The employee rarely remains calm in adverse 

conditions, and can add to the problems that 

have caused the adverse conditions.

The employee generally remains calm under adverse 

conditions but occasionally has to be reminded about 

how to interact with others during adverse conditions.  

The employee generally remains calm in adverse 

conditions.

The employee remains calm in adverse conditions, 

and helps to maintain a calm presence with others 

during adverse conditions.

Comments/Goals for Next Year:

Domain 3:  Relationships
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Domain 1:  Job Functions SUMMATIVE RATING

RECOMMENDATION

OVERALL AVERAGE - ALL DOMAINS

Professionalism

Follows District, State, and Federal Regulations

Needs Improvement = 1.75 - 2.74

Proficient = 2.75 - 3.74

Excellent = 3.75 and above

Unsatisfactory = 1.74 and below

Supervision of Students
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