 “Needs Improvement” Annual Rating
Policy 10.2/Performance Appraisals:

A rating of Needs Improvement indicates that an employee’s performance falls below what is expected of an employee in this position. Needs Improvement ratings require that the supervisor prepare a work plan. (See Administrative Manual Policy 10.6)
The presentation of a “NI” rating will occur in January. A supervisor should not wait until March to present this appraisal. A plan needs to be developed with the employee to address performance deficiencies immediately. 

In the event that an employee’s overall rating is “Needs Improvement” (NI), then the Rater and Reviewer must take the following actions: 

The Rater must immediately notify the Reviewer of the rating. Submit as “Pending”.
The Reviewer must immediately notify Division through the chain of command for review and 

approval of the rating. Print a paper copy for review through the chain of command. 
The Rater should communicate with OHR for assistance with work plan. 

The Rater should prepare a work plan in accordance with Policy 10.6/Employee Communications 

and 10.6A/Employee Work Plan.

The Rater and Reviewer should review the work plan to ensure that all areas of deficiency are 

addressed, and discuss the work plan with OHR for suggestions/assistance.


Once the rating and work plan have been approved by Division, the Rater and Reviewer will 

present the rating and work plan to the employee immediately. 


The Rater will mark the rating “Complete” in PERforM and proceed with the work plan 

conferences. 

At the end of the work plan, the Rater and Reviewer will need to decide on one of the following actions: 

1. The employee has successfully completed the work plan, which would result in completion of a “Special” appraisal showing the employee as “Successful”;

2. Extend the work plan for another three (3) months to ensure the employee can maintain performance; or

3. Contact OHR about unsuccessful completion of the work plan and next steps. 

This means that employees may send in a response request prior to March 2009. These response requests should be handled in same manner within timeframes listed in Policy 10.2, VII:

If the employee disagrees with his/her appraisal rating, the employee will be allowed five (5) work days from the date of the appraisal presentation to respond, in writing using the PERforM Employee Response form (See Attachment C), to his/her Division Director or the Division Director’s designee.
If an employee is “NI”, or is rated less than 4, in one or more specific job components, but the overall rating is “Successful”, then it is suggested that a plan for improvement be developed with the employee for those components rated less than 4. 
