MAIN USER GUIDE

FOR THE

EMPLOYEE EVALUATION PACKAGE (EEP 2000)

Sections 1, 2, 3, and 4 of the Annual Evaluation Form should be completed for interim evaluations.  All five sections of the Employee Evaluation Form are to be completed for a final annual evaluation.  Although a space is provided for two full pages of narrative in Sections 4 and 5 of the Annual Evaluation Form, there is no requirement to fill the entire space.  The assessment of work objectives and performance measures is completed in Section 4.  The assessment of skill areas and potential is completed primarily in Section 5, although skills employed to achieve work objectives can be discussed along with the assessment of work objectives in Section 4.

When completing the Annual Evaluation Form and the Employee Statement, it is not permissible to exceed the space allowed.  The forms shall be completed in 10 point and “Univers” font only, or 12 pitch type when completed on a typewriter.

The electronic form breaks the EEP 2000 into three (3) separate documents.

Evaluation Package




Electronic Form Document

1.  Annual Evaluation Form



Aid Form 400-1

2.  Employee Statement



Aid Form 400-2

3.  Skills Feedback Worksheet



Aid Form 400-3

Users will need to make entries on the Annual Evaluation Form, Section 1, at three times during the evaluation cycle for a given employee:  at the start of the cycle, at mid-cycle, and at end-cycle.

Each of the three documents in the Evaluation Package is accompanied by a User Guide in addition to this Main User Guide.  Each User Guide is designed to give the user basic instructions for navigating through the execution of the electronic form.  It can also be viewed and printed while the form is in use.

As is typical with any electronic form, the fields used include various special characters and settings located throughout the forms.  It is critical to the operation of the macro that these characters are not inadvertently deleted by the user.

