MAIN USER GUIDE

FOR THE

ANNUAL EVALUATION FORM

The AEF is completed in stages throughout the annual evaluation cycle.  It is the responsibility of the Principal Officer of the operating unit to assure compliance with the schedule for the Employee Evaluation Program.

Within 45 days of beginning an employee's rating cycle:
-
Complete Section 1 (Employee Information and Signature Page) of the AEF and print it.  The "Career Status," "360 Degree Input Sources," and "Employee Statement" blocks are completed by the Rating Official at the end of the cycle.

-
Rating Officials and employees may discuss career enhancing assignments and career goals, as part of preparing the employee's performance plan.  Further, employees should consider preparing a list of 360 sources for whom or with whom they will be working during the rating cycle and give the list to the Rating Official who can periodically contact them. 
-
Complete Section 2 (Role in the Organization) of the AEF and print it.  Comment on the context of the work, nature of supervision provided or received, complexity of work performed, continuing responsibilities, etc. 

· Complete Section 3 (Work Objectives and Performance Measures) of the AEF and print it.  Develop collaboratively with employee individual work objectives, which should be linked to USAID goals and the operating unit's strategic objectives.  Define performance measures for each work objective, against which the employee will be evaluated.  No more than five work objectives can be established.  The Appraisal Committee (AC) must approve work objectives and performance measures.  For Civil Service employees only, identify which work objectives are critical elements.

-
The “Beginning of Cycle” signature block must be signed by the employee, the Rating Official and the AC Representative indicating that the workplan has been approved and communicated to the employee.

At the middle of the employee's rating cycle:

-
The employee and Rating Official review progress on meeting work objectives and performance measures.  The AC must certify that a mid-cycle review was conducted.  If any changes to the Objectives/Measures are made, they must be documented in Section 3, Revisions, and approved by the AC.  The employee, the Rating Official and the AC Representative must complete the “Mid-cycle Review Signature block.  

At the end of the employee's rating cycle:
-
Complete Section 4 (Assessment of Performance Against Work Objectives and Performance Measures) of the AEF and print it.  Each work objective and performance measure must be addressed.  Describe the extent to which the employee met each Objective and the results achieved.  

The appraisal should reflect a synthesis of the Rating Official's own observations, input from the employee self-assessment, 360 degree input sources, and the AC review.  Do not comment on the promotion potential or ability to perform at a higher grade or level of responsibility in this section, which may be addressed in section 5.
-
For CS employees, provide an adjectival rating (Exceptional, Excellent, Effective, Needs Improvement, or Unacceptable) for each work objective.  Enter this rating as a "pen and ink" notation in the box provided next to each work objective in Section 3. (See the Employee Evaluation Program Guidebook for further details.)

-
For CS employees, check either the Summary Rating box or the Interim Rating box on page one as a "pen and ink" notation.  (See the Employee Evaluation Program Guidebook for further details).  The Summary and Interim Rating are based solely on the adjectival ratings of the employee's work objectives, and may not be based on other factors such as specific skills, merit promotion potential, etc. 

· Complete Section 5 (Assessment of Skill Areas and Potential).  Summarize the evaluation of the employee's performance.  Include evaluation of accomplishments not captured in appraisal of work objectives.  Summarize the significant information contained on the Skills Feedback Worksheet (SFW), which is retained by the submitting office.  Comment as appropriate on promotion potential or ability to perform a higher grade or level.  For FS and SFS employees, identify at least one area for improvement and provide constructive guidance on improvement.  For the Foreign Service (FS): for FS employees considered for tenure, the AC checks appropriate box in "For Appraisal Committee Use Only” in Section 1.  This is a "pen and ink" notation.

-
After AC review and approval, the employee, the Rating Official and the AC Representative sign and date the "End of Cycle Evaluation of Performance" signature block in Section 1.  The employee has 10 working days to prepare Employee Statement and/or seek changes through Rating Official and Appraisal Committee.  (See the Employee Evaluation Guidebook for further details.)
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