	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Fails to follow standard and expected protocols or demonstrate a basic understanding of Court functioning for routine situations.
	Understands basic operations, structure and procedures of DC Superior Court and/or US District Court system relevant to his/her role and helps staff better navigate the system.
	Takes the initiative to help others develop a detailed understanding of aspects of Court operations, structure and procedures to adjust strategies and approaches in different situations; helps staff overcome particularly challenging problems involving Court operations or procedures relevant to his/her role. 

	Does not understand basic information about operations, procedures, or protocol of surrounding law enforcement agencies relevant to his/her role.
	Demonstrates an understanding of basic operations of local surrounding law enforcement agencies relevant to his/her role in typical situations and answers questions or helps staff navigate agencies at times.
	Has a detailed level of understanding of relevant law enforcement agency operations or protocol and uses this knowledge to overcome challenges and facilitate outcomes for the program. 

	Fails to understand or apply a basic knowledge of relevant policies, regulations, and laws regarding confidentiality, safekeeping and releasing of the Agency’s information.
	Understands and applies a basic knowledge of relevant policies, regulations, and laws regarding confidentiality, safekeeping and releasing of the Agency’s information and sets standards for employees to follow proper protocol.
	Has an advanced knowledge of the Agency’s records and information policies, regulations and laws; actively manages records and information to identify possible areas for improvement or coaching of individual employees.

	Does not ensure files are maintained according to federal records management laws specific to a particular unit.
	Ensures files are maintained according to federal records management laws specific to a particular unit.
	Proactively establishes processes or methods to help employees maintain more detailed, organized information.

	Fails to maintain appropriate confidentiality of key personnel or management decisions.
	Maintains confidentiality of personnel and management decisions.
	Uses discretion in deciding what can be disclosed, but always maintains confidentiality while readily sharing available information.



