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SUPERIOR COURT IN MOHAVE COUNTY

GENERAL PERFORMANCE EVALUATION

	Employee:       
	Job Title:       

	Court Division:  
 FORMCHECKBOX 
    Clerk of Court             
 FORMCHECKBOX 
   Probation/JD
	
       FORMCHECKBOX 
    Superior Court
	Rating From:                    To:       

	Type of Review (check one):                       

 FORMCHECKBOX 
   Original Probation                   FORMCHECKBOX 
   Annual

 FORMCHECKBOX 
    Initial Unclassified Review        FORMCHECKBOX 
   Demotion Probation   
	
 FORMCHECKBOX 
   Promotion Probation                FORMCHECKBOX 
    Transfer Probation

 FORMCHECKBOX 
   Reappoint Probation         FORMCHECKBOX 
   Other (specify):


	Date in Position:                        Date of Hire:       
 


Section I- PERFORMANCE PLANNING:  

List the employee’s performance goals for the upcoming evaluation period.  Goals should be Specific, Measurable, Attainable, Realistic and Timely (SMART.)

1.
     


2.
     
3.
     
4.
     
5.
     
List the employee’s training / professional development activities for the upcoming evaluation period.    Include required mandatory, job-specific and/or professional development training.  For mandatory training, refer to ‘Superior Court Training Checklist’.  ‘Individual Development Plan’ may also be used to provide supporting documentation to assist in the fiscal year budget planning process as it relates to seeking funds for employee training and professional development.  

	Training / Professional Development Activities
	Target Date
	Completion Date
	Hours

	
     

	     
	     
	     

	
     

	     
	     
	     

	
     

	     
	     
	     

	
     

	     
	     
	     

	
     

	     
	     
	     

	
     

	     
	     
	     

	
     

	     
	     
	     


	
	SECTION II- GENERAL PERFORMANCE EVALUATION CORE COMPETENCIES

	1


	Work Habits

Refers to self-discipline, understanding of and adapting to priorities.  Includes punctuality, reliability, quality, and quantity of work and exercising care in the use of equipment and resources.
 

	 FORMCHECKBOX 


	Exceeds Standard:
Very proficient in terms of organizing and prioritizing work; uses time and resources wisely; adapts quickly to changing priorities; follows through on assignments and commitments, completing them in a timely and reliable manner; consistently keeps others aware of task/assignment status; takes initiative; is punctual; highly productive and accurate; pays attention to detail; encourages innovative thinking to foster more effective, efficient use of resources and equipment; requires little or no supervision.


	 FORMCHECKBOX 


	Meets Standard:
Demonstrates effective organization, prioritization and time management skills; adapts to changing priorities; completes almost all tasks/assignments on time; informs others when a delay will occur; is punctual; productive and accurate; uses resources and equipment responsibly; requires minimal supervision.



	 FORMCHECKBOX 

	Does Not Meet Standard:

Often disorganized; has difficulty prioritizing projects, tasks/assignments; does not adapt well to changing priorities; seldom completes tasks/assignments in a timely manner; work volume is low and often contains mistakes; careless or wasteful with resources and equipment; requires frequent prompting from a supervisor.



	2


	Relationships with People

Refers to the development of working relationships with other employees, other agency personnel, and the public.  Includes consideration, courtesy, and respect for others as well as the employee’s general demeanor and willingness to cooperate.



	 FORMCHECKBOX 


	Exceeds Standard:
Extremely courteous, sensitive and considerate in dealing with others; remains calm even in stressful situations; very helpful, responsive and understanding of other’s needs and goals; develops highly beneficial relationships with a variety of people; fosters trust and teamwork; relied on by others; extremely responsive and supportive; is receptive to and implements suggestions for improvement; solicits feedback; actively identifies ways to improve.


	 FORMCHECKBOX 


	Meets Standard:
Shows courtesy and consideration in dealing with others; is supportive of other’s needs and goals; is helpful and responsive; fosters good public image; builds and maintains positive working relationships with others; shares ideas and suggestions; is receptive to and implements suggestions for improvement.



	 FORMCHECKBOX 

	Does Not Meet Standard:

Inconsiderate or insensitive in dealing with others; occasionally rude; lacks tact and alienates others; often uncooperative and disregards goals and needs of others; occasionally uncooperative in team situations and may disregard group objectives; is not open to feedback form others; criticizes and ignores feedback from others.




	3


	Policy and Procedure

Refers to the most current knowledge and application of policies and procedures, which relate to the work assignment and a basic understanding of the interrelationship between the work assignment and organization structure and mission of the Court Division.



	 FORMCHECKBOX 


	Exceeds Standard:
Demonstrates a thorough knowledge, understanding and application of policies and procedures; recognizes the need for changes in policies and procedures and makes appropriate recommendation; has exceptional grasp of how functions relate to the division and Court’s mission and thoroughly understands the organizational structure; often relied upon on by others for procedural information and interpretation.



	 FORMCHECKBOX 


	Meets Standard:
Knows, understands and applies applicable policies and procedures; keeps current on new and revised procedures; is self-reliant in obtaining procedural information; understands organizational structure and the interrelationship between individual functions and the Court’s mission; requires minimal guidance for information or interpretation.



	 FORMCHECKBOX 


	Does Not Meet Standard:

Inadequate knowledge or understanding of policies and procedures; occasionally needs help regarding policies and procedures; fails to apply information; does not understand the organization and views assignments as independent from others; often relies on others for guidance of information or interpretation.



	4


	Communication Skills
Pertains to understanding, interpreting and following written and oral instructions.  Includes ability to interact, instruct and provide information to others verbally or in writing.



	 FORMCHECKBOX 


	Exceeds Standard:
Communicates in a clear and concise manner using appropriate grammar, pronunciation, and tone; conveys message using appropriate method of communication (email, phone in person); provides regular, consistent, and meaningful information to others; ensures appropriate individuals are informed; shares accurate, timely information with the right people in the right format; listens carefully to others, asks questions for clarification, and ensures message is understood; requires little or no corrections.



	 FORMCHECKBOX 


	Meets Standard:
Communicates in a clear and concise manner using appropriate grammar, pronunciation, and tone; shares important information with others; gives others the information they need in a timely manner; listens carefully and asks questions when needed; requires minimal correction.



	 FORMCHECKBOX 

	Does Not Meet Standard:

Does not communicate in a clear and concise manner; frequently uses improper grammar, pronunciation, or tone; difficult to understand; seldom shares information that is important with others without prompting and questioning; does not share information in a timely manner creating problems for colleagues and customers; shows little interest in what others have to say; requires frequent correction.



	SECTION III- JOB SPECIFIC COMPETENCIES (IF APPLICABLE)

For Probation Staff Only.  

	5      

	Safety and Security

Pertains to knowledge, interpretation, and application of policies and procedures dealing with safety and security.  Follows prescribed safety policies and procedures and applies knowledge of policies and procedures to the safe and effective use of safety devices and in completing work assignments.



	 FORMCHECKBOX 


	Exceeds Standard:
Consistently demonstrates a thorough current knowledge of and ability to interpret and apply policies and procedures to a variety of situations; accurately follows prescribed safety policies and procedures; applies knowledge of policies and procedures to the safe and effective use of safety devices and in completing work assignments; recognizes and reports work-related accidents or injuries, unsafe conditions and/or practices to appropriate supervisory personnel; requires little supervision or help in relating the appropriate policy or procedure to a specific situation; is often relied on by others for work information or help in interpreting safety and security policies and procedures.



	 FORMCHECKBOX 


	Meets Standard:
Demonstrates current knowledge of and ability to interpret and apply policies and procedures to a variety of situations; follows prescribed safety policies and procedures and applies knowledge of policies and procedures to the safe use of safety devices in completing work assignments; recognizes and reports work-related accidents or injuries, unsafe conditions and/or practices to appropriate supervisory personnel; requires little supervision or help in relating the appropriate policy or procedure to a specific situation.



	 FORMCHECKBOX 


	Does Not Meet Standard:

Demonstrates an inadequate knowledge of policies and procedures dealing with probation; often applies information inappropriately or interprets information incorrectly; sometimes has outdated information; often fails to recognize or report unsafe work conditions and/or practices; needs frequent supervisory or peer help in obtaining or interpreting policy or procedures.




	SECTION IV- SUPERVISORY COMPETENCIES (IF APPLICABLE)



	6

	Leadership

The ability to promote the Superior Court and the Court Division’s mission and goals and inspire staff to achieve them.


	 FORMCHECKBOX 


	Exceeds Standard:
Exemplary leadership; helps others understand the Superior Court’s goals, initiatives, policies, and procedures; adheres to and enforces all policies and procedures; creates a shared vision of organizational and operational excellence; connects division goals and individual contributions to vision; consistently maintains focus and perseveres in the face of obstacles; inspires others to do the same; visibly and proactively encourages teamwork among direct reports; anticipates and acts upon opportunities for helping others succeed; consistently and enthusiastically shares time, resources, and knowledge with others.


	 FORMCHECKBOX 


	Meets Standard:
Demonstrates commitment to the Superior Court’s goals, initiatives, policies and procedures through communication and action; understands and communicates goals and initiatives; aligns employee performance with division initiatives; maintains focus and perseveres, even in the face of obstacles; encourages teamwork among direct reports; promotes respect among all team members; enthusiastically spends time with others to help them and the team succeed.


	 FORMCHECKBOX 


	Does Not Meet Standard:

Is selective in supporting the Superior Court’s goals and initiatives; does not consistently adhere to the Superior Court’s policies and procedures; needs to develop better understanding of high performance culture; has difficulty communicating long-term goals; struggles to maintain focus, perseverance, and resilience in the face of obstacles-allows roadblocks to cease progress; does not value the importance of teamwork; neglects the importance of respect for all when interacting with the team; Misses opportunities to share time, resources and knowledge with others.


	7

	Managing Performance

The ability to communicate performance standards and expectations and give timely, constructive feedback on tasks and assignments.



	 FORMCHECKBOX 


	Exceeds Standard:

Hires and develops staff, recommends opportunities for staff to expand and enhance skills, encourages creative solutions; effectively links work assignments to achieve individual and department performance goals; routinely recognizes and commends improved performance; celebrates successful completion of team or individual efforts; consistently facilitates the resolution of team conflicts in a way that is mutually agreeable; promotes respect and recognizes contributions from all team members; provides constructive performance feedback and appraisals, and takes appropriate corrective action to address performance and conduct issues.


	 FORMCHECKBOX 


	Meets Standard:
Coaches for improved performance; thoughtfully delegates work to develop staff and achieve goals; consistently recognizes and rewards specific individual and team accomplishments; facilitates resolution of team conflicts; takes appropriate corrective action to address performance and conduct issues.

  

	 FORMCHECKBOX 


	Does Not Meet Standard:

Coaches intermittently; usually to correct mistakes or give negative feedback; assigns work inappropriately; does not keep development and performance goals in mind; infrequently recognizes and rewards success; does not interact with staff frequently enough to identify and recognize achievements; has difficulty resolving team conflicts; often fails to communicate effectively or in a timely manner; does not address performance problems in a timely manner.




	8

	Personal Credibility or Ethics & Integrity

The ability to earn others’ trust and respect through consistent honesty and professionalism in interactions.



	 FORMCHECKBOX 


	Exceeds Standard:

Is a role model for consistently sharing information that is accurate and complete; handles sensitive information with extreme care; encourages and inspires others to act the same; is a role model for consistently treating all people with dignity, respect and fairness; inspires and ensures that others do so as well, holding them accountable if they do not; is a role model for seeking and accepting additional responsibilities; inspires others to contribute above and beyond the context of the job, for the good of the Superior Court; behaves and expresses self in an open and honest manner; consistent in what they say and do; is discreet and professional; demonstrates advanced skill and tact in handling difficult situations and sensitive matters.


	 FORMCHECKBOX 


	Meets Standard:
Consistently shares information that is accurate and complete; handles sensitive information appropriately; consistently treats everyone with dignity, respect and fairness; is very easy to approach and helpful; seeks and accepts additional responsibilities, both in the context of the job and outside immediate responsibilities; behaves and expresses oneself in an open and honest manner; is consistent with what he/she says and does; appropriately handles difficult situations.


	 FORMCHECKBOX 


	Does Not Meet Standard:

On more than one occasion has disclosed information that is inaccurate, incomplete or inappropriate; does not treat all people with dignity, respect and fairness; shows little enthusiasm for seeking or accepting additional responsibilities, inside or outside the context of one’s job description; at times does not behave or express self in an open or honest manner; is inconsistent in what they say and do; struggles in difficult situations.



	SUMMARY OF OUTSTANDING ACCOMPLISHMENTS / STRENGTHS:      


	DIFFICULTIES, CHALLENGES, AND AREAS FOR IMPROVEMENT / DEVELOPMENT:      



OVERALL RATING (Check √ the applicable category):

	 FORMCHECKBOX 


	
Exceeds Standard
	Performance exceeds expectations.  Consistently achieves results in excess of expectations of job duties and responsibilities.  Majority of elements are rated as ‘Exceeds Standard’ with no elements rated at ‘Does No Meet.’  



	
 FORMCHECKBOX 

	Meets Standard
	Performance meets all expectations and standards. Satisfactorily completes job duties and responsibilities required to perform.  Half of the elements are rated as ‘Meets Standard’ with no elements rated at ‘Does Not Meet.’  



	
 FORMCHECKBOX 

	Does Not Meet Standard
	Performance is below the level of expectation and standard measures.  Improvement is necessary to meet satisfactory performance.  Additional training and supervision is recommended for performance improvement.  One or more elements are rated at ‘Does Not Meet’. 




REVIEW AND SIGNATURE SECTION:

	RATER:  
Comments:       
Rater Signature___________________________________________           Date: _______________________________

Printed Name:  ___________________________________________



	REVIEWING AUTHORITY:

Comments:      
Reviewing Authority Signature________________________________           Date: _______________________________

Printed Name:  ____________________________________________


	EMPLOYEE: 

Comments:       
Employee Signature_______________________________________           Date: _______________________________

Printed Name:  ___________________________________________
Note: Employee’s signature acknowledges receipt of this document & does not necessarily imply agreement with the contents of the evaluation.




Effective 07/31/2019

