










 
Employee Name_________________________________    Rating Period:  From_________  To_________ 
 

 FACTORS 11 AND 12 ARE REQUIRED FOR SUPERVISORY POSITIONS.  IF THE EMPLOYEE IS A SUPERVISOR, CHECK THE BOX TO THE RIGHT 
INDICATING THAT THE EMPLOYEE WILL BE RAT ED ON THIS FACTOR NEXT YEAR . 

 
FACTORS 13 AND 14 ALLOW YOU TO DEVELOP JOB-SPECIFIC FACTORS FOR A POSITION.  THEY ARE NOT REQUIRED .  USE ONLY IF THE 

SUPERVISOR WISHES TO DEVELOP FACTORS SPECIFIC TO THE INDIVIDUAL POSITION. 
 

IF THE EMPLOYEE IS NOT A SUPERVISOR AND WILL NOT BE RATED ON THESE FACTORS, AND IF YOU HAVE NO JOB SPECIFIC FACTORS FOR 
THIS POSITION, YOU MAY DISCARD THE NEXT (LAST) PAGE OF THIS FORM.*** 

 
1=Poor*         2=Needs Improvement*        3=Meets Requirements         4=Exceeds Requirements*      5=Outstanding* 

 
*Supporting Comments Required – see instructions 

 
 
11. FACTOR:  WORK GROUP MANAGEMENT AND LEADERSHIP - Directing the activity of subordinates.  General Performance 
Standards:  Plans and assigns work effectively and fairly.  Sets realistic, but challenging work goals.  Facilitates subordinates in 
obtaining the resources, guidance, and training opportunities needed to perform at their best.  Promotes positive working 
relationships.  Leads subordinates to contribute to the achievement of organizational goals.  Works closely with supervisory 
personnel to understand and implement program objectives.  Adjusts work assignments to meet fluctuations in workload.  Uses good 
judgment in granting leave.  Gives thorough orientation and adequate training to new employees.  Also consider any job-specific 
expectations listed under “GOALS” on the previous year’s PPR. 
Rating: 
 
 

Performance Review - Specific Notes About Performance:   
 
 
 
 

This factor to be 
used next year? 
¨Y   ̈ N 

 
 
12. FACTOR:  PERFORMANCE PLANNING AND REVIEW - Counseling and rating.  General Performance Standards.  
Communicates performance expectations clearly.  Conducts thorough and timely performance planning sessions with subordinates; 
documents subordinates' job performance and provides helpful feedback throughout the performance period.  Submits PPR 
documents on time.  Does fair performance appraisals. Avoids rating errors and biases.  Does not allow personal feelings to affect 
the difficulty of expectations set or the level of rating selected.   Also consider any job-specific expectations listed under 
“GOALS” on the previous year’s PPR. 

Rating: 
 
 

Performance Review - Specific Notes About Performance:   
 
 
 
 

This factor to be 
used next year? 
¨Y   ̈ N 

 
 
13. FACTOR:  

Rating: 
 
 

Performance Review - Specific Notes About Performance:   
 
 
 
 

This factor to be 
used next year? 
¨Y   ̈ N 

 
 
14. FACTOR:  

Rating: 
 
 

Performance Review - Specific Notes About Performance:   
 
 
 
 

This factor to be 
used next year? 
¨Y   ̈ N 
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