Understanding the Rating Scale


Superior 

Exceeded full job requirements in an exceptional way.  This is an employee who achieved results during the review period which substantially exceeded job requirements.  The achievements resulted from exceptional insight, great effort, and/or the capacity to develop the opportunities presented during the period in such a way as to constitute a unique contribution.  Not only is work completed according to priority, with minimal supervision, but also additional responsibilities and tasks are sought and performed far beyond expectation.  Assignment of this level of performance must be documented by specific examples of the employees’ work during the rating period.


Individual Rating: 30 points

Above Standard 

Exceeded full job requirements.  This is an employee who achieved results during the period under review which clearly exceeded job requirements, resulting from the application of above average skills and considerable effort.  The supervisors should be able to document specific examples of performance at this level.


Individual Rating: 20 or 25 points
Satisfactory 

Met full job requirements.  This is an employee who achieved results during the period which met the full requirements of the job.  Accomplishments demonstrated well-developed abilities and a consistent willingness to perform.  Assessment at this level recognized a job well done.


Individual Rating: 10 or 15 points
Unsatisfactory

Performance did not meet basic job requirements.  Deficiencies in performance demonstrated a lack of ability or willingness to perform.  Specific examples or instances of the employee’s work must be documented to assign this rating.  When writing unsatisfactory reviews, be sure to include both the nature of the poor performance and the interventions you made to help the employee correct problems during the review period.  You may also use Section III: Supervisors Comments to write corrective comments and suggestions for improvement.


Unsatisfactory: 0 or 5 points

Overall Performance Rating:

Multiply the rating given to each individual job factor by the value percentage of that factor to obtain points.  The points for all the individual job factors are then added up to obtain an overall rating, which is entered on the last page of the performance appraisal form.

Superior


Greater than 25 and up to 30

Above Standard

Greater than 15 and up to 25

Satisfactory


10 to 15
Unsatisfactory*


Below 10

*An unsatisfactory rating automatically places an individual on the Performance Improvement Plan. 
