	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Waits for others to provide direction, give instructions, ask for help, or assign a task, before taking action on some day-to-day responsibilities; does not act independently at the appropriate times.
	Does not require constant direction to complete his/her routine responsibilities; does what is expected of him/her on the job without having to be asked.
	Readily takes on both routine and challenging assignments without having to be asked; does more than is expected; identifies what needs to be done and does it.

	Uses an inefficient process that impacts effectiveness without alerting others to potential problems; fails to offer suggestions or opinions about improvements when asked. 
	When asked, provides an opinion about how to improve a process. 
	Proactively suggests specific ways to improve a process or work activity; takes on extra responsibility without being asked.

	Does not seek assistance with unusual or difficult situations, when it would be appropriate to do so.
	When appropriate, seeks assistance from others to address unusual or difficult challenges.
	Proactively identifies an individual who may be able to provide assistance on a difficult or unusual task; does not wait until problems are experienced.

	Often points out work-related problems without taking initiative to identify a solution when he/she could.
	Sometimes identifies a possible alternative or solution to a problem; may rely on supervisors to provide input or identify the best option.
	Proactively identifies problems and offers multiple possible solutions to his/her supervisor; researches and makes recommend an ideal best solution for the situation; when appropriate, may try out solution on his/her own.

	Shows frustration/pessimism, loses motivation, or tends to quickly give up on a task when encountering obstacles or setbacks; makes excuses or fails to take appropriate initiative to overcome challenges and ensure timeliness and quality of work.  
	Shows minimal frustration despite day-to-day challenges or changes; takes some effort to overcome or get assistance to deal with a setback or challenge to ensure timeliness and quality of work.
	Consistently stays focused, motivated, and positive despite difficult obstacles and challenges; overcomes challenges or constraints with resourcefulness, perseverance, or considerable effort.

	Does not accept appropriate responsibility for missed deadlines, mistakes, or performance/quality problems.
	Takes appropriate responsibility for mistakes, performance/quality issues, or missed deadlines when they occur and avoids making similar mistakes in the future.
	Takes appropriate responsibility for mistakes, performance issues, or missed deadlines, and shows initiative to develop skill or adjust approaches to avoid recurrences and enhance performance. 



