Performance Management Rating Instructions
· Sections A & B: Check the appropriate box under Overall Rating for Sections A and B.  Then, in Section D, record the number in the Overall Rating box for Sections A and B. 

· Section C: Use the Guidelines in the table below to calculate the overall rating for Section C.  Check the appropriate box under Overall Rating for Section C.  Then, in Section D, record the number in the Overall Rating box for Section C.
	Rating
	 Minimum Requirement

	Did not Meet
	2 or more Did not Meet Ratings

	Met
	2 or more Met Ratings or 1 Did not Meet Rating

	Achieved
	5 Achieved Ratings or above and 1 Met Rating 

	Surpassed
	5 Surpassed or above Ratings and 1 Achieved Performance Rating

	Exceeded
	5 Exceeded Ratings and 1 Surpassed Rating


· Section D: Calculating the Overall Rating 

Add the numbers in the total box in Section D and divide them by 2.  Record this number in the blue

Average Box.  Check the appropriate box under Overall Performance Rating using the average .
