Attachment G, Section 11 

MONTGOMERY COUNTY, MARYLAND

PERFORMANCE PLANNING AND EVALUATION FORM

	EMPLOYEE INFORMATION

	Employee Name:

Employee Oracle ID Number:

Job Title:
	Department:

Division/Team:

	Supervisor Name(s):


	Reviewing official Name:



	Type of Evaluation 

_____Annual                 _____Interim            
	Review Period

From (date) to (date)

	DOCUMENTATION SIGNATURES

	Activity to be documented


	Date
	Signature

	Performance Plan Finalized   (Employee)


	
	

	Performance Plan Finalized    (Supervisor)


	
	

	Mid Year Progress Discussion (Employee)


	
	

	Mid Year Progress Discussion (Supervisor)


	
	

	Evaluation Reviewed by Employee*


	
	

	Evaluation Finalized by Supervisor


	
	

	Evaluation Reviewed by Reviewing Official 


	
	

	ACKNOWLEDGEMENT OF RECEIPT OF EVALUATION

	*Your signature indicates that you have read and discussed this evaluation with your supervisor, but does not necessarily indicate that you agree with the comments or overall evaluation.  You may write any comments you would like to make in the space below or on a separate sheet you attach to this form.

	OVERALL RATING

	· Exceptional Performance

· Highly Successful Performance 

· Successful Performance
	· Below Expectation
· Does Not Meet Expectations

	Note for automated versions of this form: This form is in a Word tables format.  Each row will expand as you type into it.  All automated forms must be safeguarded or password protected from unauthorized viewing.

Employees in MCGEO should use the MCGEO form.  M1, M2 & M3 should use the MLS form.


	PERFORMANCE PLAN

	Plan Development: This section should list the performance expectations for this individual and/or team.  Clearly indicate which expectations will receive team ratings (as applicable).  If feedback from non-supervisors will be obtained, describe the source and approach to obtaining and utilizing this information (as applicable).  Serious performance issues may be addressed in a separate work improvement plan following an interim evaluation.  Each general expectation or competency listed below must include a description and/or behavioral examples of the expected performance (below or in an attachment). 

Evaluation:  Ratings should be based on the degree to which the employee/team achieved or met the performance expectation.  Team ratings do not apply to general expectations or competencies. Narrative Comments are required for all ratings. 

	Expectation 1


	· Exceptional

· Highly Successful

· Successful

· Below Expectation

· Does Not Meet Expectations

	Narrative Comments


	

	Expectation 2


	· Exceptional

· Highly Successful

· Below Expectation

· Successful

· Does Not Meet Expectations

	Narrative Comments 


	

	Expectation 3


	· Exceptional

· Highly Successful

· Successful

· Below Expectation

· Does Not Meet Expectations

	Narrative Comments 


	

	Expectation 4


	· Exceptional

· Highly Successful

· Successful

· Below Expectation

· Does Not Meet Expectations 

	Narrative Comments


	

	Adding more lines for additional expectations: Place the cursor anywhere in this row (or any row you where you want the row above to be created).  Click on “Table” from main menu bar.  From pull down menu select “insert row”.  A new line will appear.  With cursor still in the new row, again select “Table” from main menu bar.  From pull down menu select “Split Cells.”  Change number of columns to 1 and rows to 2, and select “OK.”  Block and copy text from any of the boxes above and change expectation number.  Continue to create as many boxes as needed.  

Changing page breaks: To view page breaks click on the ¶ icon on the standard toolbar.  Page breaks maybe highlighted and deleted. New page breaks may be added by placing cursor in row that you want to appear on the next page, and hitting the CTR and Enter keys simultaneously.
	


	CAREER DEVELOPMENT

	Goal or Competency to be developed:

Year End Accomplishment Summary:


	PROGRESS DISCUSSION NOTES

TO DOCUMENT THE MID-YEAR PROGRESS DISCUSSION

	Supervisor:

Employee:



	COMMENTS

	Supervisor:

Employee:



	DEFINITIONS FOR PERFORMANCE RATINGS 

	Exceptional Performance.   This rating indicates that the employee: consistently achieved additional, significant results beyond established targets; achieved a higher level of quality than required; was a role model in the demonstration of competencies; and was rated “Exceptional Performance” on the majority of performance expectations and standards.   Performance at this level is rare.  A supervisor must use this rating only if the employee performed at a higher level relative to most other employees performing comparable work.  A supervisor must not give an overall rating of “Exceptional Performance” to an employee who received a rating of “Does Not Meet Expectations” on any single expectation.

Highly Successful Performance.  This overall rating category indicates that the employee: achieved all critical results at or beyond established targets; achieved a high level of quality; consistently and effectively demonstrated the competencies; and was rated as having “Highly Successful Performance” on the majority of performance expectations and standards.  A supervisor must not give an overall rating of “Highly successful” to an employee who received a rating of “Does Not Meet Expectations” on any single expectation.

Successful Performance.  This overall rating category indicates that the employee: met the majority of performance standards and expectations; achieved a majority of results and demonstrated most competencies successfully; and may occasionally exceed expectations. A supervisor must give an overall rating of “Successful Performance” to an employee with good, solid performance.  This rating is appropriate for most employees.

Below Expectation.   This overall rating category indicates that the employee has met some job requirements but needs improvement in other job requirements listed in the performance plan. The performance of an employee who receives this rating is below the level of “Successful Performance: but above that of “Does Not Meet Expectations.” An employee who receives a rating of “Below Expectations” may request that the supervisor provide the employee with a written work improvement plan.
Does Not Meet Expectation.  This overall rating category indicates that the employee has not met the basic requirements of the job as evidenced by: receiving a rating of “Does Not Meet Expectations” on a majority of the performance expectations and standards listed in the performance plan; or failing to produce one or more key results, demonstrating competencies infrequently or ineffectively, or both.  An employee who receives this rating has failed to perform the assigned duties on an on-going basis in an acceptable and competent manner.  If the supervisor gives an employee this rating, the supervisor must counsel the employee on what corrective action to take and allow the employee adequate time to improve or correct performance.


PAGE  

