UNCLASSIFIED EMPLOYEE PERFORMANCE APPRAISAL

	Employee Name:      
	SSN:       


	Section:      
	Position #      
	Title:      


	Anniversary Date:      
	Rating Period:  From                 To      


                                (Month/Day)



                               (Month/ Day/Year)          (Month/Day/Year)

	DEFINITIONS OF RATINGS

	Outstanding
	Exceeds requirements consistently and/or by a wide margin; nearly ideal.

	Very Good
	Consistently meets and sometimes exceeds requirements.

	Satisfactory
	Usually meets requirements.

	Needs Improvement
	Frequently fails to meet requirements; much room for improvement.

	Poor
	Fails to meet requirements consistently and/or by a wide margin. Unsatisfactory.


Productivity  Consider quantity of assigned work produced that meets standards.  

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Reliability and Dependability  Consider the amount of supervision required, timely completion and follow-up.
 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Cooperativeness/Working Relationships  Consider the willingness to work with and help others, and cooperation with fellow employees/supervisors.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Adaptability  Consider adjustment to changes, changing conditions or unexpected problems.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Communication  Consider clarity when speaking or writing and understanding of instructions and documents.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Decision Making  Consider judgment and choices made during performance of duties.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Knowledge of Job  Consider knowledge of present job and of the equipment necessary to perform job functions.
 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor
	Comments:       


Quality of Work   Consider the quality of work produced and promptness of completion.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory          FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       
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Initiative  Consider the extent to which new assignments and additional duties are sought out.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Creativity  Consider the ability to offer suggestions and propose new ideas and solutions.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Adherence to Policies and Procedures  Consider compliance with all applicable rules, policies and procedures.
 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Attendance  Consider overall attendance and punctuality.  

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Management and Leadership (Supervisory Employees Only)  Consider effectiveness of planning and assignment of work, setting and meeting goals, and performance/morale of subordinates.

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

	Comments:       


Specific steps employee must take to improve performance:

	     

	     


Supervisor’s comments on overall performance evaluation

	     

	     


OVERALL PERFORMANCE RATING

 FORMCHECKBOX 
 Outstanding

 FORMCHECKBOX 
 Very Good

 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Needs Improvement
 FORMCHECKBOX 
 Poor

RECOMMENDATION FOR MERIT INCREASE (Check appropriate block).

None

1%

2%

3%

4%
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Any recommendation above 4% requires substantial written justification as an attachment.  

NOTE:  Needs improvement or poor overall rating not eligible for merit increase.

	Rating Supervisor’s Name/Title:      
Signature:
	Date:

	Reviewer’s Name/Title:      
Signature:
	Date:

	Employee’s Signature:
	Date:


Original – Employee

Copy – Supervisor

Copy – SMD-H Personnel File
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