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USD233 CLASSIFIED STAFF PERFORMANCE MANAGEMENT SYSTEM 
There are 7 competencies that Classified Staff are expected to perform at a minimum of the “effective” level while always 
striving for outstanding performance.  Each competency uses the framework of the staff guiding principles as indicators of 
progress which helps define the district’s expectations for each competency. 
  
PERFORMANCE RATING FACTORS 
Outstanding Performance:  Employee displays a consistently high level of job related skills, abilities, initiative and 
productivity towards the competency under review.  Assignments and responsibilities are completed beyond the level of 
expectation.  Initiative and self-direction are a constant. 
Highly Effective:  Employee displays a high level of job related skills, abilities, initiative and productivity, exceeding most 
standards and meeting all others within the competency under review. 
Effective:  Employee displays and maintains an effective and consistent level of performance of the competency and re-
view.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and 
corrected quickly and appropriately. 
Improvement Needed:  Employee displays inconsistency in the performance of the job competency under review and 
output frequently falls below acceptable levels. 
Much Improvement Needed:  Work output is consistently low, regularly fails to meet required outcomes and error rate 
is high requiring repetition of duties or completion of duties by other employees.  Performance at this level cannot be al-
lowed to continue. 
  

As employees of Olathe District Schools, it is an expectation that employees perform their job duties within the framework 
of the district’s strategic directions and guiding principles.
 
STRATEGIC DIRECTIONS 
Student Learning Continuously improve learning and achievement 
Quality People Recruit, develop and retain a highly qualified staff 
Innovation Encourage and promote a climate of innovation 
Community Involvement and Organizational Climate Sustain caring relationships to enhance involvement and climate 
Resource Acquisition and Allocation Maximize resources to support strategic directions

GUIDING PRINCIPLES 
Children First Our mission is teaching and learning and all children of the district come first 
Respect for All We should treat our students, staff members, community members with the same amount of respect 
We should be role models in our position and support the district’s mission 
Teamwork Together we achieve more 
Excellence and Quality It is our responsibility to provide excellence in our responsibilities to achieve our mission of 
student success 
Commitment to Individual Needs It is important to balance policies, procedures, processes and practices   



CLASSIFIED EMPLOYEE EVALUATION
O = Outstanding             I = Improvement Needed
HE = Highly Effective     MI = Much Improvement Needed
E = Effective

JOB KNOWLEDGE
Knowledge of information and understanding of job 

requirements

Possesses, maintains and demonstrates competence in assigned position
  

Keeps up-to-date with changing policies and procedures related to the 
position 

  
Exhibits knowledge of the methods, practices and equipment needed to 

perform job assignment
  

Recognizes what needs to be done with minimal supervision

  Overall Competency Rating

ADAPTABILITY
Ability to adjust to new assignments or working conditions

Adjusts to changes within the organization with a positive attitude    
 

Demonstrates flexibility in accepting work assignments 
   

Works with decisions with which he/she may not agree

Demonstrates problem solving skills    
   

Overall Competency Rating

QUALITY OF WORK
Accuracy, thoroughness and effectiveness of work

Work is accurate, thorough and complete
  

Demonstrates organizational skills to effectively complete work assignments 
     

Prioritizes work assignments and can re-prioritize when necessary  

Work exhibits attention to detail

Overall Competency Rating 

    O	    HE	     E	     I	    MI

    O	    HE	     E	     I	    MI

    O	    HE	     E	     I	    MI



CLASSIFIED EMPLOYEE EVALUATION
O = Outstanding             I = Improvement Needed
HE = Highly Effective     MI = Much Improvement Needed
E = Effective

CUSTOMER SERVICE
Cooperative, considerate, tactful, understands instructions, 

communicates with others effectively

Demonstrates a positive working relationship with others 
  

Follows through with requests from stakeholders with a positive attitude 
   

Demonstrates ability to communicate needs to others
 

Listens and responds appropriately to suggestions, requests, and concerns 
    

Overall Competency Rating  

DEPENDABILITY
Reliability to complete job functions

Requires minimal supervision while doing familiar tasks  
  

 Meets deadlines associated with work assignment(s)
   

Demonstrates commitment to the team

 Adheres to assigned work days and hours 
    

Overall Competency Rating

    O	    HE	     E	     I	    MI

    O	    HE	     E	     I	    MI

JUDGMENT & DECISION MAKING
Evaluates situations and makes sound decisions

Demonstrates ability to identify, solve, and prevent problems  
    

Works with others for the common good of all and accepts differences

Makes decisions that are informed and responsible 
  

Accepts responsibility for decisions

  Overall Competency Rating

    O	    HE	     E	     I	    MI

SAFETY
Attention to safety standards for self/others/district

Protects the confidentiality of staff and/or student information  
   

Follows procedures, rules, and policies provided by the district
     

Works in a careful and conscientious manner

 Demonstrates the importance of district safety  guidelines   

Overall Competency Rating

    O	    HE	     E	     I	    MI



CLASSIFIED EMPLOYEE EVALUATION
O = Outstanding             I = Improvement Needed
HE = Highly Effective     MI = Much Improvement Needed
E = Effective

Outstanding Highly
Effective

Effective Improvement
Needed

Much 
Improvement

Needed

Exceeds 
standards and 
expectations 
consistently

Exceeds 
expectations and 
is effective with all 
other standards 

and expectations

Meets standards 
and expectations-

-work output 
regularly achieves 
required outcomes

Meets some 
standards, 
but needs 

improvement in 
some important 
aspects of the 

position

Meets few 
standards and 
expectations-

-needs 
improvement in 
many aspects 
of the position.  
Unsatisfactory 
performance

         Supervisor Evaluation Override Rating 
 
Supervisor Comments 

 
Employee Comments/Reactions

 
 Employee Signature
I have participated in evaluating and discussed this evaluation with my supervisor and I 
understand its contents.  My signature means that I have been advised of my performance 
status and does not necessarily imply that I agree with either the rating or contents.

 
Administrator/Supervisor Signature

 
Administrator/Supervisor Signature

 
    Date

 
    Date

    Date
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