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         State of Maryland
Performance Planning and Evaluation Program

	Employee Name:  
	Unit: 

	Social Security Number:
	Department:  

	Classification/Title: 
	Agency:  

	Supervisor’s Name:
	Supervisor’s Title:

	Date of Hire:
	Performance Period: 
 FROM                             TO


BEGINNING-OF-CYCLE PERFORMANCE PLAN
_________________________________________________________
________________________________________________________

Employee’s signature



     (date)
Rater’s signature




  (date)

_________________________________________________________
________________________________________________________

Date of Beginning-of-Cycle Performance Planning Meeting

Rater’s Supervisor’s signature


     
 (date)


MID-CYCLE PERFORMANCE EVALUATION
_________________________________________________________
________________________________________________________

Employee’s signature



     (date)
Rater’s signature




      (date)

_________________________________________________________
________________________________________________________

Date of Mid-Cycle Performance Evaluation Meeting


Rater’s Supervisor's signature


      (date)


END-OF-CYCLE PERFORMANCE EVALUATION
EMPLOYEE CERTIFICATION:  I hereby certify that I have

RATER CERTIFICATION: I hereby certify that this report constitutes

personally reviewed this report, and understand that my signature does
my best judgment of the service value of this employee, and is based

not imply agreement or disagreement.



on personal observation and knowledge of his/her work.

_________________________________________________________
________________________________________________________

Employee’s signature



     (date)
Rater’s signature




      (date)

_________________________________________________________
________________________________________________________

Date of End-of-Cycle Performance Evaluation Meeting

Appointing Authority’s signature


      (date)


IMPORTANCE:  Rank the importance of each performance standard and performance element in terms of its effect on total job performance.  Refer to the “% of Time and/or Weight of Importance” defined on a currently approved position description.

3 - Critical:  

A crucial element of the job and essential for the achievement of the organization’s goals and objectives.

2 - Important:  

A principal job responsibility which has a significant impact on the achievement of the organization’s goals and objectives.

1 - Moderately Important:  A supplementary responsibility which is important for continued success and competence in the job.

N/A:  


Not Applicable

	I.  ESSENTIAL JOB FUNCTIONS:  Obtain a copy of a currently approved position description (MS-22) for the employee's position.  Does the position description (MS-22) accurately reflect the current, and anticipated, duties and responsibilities for the upcoming review period?  (If NO, modify the position description as required BEFORE beginning the review period.)

(YES                                            ( NO  - Date Modified: _________________________

Review and discuss the ESSENTIAL JOB FUNCTIONS AND OTHER ASSIGNED DUTIES (Part II. Section 2).  Attach a copy of the MS-22 to this form.


	II.  PERFORMANCE STANDARDS: Review and discuss the Performance Standards defined in Section IV of the MS-22.  Describe the performance standards and expected end-results of each job function.  Identify the performance standards which will function as criteria for evaluation of performance during the upcoming review period.  Define any supplementary standards or requirements for the upcoming review period. Rate the IMPORTANCE of each performance standard. 


	II.  PERFORMANCE STANDARDS
	III.  Mid-Cycle Performance Evaluation
	IV. End-of-Cycle Performance Evaluation

	Results, Objectives, Goals, Outcomes, Work Products
	Importance
	Mid-Cycle Rating
	Comments
	End-of-Cycle Rating
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	EVALUATION STANDARDS - Individual areas of performance will be rated according to the following definitions:

O
Outstanding:

Exceptional performance.  Achievements are clearly superior to the level of performance required for the job.

E
Exceeds Standards:

Clearly surpassed the standards required for the job.  Used exceptional application of knowledge, skills and/or abilities to exceed the required standards.

M
Meets Standards: 
Met the requirements and expected results for the job.  Good performance which is expected of a fully experienced and competent employee.

N
Needs Improvement:
Job requirements and results were partially met.  Performance needs development to meet the standards expected of an experienced and competent employee.

U
Unsatisfactory: 
Performance is unacceptable and shows no significant progress or improvement. Improvement is critical.


	V.  MID-CYCLE PERFORMANCE EVALUATION:   Record the overall mid-cycle performance rating.  Briefly summarize overall (positive and negative) performance to date.  

	
	Overall Mid-Cycle Performance Rating:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Prior to the mid-cycle evaluation, was the employee given five-business days notice to complete a self-assessment?

   ( YES                                                     ( NO
	


	VI.  END-OF-CYCLE PERFORMANCE EVALUATION:   Record the overall end-of-cycle performance rating.  Briefly summarize overall (positive and negative) performance for the entire review period.  

	
	Overall End-of-Cycle Performance Rating:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Prior to the end-of-cycle evaluation, was the employee given five-business days notice to complete a self-assessment?

     ( YES                                                      ( NO

Does the position description (MS-22) accurately reflect the current, and anticipated, duties and responsibilities for the next review period?  (If NO, modify the position description as required BEFORE beginning the next review period.)

     ( YES                                                      ( NO
	


	VII.  EMPLOYEE COMMENTS:  

	
	
	

	
	
	

	
	
	

	
	
	


EMPLOYEE DEVELOPMENT PLANS
Sections VIII - X are to be completed during the End-of-Cycle Performance Evaluation.

	VIII.  Strengths:  Using the completed evaluation, identify those areas of performance which merit special recognition (Exceeds Standards or Outstanding ratings).  In what areas did the employee excel?  What are the key strengths of the employee (competencies, behaviors, results)?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	IX.  Development Needs:  Using the completed evaluation, identify specific areas that were below standards (Needs Improvement or Unsatisfactory ratings) OR will enhance development in the current position.  Specify a recommended development action plan.  Indicate the person responsible for the action, and the date or timeframe for the action to take place.

	NEEDS
	ACTION
	WHO’S RESPONSIBLE
	DATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	X.  FUTURE PLANS (optional):   If appropriate, discuss future growth and other plans or actions dictated by the evaluation.  What are the employee’s short-term career goals and/or aspirations?  What can the employee, supervisor, and/or organization do to encourage future growth?
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