	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Knowledge of Drug Testing and Compliance unit structure and operations is limited such that employee has some difficulty performing basic functions and responsibilities.
	Has sufficient knowledge of the Drug Testing and Compliance unit structure and operations to complete most responsibilities, follow most regulations and guidelines, and obtain basic information from others.
	Shows strong knowledge of the Drug Testing and Compliance unit structure and operations to complete responsibilities, follow all regulations and guidelines, and obtain all needed information from others in complex or atypical situations.

	Requires assistance from others, makes consistent mistakes, or takes significant time, to check in and process defendants; recognizes potential problem situations but does not respond or take corrective actions. 
	Understands and applies procedures for checking in defendants with acceptable timeliness and quality, making only occasional mistakes or needing only occasional assistance. 
	Is able to handle check-ins for unusual cases or situations following all procedures and protocols, with high levels of accuracy; proactively identifies situations that could present problems in applying proper procedures and protocol for processing defendants.

	Does not fully understand manual systems used for data entry, or consistently makes mistakes in data entry that require correction by others.
	Uses relevant systems (e.g., Courtview) for checking the accuracy of information on release conditions for standard cases.
	Is able to apply and utilize relevant systems and procedures accurately for both standard and unusual defendant cases.

	Does not frequently follow unit protocol and procedures for escorting and observing defendants being tested.
	Escorts and observes defendants being tested following proper procedures and protocol for most standard cases.
	Follows proper protocol for escorting and observing defendants being tested, and correctly applies procedures for collecting samples in all cases, handling unusual situations with ease.

	Has difficulty handling samples for the most basic, standard cases; does not understand or fully follow chain-of-custody and in-unit collection procedures. 
	Handles samples for standard cases following appropriate chain-of-custody and in-unit collection procedures.
	Is able to identify his/her own or others’ inconsistencies in processing defendants, applying chain-of-custody procedures, and collecting samples, and takes or suggests corrective actions. 

	Does not follow established unit policies or procedures, or makes significant number of errors, when entering defendant information and medication into unit systems.
	Enters appropriate defendant information into appropriate systems correctly in many instances.
	Enters defendant information accurately with no mistakes.

	Does not recognize when he/she lacks information or expertise, does not seek further assistance, and makes subsequent mistakes in his/her work.
	Recognizes when he/she lacks information or expertise and seeks assistance when appropriate.
	Serves as a resource or guide for others who have questions about procedures, protocol, regulations, or systems; helps train others; is recognized as an expert.



