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SUBJECT: 2005 Annual Commissioned Officers' Effectiveness Report (COER)

The 2005 Annual COER is a Web-based electronic workflow process which can be accessed from the
Commissioned Corps Management Information System (MIS) Web site at: http://dcp.psc.gov. In addition to this
Manual Circular, help instructions are also available.

1.

Summary of Important Points

Rating Period is 1 June 2004 through 30 September 2005

COER due to Rater by 14 October 2005

COER due to Reviewing Official by 4 November 2005

COER due to the Office of Commissioned Corps Operations (OCCO) by 18 November 2005

Officers should keep track of their own COER by frequently logging into their ONLINE COER

and checking their electronic Official Personnel File (eOPF) for the completed COER.

. If transferring assignments on or after 1 July 2005, officers may complete an Annual COER
prior to the release of the electronic COER. Officers should contact their Commissioned Corps
Liaison or phscoers@hhs.gov

o Officers must complete Attachment 1 and should address the duties, accomplishments, and

goals as related to their billet description AND activities and accomplishments evidencing

officership, leadership, and force readiness in the context of a transformed Corps.

Definitions Used in this Manual Circular

Rater. The Rater is usually the immediate or first-line supervisor of one or more officers. The Rater has
responsibilities for establishing performance expectations; planning and setting priorities; assigning
work; administering personnel matters; and dealing effectively with officers about officer/management
concerns.

Reviewing Official. In most cases, the Reviewing Official is the immediate supervisor of the officer's
Rater. There may be exceptions in the case of officers detailed to non-Department of Health and Human
Services (HHS) organizations.

Commissioned Corps Liaison. The Commissioned Corps Liaison is the person designated by the HHS
Operating Division (OPDIV)/Staff Division (STAFFDIV) or non-HHS organization to which the officer is
assigned to monitor the progress of completion of the COER. For the list of Liaisons, go to
http://dcp.psc.gov and select “About Us”, then select “SGPAC and Commissioned Corps Liaison
Listing.”

Rating Period. The annual COER should reflect the officer’s performance between 1 June 2004 and 30
September 2005.

Purpose

The purpose of this Manual Circular is to transmit to all Public Health Service (PHS) Commissioned
Corps officers and supervisors guidelines for completing the annual COER.
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An annual COER, for the rating period (1 June 2004 to 30 September 2005), is required for all officers
on active duty with the exception of the following:

o officers called to extended active duty on or after 1 July 2005;

o officers who have separated or retired prior to 1 July 2005;

o officers on short tours and intermittent tours as provided in INSTRUCTION 9, Subchapter CC23.5,
“Short Tours of Active Duty — Inactive Reserve Corps,” of the Commissioned Corps Personnel
Manual (CCPM);

e participants in the Junior Commissioned Officer Student Training and Extern Program
(JRCOSTEP);

e participants in the Senior Commissioned Officer Student Training and Extern Program

(SRCOSTEP);

medical students enrolled at the Uniformed Services University of the Health Sciences;

the Assistant Secretary for Health (if he/she is a commissioned officer);

the Surgeon General; and

non-career and career political appointees.

Annual COERs are required irrespective of the fact that a COER was recently submitted for some other
purpose. Officers who transfer on or after 1 July 2005, should complete an Annual COER instead of the
normal Transfer COER. This can be completed prior to the release of the electronic COER. The generic
paper COER can be accessed from the Commissioned Corps MIS Web site at http://dcp.psc.gov.
Select ‘Services’, then select ‘Official Forms’, and then ‘Performance’. A complete COER consists of
form PHS-838, Attachment 1 (completed by the officer), and Attachment 2 (completed by the Rater).

It is the duty and responsibility of all officers being rated, Raters, and Reviewing Officials to promptly
complete and transmit a COER when due. Failure to transmit a properly completed COER in a timely
manner is disadvantageous to the officer being evaluated. Officers who are required to complete an
Annual 2005 COER will not be promoted or assimilated and cannot receive awards, details, or special
pays if the COER is not completed. (NOTE: OCCO is prohibited from issuing retroactive personnel
orders that affect pay.)

When it is determined that an officer, a Rater, or a Reviewing Official has not transmitted a COER by
the due dates established, follow-up action will be initiated by the OPDIV/STAFFDIV or non-HHS
organization Commissioned Corps Liaison. The Commissioned Corps Liaison shall also review any
instances of a continued missing COER to determine whether disciplinary action against the officer,
Rater, or Reviewing Official is appropriate.

The guidelines provided in this Manual Circular supplement INSTRUCTION 1, Subchapter CC25.1,
“Commissioned Officers' Effectiveness Report,” of the Commissioned Corps Personnel Manual
(CCPM). Descriptive examples of each question found on the COER are provided in an attachment to
this Manual Circular. PLEASE READ AND FOLLOW THESE GUIDELINES CAREFULLY.

The officer will go to the Commissioned Corps MIS Web site at: http://dcp.psc.gov, then click the
‘Access 2005 Annual COER System’ link, then enter his/her logon ID and password normally used to
access the Commissioned Corps MIS Web site’s secure area. If you do not know your logon ID and
password, contact the CCHelpDesk at (301) 594-0961 or you may e-mail the CCHelpDesk at
cchelpdesk@psc.gov. If you do not have Internet access, contact your Commissioned Corps Liaison for
guidance.
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Rights of Officers

Officers should have an opportunity to correct conduct and performance weaknesses with the
cooperation of the Rater and/or Reviewing Official(s), as appropriate. When discussing an officer's
performance weaknesses, the officer, Rater and/or Reviewing Official(s) should agree on what
corrective action steps the officer needs to take. Such a plan should establish specific performance
objectives and evaluation criteria, as well as a reasonable time frame over which performance can be
assessed. The officer, Rater, and/or Reviewing Official(s) should, whenever possible, agree to any
additional training that may be necessary or helpful.

An officer may disagree with a performance rating. It is recognized that management styles can
influence ratings. Individuals who review the COER (e.g., boards, reviewing officials, etc.) pay attention
to comments provided by officers. These comments should detail accomplishments or assessments of
strengths or weaknesses not given proper attention by the Rater.

Rebuttal

Itis PHS Commissioned Corps policy that an officer’s evaluation be discussed with him/her in a formal
manner. If an officer disagrees with the COER ratings, the officer may provide rebuttal information. If a
COER is rebutted by an officer, both the officer and the Rater may submit all necessary documentation
and comments (i.e., more than one page is authorized in this situation) to OCCO via the Commissioned
Corps Liaison within 60 days. The Rebuttal needs to be signed by both the officer and the Liaison. The
Liaison will provide a copy to the Rater and Reviewing official, and then forward the original to OCCO
for inclusion in the officer's eOPF. If the Rater provides documentation or comments, the Liaison will
sign the original and provide the officer with a copy, then forward to OCCO for inclusion in the officer’s
eOPF. The officer's name, PHS serial number, and date of the COER must appear at the top of each
document. The Rebuttal needs to identify the number or numbers of the questions being disputed with
a clear, objective response detailing the officer’'s position. NOTE: OCCO takes no further action on
rebuttals. The rebuttal is NOT a substitute for a grievance.

In addition to submitting a rebuttal, the officer may grieve the COER under procedures provided in
INSTRUCTION 5, Subchapter CC26.1, “Grievances,” of the CCPM. The officer may also file an equal
opportunity (EO) complaint in accordance with INSTRUCTION 6, Subchapter CC26.1, “Equal
Opportunity: Discrimination Complaints Processing.” If the officer is not satisfied with the outcome of the
grievance or EO process, he/she may apply for relief to the Board for Correction of PHS Commissioned
Corps Records as provided in INSTRUCTION 5, Subchapter CC29.9, “General Administration Manual
Policies and Procedures for Board for Correction of PHS Commissioned Corps Records,” of the CCPM.

NOTE: The Board for Correction of PHS Commissioned Corps Records may not consider an
application until the officer has exhausted other available administrative remedies, including the
grievance and EO processes.

The Privacy Act of 1974 gives individuals the right, subject to certain conditions, to gain access to
records (including COERSs) maintained on them.

Specific Instructions for Officers
a. Before the COER is electronically forwarded to the Rater:

The officer will review and update his/her phone number and e-mail address.
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The officer must complete Attachment 1 to the COER. Officers should address:
1. The duties, accomplishments, and goals as related to his/her billet description.

2. Activities and accomplishments evidencing officership, leadership, and force readiness in the
context of a transformed Corps.

To avoid timing out of the COER application, officers can create the text using Word, WordPerfect,
or a plain text editor such as Notepad or Wordpad. Then the text can be copied and pasted into
Attachment 1. Avoid using special characters (e.g., bullets, italicized, bold, etc.) as they may not be
recognized when cutting and pasting. You are allowed a maximum of 3,600 characters, but may not
exceed 66 lines. The officer should avoid using acronyms (other than organizational levels)
because readers are often unfamiliar with such terminology.

The officer will identify his/her Rater. It is critical that you provide an accurate e-mail address for the
Rater.

Officers will initiate the COER, and transmit it electronically to the Rater NO LATER THAN 14
OCTOBER 2005.

The COER is to reflect the performance of the officer initiating the report as of the close of business
on 30 September 2005.

After the COER is Completed by the Rater:

The officer will receive an e-mail notification that the COER is available for review. The officer must
logon to review the evaluation and after discussion, if there are no changes needed, the officer may
concur/disagree with the COER. If changes are needed, both the Rater and officer may modify the
COER. The Rater must review any changes to Attachment 1 before the officer is able to
concur/disagree.

If the officer disagrees with the evaluation, the officer may provide a rebuttal. Written rebuttal to the
rating will be submitted after the COER has been electronically transmitted to OCCO.

The Reviewing Official will not have access to an officer’'s COER until the officer concurs or
disagrees with the COER evaluation. The officer may wish to discuss his/her reason for the
rebuttal with the Reviewing Official immediately before the Reviewing Official concurs/disagrees
with the COER.

After the COER is completed by the Reviewing Official:

The officer will receive an e-mail indicating the COER is complete. The COER will be archived in
the officer's eOPF on the Commissioned Corps MIS Web site within one (1) week of the Reviewing
Official’'s concurrence/non-concurrence. To obtain a copy of the COER, the officer may access the
eOPF at: http://dcp.psc.gov, select ‘Secure Area’ and then select ‘Officer & Liaison Activities’, then
enter his/her logon ID and password. If the COER is not in the eOPF within one (1) week of receipt
of the e-mail notification that the COER is complete, contact phscoers@hhs.gov. (NOTE: the officer
should first verify that the COER is indeed complete by checking the COER status in the COER
application.)
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6.

Specific Instructions for Raters (Immediate Supervisors)

a.

General Instructions
The Rater will receive an e-mail notification when an officer has submitted a COER for them to rate.

The first responsibility of the Rater is to ensure that all officers under their supervision electronically
transmit the COER to them NO LATER THAN 14 OCTOBER 2005, with Attachment 1 completed. If
an officer being rated delays submitting the COER after being reminded by the Rater, the Rater will
initiate a hardcopy COER after consultation with the Commissioned Corps Liaison. The Liaison will
provide the Rater with the appropriate hardcopy document. The Rater should provide a statement
with the COER explaining that the COER is being initiated by the Rater and the reason for this
action. The Rater may consider the officer's failure to submit the COER in a timely manner in the
officer's evaluation. If the officer refuses to sign the COER initiated by the Rater, this will be noted
on the COER, and the COER, without the officer's signature, will be sent through the review
process to OCCO.

The Rater completes the following:

The Rater must review Attachment 1 from the officer. If necessary, the Rater can ask the officer to
modify Attachment 1. The Rater must enter the time he/she has supervised the officer.

If the Rater has supervised the officer less than 6 months, either a detailed COER or a narrative
COER may be completed. A narrative COER consists of a satisfactory or unsatisfactory rating for
the officer's overall performance. A detailed COER consists of 18 questions covering abilities,
motivation, interests, and other characteristics considered most pertinent to the officer's
performance in the Service.

Detailed COER

For a detailed COER, the Rater indicates the level that most nearly describes the officer by
selecting the appropriate rating for all questions, with “A” being the lowest rating and “E” being the
highest rating (see attachment to this Manual Circular for each of the 18 questions). The Rater
should rate each item independently without reference to any other one. Itis imperative both to the
officer and to the PHS Commissioned Corps that the COER rating be candid and objective. Each
“A” rating must have a comment specifying the reason for the low rating.

The Rater must complete Attachment 2 to provide comments on the ratings and/or an overall
description of the officer’s performance during the rating period. To avoid timing out of the COER
application, officers can create the text using Word, WordPerfect, or a plain text editor such as
Notepad or Wordpad. Then the text can be copied and pasted into Attachment 2. Avoid using
special characters (e.g., bullets, italicized, bold, etc.) as they may not be recognized when cutting
and pasting. You are allowed a maximum of 3,600 characters, but may not exceed 66 lines.

Comments should be consistent with the rating given and not repeat the wording of the questions.
Comments should reflect accomplishments as well as level of responsibility. Please provide
examples of quantitative results.

Ratings should be responsive to any information provided by an officer regarding his/her



PAGE 6

MANUAL CIRCULAR - COMMISSIONED CORPS PERSONNEL PHS NO. 380

accomplishments. It is recommended that preliminary ratings be developed by Raters in preparation
for the performance discussion with the officer, and finalized during the performance discussion
after the officer has had the opportunity to provide any additional information for the Rater to
consider.

If Rating periods include extended periods of sick leave or intermittent episodes of sick leave, the
officer should be evaluated on his/her performance when present.

For those officers being rated who are in supervisory or managerial positions, the Rater will include
in the performance appraisal those supervisory and administrative actions which ensure equal
treatment of all staff by completing Iltem 17. The comments for this rating should include information
about the scope of the officer’s efforts to support, facilitate, and enhance the OPDIV/ STAFFDIV/
non-HHS organization’s career development and advancement opportunities of minorities, women,
and persons with disabilities under the officer’s supervision.

Many officers are assigned to positions where a results-oriented (i.e., work plan) process is used by
the program. Where such an appraisal is completed on a commissioned officer, it will likely contain
helpful information. Consequently, it should be used to support the Rater's decision for several
elements on the COER. However, the completed appraisal form may not be transmitted with the
COER to OCCO. Rather, it should be used by Raters in preparing the narrative comments of the
COER to supplement or support the quantitative ratings of the COER.

The Rater must select a Reviewing Official to review the COER. Typically, this is the immediate
supervisor of the Rater, unless an OPDIV/STAFFDIV/non-HHS organization has specified
otherwise.

Raters and officers must complete their COER activities so that the completed COER and
attachments are electronically transmitted to the Reviewing Official NO LATER THAN 4
NOVEMBER 2005.

Special Circumstances

(1) Officer in Current Position or Supervised Less Than 6 Months (excludes officers called to
extended active duty on or after 1 July 2005).

A narrative COER may be prepared when the Rater believes that a complete performance
rating is premature or inappropriate. It is appropriate for the Rater to seek input in completing
the COER from the officer's previous supervisor. The narrative statement should summarize the
officer's performance to date. The Rater may select a narrative COER, then select either
“Satisfactory” or “Unsatisfactory” as the overall rating. The Rater must still provide a general
summary statement of the officer’s performance in Attachment 2.
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(2) Officer in Training Outside of the Service.

A narrative COER may be prepared for officers in training outside the Service when the Rater
believes that a complete performance rating is inappropriate. It is appropriate for the Rater to
seek input in completing the COER from the officer's educational advisor. The Rater may
select a narrative COER, then select either “Satisfactory” or “Unsatisfactory” as the overall
rating. The Rater must still provide a general summary statement of the officer's performance
in Attachment 2.

(3) Officers Assigned or Detailed to Non-HHS Organizations.

Some officers are assigned or detailed to State, county, and local health organizations, other
Federal Agencies, or international organizations. The COER is used for the evaluation of all
Corps officers whether assigned to HHS OPDIVs/STAFFDIVs or assigned or detailed to non-
HHS organizations. If a COER Rater is not designated in the detail agreement, the official
named in the detail agreement as the Federal Supervisor shall be the Rater for the COER.
The HHS official designated in the personnel agreement covering the detail will function as
the Reviewing Official. If no HHS official has been so designated, the next higher level
supervisor over the Rater will serve as the Reviewing Official. The performance criteria
applied in rating the officer will be specified in the assignment or detail agreement, or, if not
specified, applicable Federal standards will be used. For officers detailed under “blanket” or
“no-host” details (e.g., Environmental Protection Agency, Centers for Medicare and Medicaid
Services, U.S. Coast Guard, U.S. Department of Agriculture, U.S. Marshals Service, National
Park Service, Federal Bureau of Prisons, National Oceanic and Atmospheric Administration,
etc.), the immediate supervisor in the organization to which the officer is assigned or detailed
shall be the Rater for the COER.

(4) Officers Who Have Transferred During the Period of the COER.

If a Rater has supervised an officer for a short period of time (less than 6 months), it is
appropriate for the Rater to seek input in completing the COER from the officer’s previous
supervisor. If there is no former supervisor, a note to that effect should be included on the
attachment to the COER.

(5) Officers With Duty Station Separated from Rater.

If an officer's duty station is geographically separated from the duty station of the Rater or if
an officer is temporarily working in another program, diligence is to be exercised by the Rater
to objectively assess performance. For example, site visits or discussions with on-site
supervisors may be helpful to assess performance.

Specific Instructions for Reviewing Officials
The Reviewing Official will receive an e-mail notifying him/her to review an officer's COER.

Reviewing Officials must remember that the COER is an important management tool. An officer is to
be objectively rated by the Rater, and an appropriate balance is to be provided between an officer's
performance strengths and weaknesses. Reviewing Officials are also reminded that it is expected
that problems and/or difficulties with an officer's performance shall be documented. The first
responsibility of Reviewing Officials is to ensure that all COERs under their jurisdiction are
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electronically transmitted to them NO LATER THAN 4 NOVEMBER 2005 for all officers under their
purview.

Reviewing Officials should review an officer's Attachment 1 as well as the Rater’s scores and
Attachment 2.

Reviewing Officials will indicate concurrence or disagreement with the COER. They will not be
permitted to _make any changes in the letter designations or comments made by the Rater or
officer.

Reviewing Officials may state any specific agreements or disagreements with the COER. Any
comments made by a Reviewing Official which might in any way be considered negative by the officer
shall be discussed with the officer.

It is recommended that the Reviewing Official discuss the COER with the officer and the Rater if the
officer has indicated he/she will be rebutting the Rater’s evaluation.

The Reviewing Official must indicate concurrence or non-concurrence, so that the electronically
transmitted COER is submitted to OCCO NO LATER THAN 18 NOVEMBER 2005.

8. Specific Instructions for Commissioned Corps Liaisons

Commissioned Corps Liaisons are responsible for identifying the appropriate Rater and Reviewing
Official if there is any uncertainty as to who should fulfill these roles.

Commissioned Corps Liaisons are responsible for tracking COER status and making follow-up
inquiries on those that are not transmitted in a timely fashion.

Commissioned Corps Liaisons will have status reports and missing COER reports available to them to
help monitor the progress of COERs of officers assigned to them.

Privacy Act Provisions

Personnel records are subject to the provisions of the Privacy Act of 1974. The applicable system of record is
09-40-0001, “PHS Commissioned Corps General Personnel Records,” HHS/PSC/HRS.

Cristina V. Beato, M.D.

Acting Assistant Secretary for Health
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ATTACHMENT
DESCRIPTIVE EXAMPLES FOR QUESTIONS 1 THROUGH 18

1. Quantity of Work:

moowp

Consistently produces less than is expected.

Sometimes falls below productivity standards.

Meets standards consistently.

Usually exceeds standards of productivity.

Exceptionally productive; accomplishes far more than expected.

2. Quality of Work:

moow>

Regularly produces work which does not meet standards of quality.
Occasionally produces work which does not meet standards.
Produces work that consistently meets standards.

Produces above average work.

Consistently produces exceptional work.

3. Punctuality of Work:

moow>

Regularly misses deadlines.

Is sometimes behind schedule.

Is consistently on time with assigned work.

Can be relied upon to meet all deadlines and is sometimes ahead of schedule.
Is exceptionally prompt and usually ahead of schedule.

4. Initiative, Creativity, and Judgement:

moow»

Often fails to take obviously necessary actions or takes wrong ones.

Sometimes fails to take steps that would solve or head off usual problems.

Deals effectively with usual problems and challenges.

Moves creatively to meet program objectives and solve somewhat unusual problems.
Consistently recognizes and solves unusual problems in innovative ways.

5. Planning and Organizing:

>

moow®

Needs continual supervision to determine priorities, resource needs, and time to be allotted for even
routine tasks.

Sometimes is lax in determining and adhering to priorities and schedules.

Sets and adheres to priorities and schedules under most circumstances.

Skilled planner and organizer. Grasps problems well and provides detailed solutions.
Exceptionally skilled in planning and organizing.

bility to Analyze Problems:

moo

A
A.
B

Often asks questions or presents solutions that evidence a lack of understanding of routine matters.
Sometimes asks questions or presents solutions which complicate the management of routine
problems.

Almost always evidences understanding of routine and many more complex matters.

Usually understands and presents good solutions to new and particularly difficult problems.

Is a person to whom others look for creative and thorough analysis of the most difficult problems.
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10.

11.

12.

ATTACHMENT (CONT.)
DESCRIPTIVE EXAMPLES FOR QUESTIONS 1 THROUGH 18

Supervisory Skills:

Tmoow>»

Supervision frequently causes problems which require intervention.

Supervisory decisions sometimes complicate management problems.

Handles most supervisory problems without difficulty.

Resolves supervisory problems and improves employee’s performance.

Solves even difficult problems and gets the most out of all employees supervised.
Officer has no supervisory responsibility.

bility to Work with Others:

A
A.
B.
C
D

E.

Is not effective when work requires cooperative efforts.

Performance is sometimes impaired if it requires working with others.

Satisfactorily achieves objectives when working with others is required.

Is able to cooperate with others in a manner that helps produce better work than any one member of
the group could produce.

Works with others in ways which maximize the contributions of each person and consistently
produces excellent results.

Ability to Express Self Verbally and in Writing:

moow»

Routine material is misunderstood and fails to obtain the desired response.

Failure to communicate clearly sometimes causes problems.

Communication failures rarely cause problems.

Gets message across even when material is complex.

Expresses complex and controversial material in such a lucid and persuasive way that achievement of
objectives is materially aided.

Professional Skills in Present Activity:

Cannot be trusted in situations when professional judgement is required.
Sometimes makes professional judgements that are not supportable.
Consistently makes professional judgements that are supportable.

Is recognized outside his/her program as an expert.

Usually rejects supervisory guidance without considering its merits.
Sometimes rejects supervisory guidance without considering its merits.
Usually considers supervisory guidance carefully and is able to apply it.
Works with supervisory guidance constructively.

A.

B.

C.

D. Islooked to by others for professional advice.
E.

Responsiveness to Supervision:
A.

B.

C

D

E

Seeks supervisory guidance appropriately and implements creatively.

Response to Crises:

mmoow»

Performance is ineffective in crises.

Performance is somewhat less effective in crises.
Performance is effective in crises.

Rises to the occasion in crises.

Emerges as a superior performer and leader in crises.
No observation during rating period.
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13.

14.

15.

16.

17.

ATTACHMENT (CONT.)
DESCRIPTIVE EXAMPLES FOR QUESTIONS 1 THROUGH 18

Growth in Skills During Rating Period:

Skills have deteriorated.

Has shown little, if any, growth in skills.

Has shown steady growth in skills.

Has shown much more growth in skills than most of his/her peers.

Has progressed more rapidly than most of his/her peers.

Rater has not known officer long enough to judge this ability. (Use this only if you have supervised
officer less than 6 months.)

Tmoow>»

Commitment to Program Goals:

Exclusively puts own welfare or advancement ahead of program.

Frequently puts personal concerns ahead of program.

Is generally able to balance personal and program concerns.

Has worked out a balance between personal and work responsibilities. Allows satisfactory resolution
of almost all conflicts.

E. Integrates personal and program interests so that conflicts rarely arise.

ooy

Managerial Responsibility:

With respect to officer's managerial responsibilities, develops and implements systems and procedures to
exercise overall management of the program. Common goals are increased efficiency, quality service,
cost reduction, and timeliness of actions.

Regularly fails.

Occasionally fails.

Is fully satisfactory.

Usually exceeds.

Is of an exceptional nature.

Officer has no managerial responsibilities.

Tmoow>»

Wearing of the PHS Uniform:

A. Never Conforms.

B. Wears uniform less often than required or wears uniform inappropriately.
C

D

E

Wears appropriate uniform as required.
Wears appropriate uniform more frequently than required.
Wears uniform daily with pride and distinction.

Equal Opportunity:

Supports Department of Health and Human Services (HHS) or non-HHS organization Equal Opportunity
(EO) program and adheres to Operating Division EO standards by taking supervisory and administrative
actions which ensure equal treatment of employees. Facilitates and enhances the recruitment, career
development, and advancement opportunities for minorities, women, and persons with disabilities.
Regularly fails.

Occasionally fails.

Is fully satisfactory.

Usually exceeds.

Is of an exceptional nature.

Officer is neither manager nor supervisor.

mTmoow»
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ATTACHMENT (CONT.)
DESCRIPTIVE EXAMPLES FOR QUESTIONS 1 THROUGH 18

18. Overall Job Performance:
This rating should not be an average of items above. It should reflect actual effectiveness in the job which
this officer is doing. This rating should be consistent with the officer's performance under his/her work
plan.

Inadequate. This officer is a hindrance rather than an asset.

Marginal. This officer is sometimes less effective than can be reasonably expected.

Competent. This officer is fully effective in performing his/her job.

Well above average. This officer has made significant contribution and has enhanced the position

he/she holds.

Exceptional. This officer’s performance is far better than can be reasonably expected and has brought

credit on the officer and the organization.

oowp

m



