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EXPLANATION 3
Mark characteristic work performance in each factor. In marking supervisors, also consider effectiveness
as a supervisor in getting work done.
DEFINITIONS

OUTSTANDING - Al| aspects of performance not only exceeded normal requirements but were outstanding and,
in addition, deserved special commendation.

SATISFACTORY - Acceptable performance that met or exceeded minimum requirements.
UNSATISFACTORY - Performance that clearly failed to meet minimum requirements.
FACTORS

Use 0, S, and U to denote Outstanding, Satisfactory and Unsatisfactory performance respectively.

QUALITY OF WORK _ ( O )
QUANTITY OF WoRKk __ ( & )
ADAPTABILITY ol

ADJECTIVE PERFORMANCE RATING

Each "0" or "U" rating must be supported by supervisor's signed statement attached hereto showing
specifically and in detail wherein employee's performance was outstanding or unsatisfactory.

"0" marks in all three factors, fully supported in writing OUTSTANDING ___ ( )
"$", or "S" and "0" marks SATISFACTORY ___ (J)
One or more "U" marks, fully supported in writing UNSATISFACTORY ___ ( )

DEVIATIONS MAY BE MADE BUT MUST BE JUSTIFIED IN WRITING
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\ NOTICE TO EMPLOYEE

BY THIS COPY OF YOUR PERFORMANCE RATING FOR THE PERIOD INDICATED YOU ARE NOTIFIED WHAT YOUR ADJECTIVE RATING IS AND HOW IT IS

DEFINED. IF THIS IS AN OFFICIAL RATING YOU HAVE A RIGHT TO APPEAL IT WITHIN 30 DAYS AFTER RECEIPT OF THIS NOTICE. CONSULT

YOUR SUPERVISOR OR YOUR PERSONNEL OFFICER AS TO YOUR APPEAL RIGHTS.
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