VARIOUS TYPES OF RATINGS HANDOUT

PERFORMANCE MANAGEMENT - HR SUPERVISORY TRAINING

· Annual – Given at end of designated appraisal period.  An employee must have worked under an approved performance plan before they may receive an appraisal.  Due to CPAC as soon as practical after the end of the rating period but at least within 45 days.  Note:  Performance plans/job objectives must be attached to the appraisal while being processed!
· If the rating official (Rater) changes or departs during the last 120 days of rating period and if the employee has been under approved performance plan for 120 days or more, a closeout rating is accomplished before the supervisor leaves.
· If more than 120 days remains in the rating cycle, a Special Rating is prepared and transferred to the new supervisor.  (Note:  The same is true if employee leaves his/her position to take another federal position within 120 days from the end of his/her annual rating period.)

NOTE:  A rating period may have to be deferred/extended to allow the employee the 120-days under the standards.  Their performance cycle would catch back up with the normal appraisal period during for the next rating cycle.

· If the ratee receives a promotion from a position covered by one rating cycle to a position in another rating cycle (example:  Promotion from GS-12 to GS-13), the employee would receive an Early  annual rating if promoted within 120 days of the due date of his/her position from which he/she is being promoted.
· Using the above example:  The employee would then go under the rating cycle for the position being promoted into (GS-13).  However, if employee has been under a plan as a GS-12 for 120 days, but is more than 120 days from the GS-12 cycle being due, then the employee receives a Special close out rating that is given to the new supervisor to consider in rating the employee at the annual rating cycle.
· Career Interns are rated six months after their entry into the position and again after twelve (12) months.  The first rating (at six months) is considered a “special rating.”  The first annual rating is rendered at the end of twelve months.  In their second & third years, the Intern is only rated annually.  They continue on that annual rating cycle (based upon their entry into position) until they complete the Intern Program, at which time they are phased into TAPES rating periods.

