	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Knowledge of Juvenile/Family Court system is limited such that employee has some difficulty performing basic functions and responsibilities.
	Utilizes sufficient knowledge of the Juvenile/Family Court system to locate and obtain information and to process respondents with only occasional errors or mistakes.
	Is able to locate and obtain hard to find information and process respondents with minimal mistakes; fewer corrections are needed to his/her work; knows whom to contact within the Juvenile/Family Court system when information is difficult to obtain, when information gathered is incorrect, or when mistakes are made in processing respondents.

	Makes some mistakes when releasing information indicating lack of sufficient knowledge of rules and regulations regarding release of information.
	Knows and applies the rules regarding confidentiality and the release of information; e.g., rules regarding what can and cannot be said. 
	Serves as a resource or coach for PSOs, Drug Testing Technicians, or other colleagues who have questions about Juvenile/Family Court procedures and operations.

	Does not fully understand manual systems used for data entry, or consistently makes mistakes in data entry that require correction by others.
	Understands and uses manual systems for data entry accurately in most situations, including what information gets entered and how it is entered.
	Understands and uses manual system for data entry with minimal errors for both usual and atypical situations and cases.


	Uses correct Juvenile/Family Court system related terminology in some but not all situations; knows some terminology but has more to learn in order to perform proficiently.
	Understands and uses appropriate terminology associated with the Juvenile/Family Court system.
	Proactively researches policies and procedures within the Juvenile/Family Court system to stay updated on changes, new terminology, determine the right course of action for a situation, or keep others informed.

	Makes mistakes and/or requires assistance in creating defendant profiles or processing defendants.
	Understands procedures for creating defendant profiles; e.g., entering background information, pictures, address, etc.; work is completed accurately in most situations.
	Defendant profiles and case processing are completed in a consistently timely and high quality manner with minimal mistakes; spots errors in defendant’s case processing and profiles and takes appropriate actions.



