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NEW KENT COUNTY GOVERNMENT 
Evaluation of Employee Performance and Professionalism 

 
Employee Name:    
Job Title:  
Department:  
Supervisor Name:   
Supervisor Job Title:   
Review Period:   
 
 

Competencies 1 – 9 (used for all employees):  Check mark the appropriate box for each competency 
and provide the Supporting Comments necessary to substantiate the selected rating by providing specific 
examples of actual performance.  Note:  the "Exceptional Performance” and “Meets and Often Exceeds 
Expectations” descriptors are built on top of the “Successfully Meets” descriptors.  “Successfully Meets 
Expectations” descriptors are assumed to be met for a rating of “Meets and Often Exceeds” or “Exceptional” 
 

1.  Functional Expertise 
 Exceptional – Continually Exceeds Expectations: 

• Consistently exceeds standards for quality, quantity, and service 
• Regularly coaches and teaches others in performing their jobs  
• Excels at most essential functions of the job 

 Exceeds Expectations: 
• Often exceeds those expectations by providing exceptional quality, quantity and service 
• In addition to own responsibilities, occasionally helps and coaches others perform their job 
• Excels at many essential functions of the job 

 Successfully Meets Expectations: 
• Applies knowledge, skills, and abilities effectively and efficiently 
• Meets all job standards for quality, quantity, and service outcomes 
• Applies policies, procedures, and the right tools to do the job right 
• Continually develops functional expertise and competency 
• Performs all essential functions of the job competently 

 Needs Development: 
• Lacks some required skills to perform the job successfully 
• Lacks some knowledge of the proper policies, procedures, and or use of the tools to perform the job effectively and 

efficiently 
• Fails to adequately perform some key essential functions of the job 

 Fails to Meet Expectations: 
• Fails to deliver as per the dept quality, quantity, and/or service standards 
• Requires constant supervision and guidance to perform the job 
• Fails to adequately perform many essential functions of the job 

Supporting Comments 
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2.  Communication  

 Exceptional – Continually Exceeds Expectations: 
• Regularly represents the team when communicating status, issues, and/or negotiations in a professional and 

effective manner 
• Consistently asks effective questions to help bring clarity to the goals   
• Is viewed by others as a leader in communication 

 Exceeds Expectations: 
• Successfully meets expectations and often represents the team when communicating status, issues, and/or 

negotiations in a professional and effective manner 
• Is known for keeping others informed 
• Supports the organization’s values by communicating issues or concerns that guide the organization to its success 

 Successfully Meets Expectations: 
• Uses effective listening skills; open to other’s points of view and displays positive and respectful body language and 

gestures 
• Presents (verbal or written) in a clear, concise manner with accurate vocabulary and grammar 
• Communicates openly, honestly, and timely; facts, data, and rationale accompany ideas and suggestions 
• In conflict situations, takes ownership of resolving issues by focusing on the facts and not personalities or emotions; 

maintains composure 
• Makes efforts to keep others informed 

 Needs Development: 
• Can at times be vague, incomplete, and/or overly detailed and verbose 
• At times can be argumentative or defensive 
• Over-reliance on technology to communicate resulting in poor results 
• Occasionally fails to keep others informed 

 Fails to Meet Expectations: 
• Consistently quarrelsome and/or closed-minded to other’s input 
• Withholds information from the team and others that effects the quality, quantity and/or service of work outcomes 
• Makes little effort to and often fails to keep others informed 

Supporting Comments 
 
 
 
 
 
 

 
3.  Customer Service 

 Exceptional – Continually Exceeds Expectations: 
• Regularly seeks ways to improve customer service (internal & external) through feedback mechanisms and 

improvement initiatives 
• Consistently “delights” customers through exceptional customer service  
• Goes beyond the customer’s expectations  

 Exceeds Expectations: 
• Successfully meets expectations and often seeks ways to improve customer service (internal & external) through 

feedback mechanisms and improvement initiatives and occasionally “delights” customers through exceptional 
customer service 

• Regularly conveys respect even under very difficult circumstances 
 Successfully Meets Expectations: 

• Regularly meets the County’s and the department’s customer service standards for internal or external customers 
(courteous, helpful, responsive, accurate, respectful, fair, and consistent) 

• Engages customers in problem resolution by partnering with them 
• Works to ensure current processes and job outcomes align with customer requirements   

 Needs Development: 
• Occasionally fails to meet all County or department service standards 
• Occasionally provokes conflicts and confrontations with internal or external customers 
• Often is viewed as doing bare minimum required to satisfy customer needs 

 Fails to Meet Expectations: 
• Consistently fails to meet the County’s and department’s customer service standards 
• Consistently engages in conflicts and confrontations with internal or external customers 
• Is viewed as being a poor representative of customer service 

Supporting Comments 
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4.  Innovation & Initiative 

 Exceptional – Continually Exceeds Expectations: 
• Continually challenges the status quo in the spirit of improving quality, quantity, or service 

 Exceeds Expectations: 
• Successfully meets expectations and often challenges the status quo in the spirit of improving quality, quantity, or 

service and becomes involved in process improvement initiatives 
• Regularly engages others in idea generation of quality, service and process improvement initiatives 

 Successfully Meets Expectations: 
• Consistently presents practical solutions to problems and improvement ideas 
• Open-minded and willing to try new approaches to doing things 
• Learns from mistakes and supports others in risk-taking 
• Takes ownership and completes projects assigned without prodding or constant follow-up  

 Needs Development: 
• Little to no idea sharing to improve quality, processes, or services 
• Presents problems without ideas and solutions or alternative approaches 
• Occasionally resists ideas or suggestions to improve quality, processes, or services 
• Requires regular follow-up and asking to get things done  
• Often complains about the work environment without offering practical solutions 

 Fails to Meet Expectations: 
• Consistently resists and obstructs efforts for change and ideas for quality, process, or service improvements 
• Constantly complains about the work environment without offering practical solutions 

Supporting Comments 
 

 
5.  Organizational Ethics & Integrity 

 Exceptional – Continually Exceeds Expectations: 
• Consistently delivers on all work commitments and promises by providing all work at the highest possible level of 

integrity and ethics 
• Always encourages others toward meeting their goals at the highest possible level of integrity and ethics 
• Consistently provides honest and accurate information and coaches others to do so as well 
• Demonstrates honest, ethical behavior in all interactions 

 Exceeds Expectations: 
• Consistently delivers on most work commitments and promises by providing most work at the highest possible level 

of integrity and ethics 
• Often encourages others toward meeting their goals at the highest possible level of integrity and ethics 
• Is trusted to not disclose confidential and sensitive information 

 Successfully Meets Expectations: 
• Supports the organization’s vision, values, decisions, and goals by helping to achieve the goals while demonstrating 

the values 
• Provides honest and accurate information while maintaining confidentiality of sensitive information as required  
• Meets commitments and keeps promises; typically dependable and reliable in job deliverables, attendance, and 

punctuality 
 Needs Development: 

• Sometimes engages in destructive rumors and gossip that negatively affect team cohesiveness and productivity 
• May intentionally or unintentionally disclose confidential and sensitive information 
• Occasionally fails to meet commitments or keep promises 

 Fails to Meet Expectations: 
• Often engages in rumors and gossip that affect team cohesiveness and productivity 
• Intentionally discloses confidential and sensitive information 
• Continually fails to meet commitments or keep promises 

Supporting Comments 
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6.  Learning & Development 
 Exceptional – Continually Exceeds Expectations: 

• Regularly provides learning and development opportunities to others that result in positive progress/results   
• Regularly seeks learning and developmental opportunities to expand skills  

 Exceeds Expectations: 
• Successfully meets expectations and often mentors and provides learning and development to others 
• Often seeks learning and development opportunities to expand skills 

 Successfully Meets Expectations: 
• Accepts developmental feedback with an open-mind with positive progress or results achieved; takes ownership of 

developing self 
• Takes the initiative to learn new skills and abilities to perform the job more effectively and efficiently through training, 

cross-training, mentorship, stretch assignments or research 
• Occasionally mentors and provides learning and development to others 

 Needs Development: 
• Does not follow-through on some of the developmental items to improve performance 
• Resists some opportunities to expand job knowledge and skills 
• May not share job knowledge and information from others needing to learn and develop 

 Fails to Meet Expectations: 
• Resists most opportunities to expand job knowledge and skills 
• Willingly hoards job knowledge and information from others needing to learn and develop 

Supporting Comments 
 

 
 
7.  Results Oriented 

 Exceptional – Continually Exceeds Expectations: 
• Consistently exceeds deliverables by exceeding quality, quantity, and service standards 
• Consistently overcomes barriers and obstacles to getting the job done 
• Regularly helps others achieve positive results  

 Exceeds Expectations: 
• Successfully meets expectations and often exceeds those expectations of the position 
• In addition to own tasks, occasionally helps others achieve positive results 

 Successfully Meets Expectations: 
• Consistently delivers on all work assignments with successful outputs and outcomes that are aligned with the 

County’s and department’s goals and objectives 
• Applies effective planning, priority setting, stewardship, and organizational skills to achieving the job effectively and 

efficiently 
• Applies the proper sense of urgency in getting the job done 
• Applies effective data collection and analysis in decision making and project completion 

 Needs Development: 
• Occasionally does not meet job deliverables due to inadequate planning, priority setting, and/or organizational skills 
• Delivers work output or makes decisions without collecting and analyzing the appropriate data needed that results in 

some re-work 
• Demonstrates a lack of ownership or urgency in getting the job done which requires regular follow-up and/or others 

having to accomplish the work 
 Fails to Meet Expectations: 

• Consistently fails to meet the quality, quantity, or service requirements of the job 
Supporting Comments 
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8.  Teamwork 

 Exceptional – Continually Exceeds Expectations: 
• Consistently reaches out to other teams to share best practices, improve cross-team hand-offs and improve 

communication in general 
• Suggests and/or initiates team building activities within the team and with other teams  
• Is generally regarded as informal leader for benefit of team 

 Exceeds Expectations: 
• Successfully meets expectations and often works with other teams to share best practices and improve overall 

cross-team hand-offs and communication in general  
• Is often regarded positively in role of informal or formal team leader 

 Successfully Meets Expectations: 
• Builds and promotes effective and cooperative working relationships 
• Regularly helps team members without bias toward anyone on the team 
• Participates in team discussions and activities to improve the work environment and services 
• Values and respects the uniqueness and diversity of others 
• Stays aligned to the team goals and helps contribute to the accomplishment of those goals  

 Needs Development: 
• Occasionally excludes team members from participating in discussions and decisions that affect the entire team 
• Little to no team participation when discussion ideas and solutions 
• Offers little to no assistance to team members in times of need 
• May at times foster an “us” versus “them” approach to other teams 
• Sometimes does not value and respect the uniqueness and diversity of others 

 Fails to Meet Expectations: 
• Fosters an “us versus them” approach to other individual or teams 
• Does not help out team members when asked 
• Rarely values and respects the uniqueness and diversity of others 

Supporting Comments 
 

 
9.  Attendance 

 Exceptional – Continually Exceeds Expectations: 
• Consistently exceeds attendance requirements.   
• Additional presence provides extraordinary value to the County. 

 Exceeds Expectations: 
• Often exceeds attendance requirement 
• Additional presence provides exceptional value to the County 

 Successfully Meets Expectations: 
• Attends work regularly on time and provides full week of service   

 Needs Development: 
• Abuses overtime with the expectation of compensation without the pre-approval of supervisor 
• Obvious pattern of leave policy abuse 
• Does not submit leave requests and forms in a timely manner 

 Fails to Meet Expectations: 
• Regularly absent without prior approved leave 
• Clear pattern of leave policy abuse 
• Blatant disregard of organization or co-workers by taking leave outside of attendance policy 

Supporting Comments 
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Supervisory/Management Competencies: The following four competencies (10 – 13) are always to be included for those 

employees who supervise others. They may also be used for some non-supervisory employees in management-level positions as 
determined by the supervisor. 

 
10.  Leadership and Coaching 

 Exceptional – Continually Exceeds Expectations: 
• Makes people development a priority, regularly having one-on-one development discussions 
• Regularly provides opportunities for development of staff through coaching, readings, group discussions, presentations, cross-

training, mentorship, and/or courses 
 Exceeds Expectations: 

• Exceeds expectations and often provides developmental opportunities to the team through team specific learning such as video 
showings, guest speakers, team activities, etc. 

• Often leads by example and sets expectations for the department 
 Successfully Meets Expectations: 

• Maintains an open-environment via one-on-ones, frequent walk-arounds, and participatory team meetings that provide clear 
expectations, direction, encouragement, and feedback 

• All staff have comprehensive development goals that result in improved performance and/or achievement of greater roles and 
responsibilities as positions become available that can be applied for 

• Regularly coaches all staff to perform their jobs by practicing the attributes of a high performing organization (continual quality 
and service improvements, participatory involvement, teamwork, and data collection and analysis) 

• Effectively delegates responsibilities as a means of developing others 
 Needs Development: 

• Staff deliverables occasionally do not meet the department’s or County’s expectations due to unclear individual or team 
expectations and/or guidance 

• Substandard performance of an employee or employees in the team is addressed slowly and additional efforts are required 
• Sometimes avoids coaching and developing employees 

 Fails to Meet Expectations: 
• Staff deliverables do not meet the department’s or County’s expectations due to unclear individual or team expectations and/or 

guidance 
• Substandard performance continues by one or more team member that negatively affects the productivity and morale of the team 
• Often avoids coaching and developing employees; is perceived as viewing coaching as a low priority supervisor function 
• Has no or little developmental contact with staff members 

Supporting Comments 
 

 
11.  Influence 

 Exceptional – Continually Exceeds Expectations: 
• Consistently successful in influencing others and gain commitment by appealing to reason and values while generating inspiration 

and motivation 
• Consistently ties ideas and proposals to the County’s and department’s goals and vision  

 Exceeds Expectations: 
• Leads others to commit by appealing to reason and values while generating inspiration and motivation  
• Often ties ideas and proposals to the County’s and department’s goals and vision 

 Successfully Meets Expectations: 
• Effective at persuading others toward alignment with the County’s and department’s goals by addressing their concerns via facts, 

data, and value without compromising the County’s values 
• Able to tailor approach to the right audience effectively    

 Needs Development: 
• Occasionally or does not prepare arguments or proposals with relevant facts and data 
• Occasionally adopts an autocratic versus consultative/participative toward getting the job done 
• Tendency to give in to others too easily when the proper approach was to stay the course with conviction and persistence  

 Fails to Meet Expectations: 
• Often fails to prepare arguments or proposals with relevant facts and data 
• Regularly adopts an autocratic versus consultative/participative toward getting the job done 
• Often gives in to others too easily when the proper approach was to stay the course with conviction and persistence with 

results that negatively impact the team and/or right decisions for the County 
Supporting Comments 
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12.  Strategic & Visionary Leadership 

 Exceptional – Continually Exceeds Expectations: 
• Regularly performs as a role model to the values and inspires others to embrace the values, vision, and goals of the 

County and department 
• Consistently considers long-term impact, potential impact on other areas or initiatives, and provides some possible 

solutions or alternatives  
 Exceeds Expectations: 

• Successfully meets expectations and often performs as a role model to the values and inspires others to embrace 
the values, vision, and goals of the County and department 

• Often considers long-term impact, potential impact on other areas or initiatives, and provides occasional solutions or 
alternatives to problems 

 Successfully Meets Expectations: 
• Effectively develops strategies to accomplish county goals by translating strategic goals into tangible objectives and 

outcomes 
• Able to think through long-term implications and draw connections with other initiatives such that synergies and 

potential issues can be proactively considered and managed 
• Thinks “globally” about initiatives and considers County-wide impact when expressing ideas, opinions, and proposals 
• Able to effectively link individual goals to the strategic plan objectives 
• Able to establish strategic process, quality, and/or customer service improvement ideas that have long-term positive 

impacts  
• Continually evaluates the staff and system needs, and organizational structure to best meet the goals of the County 

in the most effective and efficient manner    
 Needs Development: 

• Little participation in the definition of County or departmental goals and objective setting 
• Little communication and/or participation of the strategic goals with staff 

 Fails to Meet Expectations: 
• Rarely participates in the definition of County or departmental goals and objectives 
• Rarely communicates and/or participates in understanding of the strategic goals with staff 
• Rejects the County’s or department’s strategic goals without offering an objective rationale 

Supporting Comments 
 

 
 
13.  Tactical Planning & Execution 

 Exceptional – Continually Exceeds Expectations: 
• Consistently plans and executes the goals and objectives with little to no issues with input from the team 
• Consistently applies the high performance practices (continual quality and service improvements, participatory 

involvement, teamwork, and data collection and analysis) in the execution of work  
 Meets and Often Exceeds Expectations: 

• Successfully meets expectations and often plans and executes the goals and objectives with few issues with input 
from the team 

• Has made good progress toward applying the high performance practices (continual quality and service 
improvements, participatory involvement, teamwork, and data collection and analysis) in the execution of work 

 Successfully Meets Expectations: 
• Effectively builds credible and comprehensive work plans with team input that result in successful project/task 

completion 
• Work plans and tasks performed by self and the team are properly prioritized as in agreement and alignment with the 

goals of the County and department 
• Effectively plans, estimates and executes resources and budgets 
• Able to change plans as dictated by changing County or departmental priorities effectively 
• Applies stewardship in all decisions/actions and ensures the staff does    

 Needs Development: 
• Work plans are done in haste with lack of detail (i.e., resource allocations, detailed timeline) or are unsuccessful 
• Occasionally the work accomplished is not completely aligned with the County or department’s goals and objectives 

 Fails to Meet Expectations: 
• Work plans are not done 
• Work accomplished is consistently not aligned with the County or department’s goals and objectives 
• Team in a state of some misdirection and frustration due to the lack of effective planning and execution 

Supporting Comments 
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EMPLOYER GOALS/OBJECTIVES

 

Establish and record goals/objectives in the space below and discuss the extent to which each goal/objective  
should be fulfilled.   

 
Goal/Objective 
#1:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

        
 
Goal/Objective 
#2:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       
 
Goal/Objective 
#3:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       
 
Goal/Objective 
#4:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       
 
Goal/Objective 
#5:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 
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EMPLOYEE GOALS/OBJECTIVES
Establish and record goals/objectives in the space below and discuss the extent to which each goal/objective  
should be fulfilled 
Goal/Objective 
#1:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

        
 
Goal/Objective 
#2:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       
 
Goal/Objective 
#3:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       
 
Goal/Objective 
#4:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       
 
Goal/Objective 
#5:         

Rating: 
Exceptional–Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 
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Employee Performance Evaluation SUMMARY 

 
Use this section to summarize the employee’s performance.  When providing comments, consider the employee’s 
performance against goal/objectives, key issues from the competencies above, and strengths/potential improvements. 
 

 
Rating Guide:  

Overall Performance Rating          
(If rating is below “2”, a Performance Improvement Plan is required.) 
 
Employees receiving two or more written disciplinary actions within the past 12 months are ineligible for any 
merit increase. 

 
 Rating Scale 
0 - Fails To Meet Expectations  (Performance Improvement Plan is Mandatory)  
1 - Needs Development (Meets Some Expectations But Improvement Needed in Key Areas)  (May Require 
 Performance Improvement Plan)
2 - Successfully Meets Expectations 
3 - Exceeds Expectations 
4 - Exceptional Performance (Continually Exceeds Expectations) 
 
 
 

Miscellaneous Reviewer Comments:       
Comments:        

 
 
 
Employee Comments: 

Use the space below to make comments regarding your performance evaluation.  Or, attach a 
separate comment sheet or self-appraisal document. 
Comments:        

 
 
 
 
 
 
 



NEW EMPLOYER GOALS/OBJECTIVES
Establish and record goals/objectives in the space below and discuss the extent to which each goal/objective  
should be fulfilled.   

Goal/Objective 
#1:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#2:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#3:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#4:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#5:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Page 11 of 13 



Page 12 of 13 

NEW EMPLOYEE GOALS/OBJECTIVES
Establish and record goals/objectives in the space below and discuss the extent to which each goal/objective  
should be fulfilled  
Goal/Objective 
#1:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#2:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#3:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#4:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 

       

Goal/Objective 
#5:         

Rating: 
Exceptional-Continually Exceeds Expectations     Exceeds Expectations     
Successfully Meets Expectations                         Needs Development   
Fails to Meet Expectations 

Comments: 
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Career Advancement Path:        
Long-Term Goal:          
 
 
 
Education Needed/Desired:          
 
 
 
Training Needed/Desired:          
 
 
 
Developmental Activities available in present position:          
 
 
 
Self-Development needs/desires:          
 
 
 
 
 

 

SIGNATURE SECTION 

            
Employee Signature* Date 

            
Supervisor/Reviewer Signature Date 

            
Department Head Signature Date 
 
*Employee's signature does not signify agreement, but only that the evaluation has been seen by and 
 discussed with the employee. 
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