STATE ACTIVE DUTY EVALUATION OF PERFORMANCE


PART I – ADMINISTRATIVE DATA

Last Name, First Name Middle Initial
      SSN

SAD Grade
     Position Title

     
     
     
     

     
Unit / Activity of Assignment






     Period Covered

     
   

PART II – PERFORMANCE EVALUATION



 1.  PRODUCTIVITY




   0       1       2       3       4       5       N/A

 

2.  QUALITY OF WORK



   0       1       2       3       4       5       N/A


 3.  INITIATIVE




   0       1       2       3       4       5       N/A


 4.  WORKING RELATIONSHIPS


   0       1       2       3       4       5       N/A


 5.  ADAPTABILITY




   0       1       2       3       4       5       N/A


 6.  JUDGEMENT




   0       1       2       3       4       5       N/A


 7.  INTEREST IN JOB



   0       1       2       3       4       5       N/A


 8.  ABILITY TO WORK INDEPENDENTLY

   0       1       2       3       4       5       N/A


 9.  ORAL EXPRESSION



   0       1       2       3       4       5       N/A


 10. WRITING ABILITY



   0       1       2       3       4       5       N/A


 11. CONFIDENCE IN OWN KNOWLEDGE & ABILITY
   0       1       2       3       4       5       N/A


 12. SELF IMPROVEMENT



   0       1       2       3       4       5       N/A


 13. ACCEPTS RESPONSIBILITY


   0       1       2       3       4       5       N/A


 14. MOTIVATES OTHERS



   0       1       2       3       4       5       N/A


*15.





  0       1       2       3      4       5      N/A



*  Other performance factors directly related to the individual’s position.

** Divide by number of related elements x 10 = Evaluation Score


______  [image: image1.wmf]  ______  x 10  =  Evaluation Score ______


NARRATIVE COMMENT ON ALL RATINGS OF 0


SIGNATURE OF INDIVIDUAL









          DATE














     

SIGNATURE OF RATER




      TITLE



          DATE








     

     

SIGNATURE OF REVIEWING OFFICER


      TITLE



          DATE









     




     
FORM INSTRUCTIONS

1.  Review the elements carefully and select those that best describe the duties to be performed by this employee.  Enter the number of relevant elements in the appropriate box.  For each element you select, the evaluation should be obtained by comparing this employee with other employees of the same grade and duty requirements.  Be sure your evaluation is based on actual observation of the employee’s work or on the product (tangible or intangible) resulting from the employee’s efforts.  Use the scale of points included in the evaluation scale on the right of the form.  The meaning of each point value on the scale is as follows:


     YOU ARE INDICATING THAT


If your evaluation of 
      The Employee’s Performance
      Among employee’s in his

the employee on an
      on that element is

      series & grade level you

element is







      would place the employee




0

       Marginal or below the

       In the lowest 2%





       expected level and that he /





       she requires further training





       or experience to bring his / 





       performance up to satisfactory





       level


1

       Satisfactory


       With 50% of the









       employees




2

       Consistently satisfactory
       With employees in the





       and sometimes above

       upper 3rd quarter





       satisfactory


       (Next 25%)




3

       Consistently above

       In the lower portion of the





       satisfactory but not

       top 23%





       exceptional


       (Next 14%)




4

       Consistently above

       In the lower portion of the





       satisfactory and some times
       top 9%





       exceptional


       (Next 6%)




5

       Consistently exceptional
       In the top 3%

PERFORMANCE FACTORS





RATING SCALE


(See Reverse for Instructions)





COMMENTS





GROSS TOTAL ALL COLUMNS
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