Core Competency 1:  Commitment to Students

Performance Criteria

The employee…

· Understands how the job contributes to success for every student

· Cares genuinely about the overall learning environment to ensure student success

· Acts with the student in mind

· Is dedicated to meeting expectations of principals, supervisors, staff, parents, and students 

· Is dedicated to supporting quality education for students

Examples of evidence

The employee…

	Meets Competency
	Does Not  Meet Competency

	· Assists and advocates on behalf of students
· Understands the needs of the students and follows up when appropriate
· Provides appropriate alternative solutions to student issues
· Builds successful relationships with students to ensure a productive learning environment
· Values student achievement
· Understands one’s role and responsibility and how they contribute to student achievement
· Anticipates and responds quickly to student needs
· Contributes to creating and maintaining a positive and safe environment for students
· Treats ALL students fairly

	· Disregards the needs of students 

· Does not follow up on issues that may negatively impact  students

· Is unwilling to listen or offer assistance

· Does not display interest in student needs or inquiries

· Does not support efforts to provide a clean, safe learning environment for all students

· Is insensitive when dealing with students

· Displays an attitude that inhibits student confidence and self-esteem



Core Competency 2:  Knowledge of Job

Performance Criteria

The employee…

· Understands assigned job duties 

· Is knowledgeable about current and new practices and methods

· Uses appropriate materials, equipment, and resources

· Implements and completes work assignments

· Learns new skills and procedures

· Knows appropriate policies, procedures, and regulations

For the position specific knowledge, skills, and abilities refer to the Reference Checklists as well as the job descriptions under the Classification Section on the MCPS Website: www.mcps.k12.md.us/departments/personnel.

Examples of evidence

The employee…

	Meets Competency
	Does Not Meet Competency

	· Demonstrates a high degree of competence in job-related skills as outlined in the classification description for the position being evaluated 
· Maintains appropriate records and equipment

· Possess the knowledge base to get work done
· Shares knowledge that will benefit others

· Keeps well informed on new procedures, policies, and guidelines

· Is effective and productive

· Consistently meets the performance criteria of quality and quantity of work 

· Applies policies and procedures appropriately

· Uses resources and materials responsibly
	· Needs excessive supervision to complete routine tasks

· Does not complete assignments in a timely manner 

· Does not display a solid understanding of job responsibilities 

· Does not adhere to operations standards, policies, and procedures

· Consistently makes mistakes and causes rework

· Does not attend to detail




Core Competency 3:  Professionalism

Performance Criteria

The employee…

· Is patient to hear the entire story

· Is calm under pressure

· Is timely with information

· Is positive, reliable, and trustworthy 

· Responds to all people equitably

· Is proactive when handling all situations

· Possesses the ability to handle all matters in a professional and confidential manner

Examples of evidence

The employee…

	Meets Competency
	Does Not Meet Competency

	· Demonstrates patience and good listening skills

· Treats all people with respect and fairness

· Provides efficient and pleasant assistance 

· Instills confidence in others

· Responds to questions and requests in a timely manner

· Is dependable, reliable, and punctual

· Remains calm under pressure 

· Approaches situations with a positive attitude

· Demonstrates initiative

· Keeps appropriate matters confidential

· Demonstrates leadership when circumstances warrant

· Shares accountability for outcomes


	· Lacks patience and interrupts frequently

· Uses inappropriate communication styles 

· Is argumentative and/or intimidating

· Lacks initiative in job performance

· Frequently has unexcused tardiness or absences

· Rarely demonstrates a positive attitude and demeanor

· Does not treat others fairly/equitably

· Violates or is careless about protecting confidentiality


Core Competency 4:  Interpersonal

Performance Criteria

The employee…

· Is polite and approachable

· Is able to be a team member/player

· Cares about people

· Is available and ready to help

· Treats people with respect

· Acts as a mentor and a student advocate

· Attempts to understand other perspectives

· Relates well to others

Examples of evidence

The employee…

	Meets Competency
	Does Not Meet Competency

	· Contributes to a positive work environment 
· Is supportive, respectful, and polite
· Accepts feedback
· Works effectively with others
· Is receptive and open-minded 
· Is willing to consider differing opinions
· Offers assistance when needed
· Promotes productive interactions
· Conveys positive personal qualities 
· Understands the importance of getting things done as a team
· Handles confrontations with tact
· Respects the opinions, abilities, and contributions of others
· Contributes constructively to team efforts
· Demonstrates an appreciation of  diversity in the workplace

	· Is impolite and insensitive to others 

· Maintains distance from others and does not interact easily

· Rarely or never functions as a team player

· Does not demonstrate a caring attitude

· Is rarely available to or refuses to assist others

· Is disrespectful

· Displays lack of interest in helping and advocating for students

· Is unwilling to consider differing opinions

· Is arrogant

· Is argumentative 

· Is impatient

· Is self-centered

· Constantly seeks easiest way out

· Is discourteous towards staff, parents or students

· Cannot express feelings or relate to another point of view


Core Competency 5:  Communication

Performance Criteria

The employee…

· Understands how to be an active listener

· Is effective in oral and written skills

· Is able to communicate well to manage conflict and deal effectively with problem situations

· Is tactful when handling situations and difficulties with the least possible disruption

Examples of evidence

The employee…

	Meets Competency 
	Does Not Meet Competency

	· Understands and engages in active listening practices

· Demonstrates good judgment in selecting the proper mode of communication,  e.g., spoken word, memo, letter, email or fax

· Sends messages that are clear and concise

· Is direct and constructive in tone, words, and actions

· Ensures least amount of disruption in handling difficult situations

· Produces organized and complete reports as required

· Communicates rules and procedures calmly and effectively

· Conveys a favorable image of the organization

· Keeps others informed appropriately at all levels of the organization

· Contributes to the efficient flow of information within the organization

· Verifies information and instructions both given and  received
	· Is not attentive or focused

· Does not respond to questions or requests

· Communicates in a way that  disrupts the work environment

· Frequently interrupts

· Insults in tone and content

· Sends messages that aggravate difficult situations

· Inappropriately withholds information

· Uses inappropriate language

· Does not ask for clarification when needed

· Does not attempt to defuse situations when possible




Core Competency 6:  Organization

Performance Criteria

The employee…

· Knows how to get things done in the classroom, the school, the office or other work location

· Assists as needed to organize meetings and tasks    

· Anticipates needs of principals, supervisors, staff, parents and students

· Gets things done in a timely manner

· Manages a broad range of activities

Examples of evidence

The employee…

	Meets Competency
	Does Not Meet Competency 

	· Anticipates and prepares for the completion of tasks, assignments, etc.
· Accomplishes tasks in an orderly, systematic, and resourceful manner
· Demonstrates effective time management 
· Handles multiple demands appropriately
· Uses correct procedures for maintaining and retrieving materials and records 
· Attempts to restore order in  disruptive situations
· Assembles available facts and makes timely decisions

	· Is inefficient and ineffective at completing tasks

· Frequently does not meet schedules and timelines for completing work

· Is not able to meet multiple demands

· Lacks an orderly approach to tasks 

· Does not maintain an orderly work environment

· Cannot find materials or records

· Uses inappropriate information to justify an action 

· Makes hasty, uninformed decisions




Core Competency 7:  Problem Solving

Performance Criteria

The employee…

· Changes routines to fit the needs of the situation

· Accesses and uses resources effectively and efficiently

· Identifies process improvements

· Explores beyond the obvious when solving problems

· Asks appropriate questions to clarify situations

· Is logical when discussing the pros and cons of situations

· Recognizes quickly issues and their implications

Examples of evidence

The employee…

	Meets Competency
	Does Not Meet Competency 

	· Adapts to changing situations

· Identifies new, creative or innovative solutions

· Asks appropriate questions

· Knows when to seek help

· Assesses problems in a logical and calm manner

· Anticipates and takes steps to avoid problems before they arise

· Demonstrates the ability to identify and analyze situations quickly

· Recognizes issues and their implications

· Prioritizes situations and handles them accordingly

· Manages routine responsibilities while handling unusual or difficult situations when they arise

· Collaborates to find workable solutions to problems


	· Lacks flexibility 

· Resists new or innovative ways to accomplish tasks

· Does not seek pertinent information beyond the obvious

· Is unwilling to ask for assistance

· Does not recognize issues or anticipate their consequences

· Does not apply practical solutions to problems

· Does not address problems before they become critical

· Makes excuses for ignoring problems




