SMD-H 

(R 03-03 – Previous revisions are obsolete)

UNCLASSIFIED EMPLOYEE PERFORMANCE APPRAISAL-INSTRUCTIONS

The Employee Performance Appraisal was designed to promote a dialogue between employer and employee, set performance expectations and document the performance of each individual employee.

The following are instructions for the Employee Performance Appraisal for Unclassified State Military Employees.

PLANNING SESSION:

A planning session should take place within 30 days after the employee’s employment date.  At this time a completed Position Description (SF3) should be given to the employee.  The Position Description lists duties and responsibilities of the employee and should be updated whenever those duties and responsibilities change significantly.  This will start the process of communication between the supervisor and employee.  The supervisor should call attention to the minimum requirements for the position, and what is expected from the employee in the performance of his job.  

ALL THROUGH THE YEAR:

Compliment your employees on the things they do well.

Point out things that should be done better.

Be specific.

Offer suggestions for making necessary improvements.

Follow-up to see if improvements have been made.

Keep a log on each employee on a regular basis on observations, comments, things done well, things that need improvement, etc.  This should help with the appraisal.

RATING PERIOD/ANNIVERSARY DATE:

The rating period is one year from the anniversary date initially and each one year period thereafter. The employment date establishes the anniversary date.  The anniversary date of a part-time, temporary or intermittent employee who is approved for a full-time position will be the effective date of full-time status. The Employee Performance Appraisal can be submitted 30 days in advance of rating/ anniversary date.

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.   

AVOID:  

Using the Performance Appraisal as a disciplinary action or counseling statement.

Rating employees on past ratings.

Addressing issues not related to current job performance.

COMMENTS: 

Comments are optional, however, it is strongly suggested that clarifying/supporting comments be made for all poor, needs improvement and outstanding ratings.  Comments may help you defend your ratings if challenged by the employee.  Make sure all comments are accurate and specific.

OVERALL PERFORMANCE RATING:
Use the Definitions of Ratings and the ratings for each area during the rating period to decide on the appropriate overall rating.  The overall rating is the judgement of the rating supervisor and reviewer but should be reflected in area ratings (i.e., for an outstanding rating the number of outstanding area ratings should exceed the number of other area ratings). Comments on overall performance, positive or negative, and specific steps employees must take to improve performance are very important especially for overall ratings less than satisfactory.

MERIT INCREASES

Merit increases on each anniversary date are not automatic, they are earned based on performance. In order for the merit increases to be processed in the applicable pay cycle, employee performance appraisals should be submitted before the anniversary date.  Employee performance appraisals can be submitted up to 30 days prior to the anniversary date as indicated in the performance appraisal instructions.  Supervisors/Reviewers are responsible for prompt completion and submission.  Merit increases will not be processed until receipt of a performance appraisal.

The amount of the merit increase will be recommended by the supervisor and reviewer on the performance appraisal form.  The normal merit increase range will be from 0 – 4%. Supervisors/Reviewers are encouraged to use these merit increase recommendations as a reward for performance and as a management tool to improve performance.

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

NOTE:  Merit increases are not given for less than overall satisfactory ratings (i.e., these employees receiving a “need improvement” or “poor” overall rating will not receive a merit increase).
REVIEW OF PERFORMANCE APPRAISAL WITH EMPLOYEE

Set a time in advance to discuss the performance appraisal with the employee.  Make sure you have a private place to meet as well as enough time for the meeting.  Explain the purpose of the meeting.  Stay in control of the meeting.  Begin and end the session in a professional manner.

Allow employee time to express his/her thoughts and listen carefully.

SIGNATURES:

The rating Supervisor and the reviewer should sign and date the performance appraisal before the rating is given to the employee.  The employee should sign and date the performance appraisal at the end of the meeting.  If for any reason the employee refuses to sign the performance appraisal, the rating supervisor should note on the form that the employee refused to sign and enter the date of refusal.  An employee cannot prevent an appraisal from becoming official by refusing to sign the appraisal form.  The appraisal becomes official when the employee is given the original of the appraisal.

NOTE:  In those cases where the Director/Program Manager is not the rater or reviewer the performance appraisal should be routed through the Director/Program Manager for information/concurrence and to monitor timely completion/submission.

DISPOSITION:  

Original is given to the employee.

One copy for supervisors work folder.

One copy should be forwarded to the appropriate State Military Department Human Resources Office for processing of appropriate merit action and filing in employee’s official personnel file.
