SUPERVISOR’S CHECKLIST FOR

COMPLETING PERFORMANCE RATINGS OF RECORD

AT THE END OF THE APPRAISAL CYCLE

_____ 1.  Ensure the employee has been under the performance plan for 90 days.  The 90 days

    start from the date the employee signed the appraisal. (see block 7c).  

(NOTE: Ratings will be deferred for employees who have not been in their current position, line or level of work, under their current supervisor for the minimum 90 day period.)  

_____ 2.  Mark block 6, “Rating of Record.”

_____ 3.  Evaluate the employee’s performance against each applicable performance standard 

    and mark “acceptable” ratings.

    (NOTE:  If an employee’s performance is “unacceptable,” STOP HERE.  Do not 

    assign “unacceptable” ratings.  Contact your HRO Labor Relations Specialist

    immediately for advice and guidance.*)

_____ 4.  Assign the summary rating (block 10).  

_____ 5.  Sign and date block 9a.  

_____ 6.  Ensure block 12 (position description accuracy) is appropriately marked.  

(NOTE: This block should have been completed when you first set standards with the employee.)

_____ 7.  Discuss the rating with the employee.

_____ 8.  Have employee sign and date block 9b.  (NOTE: If the employee refuses to sign the 

    appraisal, write a note in the “comment” block reflecting the employee’s refusal 

    to sign, the date you held the meeting with the employee, and your signature.)

_____ 9.  Provide a copy of the completed appraisal to the employee as soon as possible, but not 

    later than 60 days from the end of the rating cycle.  

* Employee Performance Problems 

If an employee’s performance becomes unacceptable at any time during the appraisal cycle, contact the HRO Labor Relations Office as soon as possible.  Supervisors should not delay until the end of the appraisal cycle to take action.  

