
Employee Evaluation and/or Probationary Report
(See Instructions on Reverse)

1.  E mployee’s N ame (First, MI, Last)

3.  T itle 4 .  P ay Location 5.  Appointment D ate 6 . D ate  P robationary
P eriod E nds

2.  E mployee S ocia l S ecurity N umber

11.S upervisor’s S ignature  and D ate  (End of Probationary Period or Year
End)

12.E mployee’s S ignature  and D ate  (Does Not Indicate Agreement)

10a.  C omplete  Y ear E nd R eport By:

10c.  E mployee’s Initia ls

10b.  Enter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

9a.  C omplete  80-D ay R eport By:

9c.  E mployee’s Initia ls

9b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

8a.  C omplete  60-D ay R eport By:

8c.  E mployee’s Initia ls

8b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

7a.  C omplete  30-D ay R eport By:

7c.  E mployee’s Initia ls

7b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

Listed be low are  the  factors on which you are  to eva luate  the  employee.  N ext to each factor are  examples of behaviors that would describe
performance at the  SATISFACTORY leve l.  These are  provided as re ference points for eva luating performance.  P erformance substantia lly above the
performance described at the  SATISFACTORY leve l would be  ra ted OUTSTANDING, while  performance substantia lly be low the  SATISFACTORY leve l
would be  ra ted UNACCEPTABLE.  P lease indicate  your ra ting of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering
the appropria te  le tters (O , S , or U ) in the  boxes in items 7b through 10b.  If you have not observed how this person performed on a  given factor, or if the
factor is not re levant to the  position which you are  ra ting, enter "N O " (NOT OBSERVED).

O = OUTSTANDING       S = SATISFACTORY       U = UNACCEPTABLE       NO = NOT OBSERVED

Factor Examples of Satisfactory Performance Levels

A.  Work Quantity

B.  Work Quality

C.  Dependability

D.  Work Relations

E.  Work Methods

F.  Personal Conduct

W orks at a  sufficient speed to keep up with the  amount of work required by the  position.
Accomplishes tasks in an efficient and timely manner.
M akes productive  use of time when completing assignments.
M akes few errors or mistakes.
P erforms work which meets the expectations of the  position.
W orks in a  careful, a lert, and conscientious manner to ensure the accuracy and completeness of the work performed.
C ompletes work assignments without unnecessary supervision.
Takes responsibility for completing his/her own work.
R eports to work on time.
D emonstrates satisfactory a ttendence.
M ainta ins positive  working re la tionships with others.
W orks harmoniously with others in getting the  work done.
C ooperates well with co-workers, supervisors, and others with whom he/she comes into contact.
H andles equipment and/or work materia ls in an appropria te  manner.
C onsistently observes proper safety rules and practices.
U nderstands and follows ora l and/or written instructions.
C onducts himself/herse lf in a  manner appropria te  to the  work setting.
M ainta ins an appropria te  appearance for the  position.
D emonstrates a  positive  approach toward work, co-workers, and supervisors.
D emonstrates a  willingness to handle  a ll assignments.
D emonstrates flexibility in moving from one task to another as needed.

P S  Form 1750, August 1994

H ave E xpectations Been Jointly D iscussed?

W ould Y ou R ecommend This P erson for R etention or R ehire?

Y es

Y es N o

N o Initia ls:

Initia ls:

(Supervisor)

(Supervisor)

(Employee)

P lease E xpla in or P rovide  Additional C omments Below:

1 - Forward to Designated Postal Official



Instructions for Supervisors/Managers

P S  Form 1750, August 1994  (Reverse)

Purpose

Y ou are  to use this form to conduct required formal eva luation
sessions during the  career probationary period or
transitional/casual appointment. D uring a  career 90-day
probationary period or a  casual 90-day appointment, the
required sessions include one initia l meeting and three
evaluation sessions: (1 ) a  30-day session; (2 ) a  60-day
session; and (3 ) an 80-day (fina l) session. The evaluation
schedule  for a  transitional 359-day appointment includes one
initia l meeting and four eva luation sessions: (1 ) a  30-day
session; (2 ) a  60-day session; (3 ) an 80-day session; and (4 ) a
355-day (fina l) session.

These meetings are  in addition to the  frequent informal
feedback necessary for successful management of the
probationary period or appointment. The sessions are  to be
interactive  meetings between you and the  employee. The
purpose of the  first meeting  is to outline  the  six performance
factors included in the  report. This first meeting is not an
evaluation session. The purposes of the  remaining sessions
are: (1 ) to eva luate  performance; (2 ) to provide  ongoing
feedback by developing specific plans to enhance
performance leve ls or to correct deficiencies; and (3 ) to
recommend for/against re tention/rehire  of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):
A career employee is to be  evaluated in the  three  formal
sessions as listed above. This report is used to conduct these
evaluations during the  90-day probationary period only, and
will not be  used to eva luate  a  re ta ined employee’s future
performance after that time.

The probationary period performance ratings must take  into
consideration that the  employee be ing ra ted is new to the  job.
The performance leve ls of the  new employee during the
probationary period must not be  compared with those of
experienced employees. Instead, the  examples of satisfactory
performance leve ls on the  front of this form should be
benchmarks to eva luate  job performance.

Temporary Employees:
A casual employee is to be  evaluated in the  three  formal
sessions as listed above. After the  first appointment, the
casual employee is to be  evaluated only a t the  end of each
appointment in one formal session.

Transitional and mail handler casual employees are  to be
evaluated in the  four formal sessions as listed above. After the
first appointment, these employees are  to be  evaluated only a t
the  end of each appointment in one formal session.

The evaluation of a  transitional or casual employee is to be
conducted by the  employee’s immediate  supervisor. In cases
where  the  transitional/casual employee does not have a
regular work assignment, severa l  supervisors knowledgeable
about the  employee’s performance must reach a  consensus
on the  employee’s job performance. The supervisor with
primary responsibility for supervising the  transitional/casual
employee (i.e ., on-the-clock-time) must sign the  evaluation
report and ensure  that the  employee’s ra tings are  accurate
and objective . The performance leve ls of the  new employee
during the  probationary period must not be  compared with
those of experienced employees.

Note: R ura l C arrier Associates/leave replacements are
excluded from such evaluations.

Procedure

S tudy the  instructions and behaviora l examples for the  six
performance factors on the  front of this form. P repare  for the
evaluations by obta ining documentation such as informal
notes, input from other supervisors, or productivity numbers.

D uring each evaluation session for career and first
appointment transitional/casual employees, eva luate  the
employee in terms of the ir demonstrated performance which is
Outstanding (O ), Satisfactory (S ), Unacceptable (U ), or Not
Observed (N O ).

W hen the  first session is completed, you and the  employee
must initia l the  line  in the  lower portion of the  form to indicate
that you have jointly discussed the  performance expectations.
After each evaluation session, the  employee must initia l the
appropria te  block in the  upper portion of the  form (block
numbers 7c-10c) to indicate  that you have conducted the
corresponding evaluation session. The initia ling indicates that
the  evaluation was reviewed, not that there  is implicit
agreement with the  evaluation.

O n the  lower portion of the  form, you must indicate  whether
you would recommend the  employee for re tention/rehire  and
initia l the  recommendation on the  line  indicated. U se the
space provided in the  lower portion of the  form to write  down
specific supporting comments for the  re tention/rehire
recommendation. At the  conclusion of the  fina l session, both
you and the  employee must sign the  appropria te  sections of
the  report (block numbers 11-12) to indicate  that you have
jointly conducted a ll of the  evaluation sessions. The
employee’s signature  indicates that the  fina l eva luation was
reviewed, not that there  is implicit agreement with the
evaluation.

D uring the  evaluation session for subsequent appointments for
transitional/casual employees, eva luate  the  employee on the
performance factors a t the  end of the  appointment. C omplete
block numbers 9  (casual) or 10  (transitional) and 11-12 , in
addition to the  performance expectations and retention/rehire
questions on the  lower portion of the  form.

Processing

After the  fina l eva luation session, distribute  the  completed
form as indicated: page 1  to the  designated posta l officia l,
page 2  to the  employee, and page 3  in your files. P roper
privacy safeguards must be  provided for these reports.

Any position requiring driving duties must include a  driving
performance expectation; a  completed Form 4584,
Observations of Driving Practices, must be  a ttached to this
form before  forwarding to the  posta l designee at the  fina l
session.

Note: If separation is recommended, this form must be
forwarded to the  designated posta l officia l immediate ly to a llow
sufficient processing time (particulary a t the  80-day session for
career and most casual employees and at the  355-day
session for transitional and mail handler casual employees).
An employee who is to be  separated for scheme fa ilure  must
be given at least 7  days notice  of such intent. If the  employee
qualifies on the  scheme within the  notice  period, the  employee
cannot be  separated for prior scheme fa ilure .



Employee Evaluation and/or Probationary Report
(See Instructions on Reverse)

1.  E mployee’s N ame (First, MI, Last)

3.  T itle 4 .  P ay Location 5.  Appointment D ate 6 . D ate  P robationary
P eriod E nds

2.  E mployee S ocia l S ecurity N umber

11.S upervisor’s S ignature  and D ate  (End of Probationary Period or Year
End)

12.E mployee’s S ignature  and D ate  (Does Not Indicate Agreement)

10a.  C omplete  Y ear E nd R eport By:

10c.  E mployee’s Initia ls

10b.  Enter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

9a.  C omplete  80-D ay R eport By:

9c.  E mployee’s Initia ls

9b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

8a.  C omplete  60-D ay R eport By:

8c.  E mployee’s Initia ls

8b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

7a.  C omplete  30-D ay R eport By:

7c.  E mployee’s Initia ls

7b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

Listed be low are  the  factors on which you are  to eva luate  the  employee.  N ext to each factor are  examples of behaviors that would describe
performance at the  SATISFACTORY leve l.  These are  provided as re ference points for eva luating performance.  P erformance substantia lly above the
performance described at the  SATISFACTORY leve l would be  ra ted OUTSTANDING, while  performance substantia lly be low the  SATISFACTORY leve l
would be  ra ted UNACCEPTABLE.  P lease indicate  your ra ting of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering
the appropria te  le tters (O , S , or U ) in the  boxes in items 7b through 10b.  If you have not observed how this person performed on a  given factor, or if the
factor is not re levant to the  position which you are  ra ting, enter "N O " (NOT OBSERVED).

O = OUTSTANDING       S = SATISFACTORY       U = UNACCEPTABLE       NO = NOT OBSERVED

Factor Examples of Satisfactory Performance Levels

A.  Work Quantity

B.  Work Quality

C.  Dependability

D.  Work Relations

E.  Work Methods

F.  Personal Conduct

W orks at a  sufficient speed to keep up with the  amount of work required by the  position.
Accomplishes tasks in an efficient and timely manner.
M akes productive  use of time when completing assignments.
M akes few errors or mistakes.
P erforms work which meets the expectations of the  position.
W orks in a  careful, a lert, and conscientious manner to ensure the accuracy and completeness of the work performed.
C ompletes work assignments without unnecessary supervision.
Takes responsibility for completing his/her own work.
R eports to work on time.
D emonstrates satisfactory a ttendence.
M ainta ins positive  working re la tionships with others.
W orks harmoniously with others in getting the  work done.
C ooperates well with co-workers, supervisors, and others with whom he/she comes into contact.
H andles equipment and/or work materia ls in an appropria te  manner.
C onsistently observes proper safety rules and practices.
U nderstands and follows ora l and/or written instructions.
C onducts himself/herse lf in a  manner appropria te  to the  work setting.
M ainta ins an appropria te  appearance for the  position.
D emonstrates a  positive  approach toward work, co-workers, and supervisors.
D emonstrates a  willingness to handle  a ll assignments.
D emonstrates flexibility in moving from one task to another as needed.

P S  Form 1750, August 1994

H ave E xpectations Been Jointly D iscussed?

W ould Y ou R ecommend This P erson for R etention or R ehire?

Y es

Y es N o

N o Initia ls:

Initia ls:

(Supervisor)

(Supervisor)

(Employee)

P lease E xpla in or P rovide  Additional C omments Below:

2 - Employee



Instructions for Supervisors/Managers

P S  Form 1750, August 1994  (Reverse)

Purpose

Y ou are  to use this form to conduct required formal eva luation
sessions during the  career probationary period or
transitional/casual appointment. D uring a  career 90-day
probationary period or a  casual 90-day appointment, the
required sessions include one initia l meeting and three
evaluation sessions: (1 ) a  30-day session; (2 ) a  60-day
session; and (3 ) an 80-day (fina l) session. The evaluation
schedule  for a  transitional 359-day appointment includes one
initia l meeting and four eva luation sessions: (1 ) a  30-day
session; (2 ) a  60-day session; (3 ) an 80-day session; and (4 ) a
355-day (fina l) session.

These meetings are  in addition to the  frequent informal
feedback necessary for successful management of the
probationary period or appointment. The sessions are  to be
interactive  meetings between you and the  employee. The
purpose of the  first meeting  is to outline  the  six performance
factors included in the  report. This first meeting is not an
evaluation session. The purposes of the  remaining sessions
are: (1 ) to eva luate  performance; (2 ) to provide  ongoing
feedback by developing specific plans to enhance
performance leve ls or to correct deficiencies; and (3 ) to
recommend for/against re tention/rehire  of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):
A career employee is to be  evaluated in the  three  formal
sessions as listed above. This report is used to conduct these
evaluations during the  90-day probationary period only, and
will not be  used to eva luate  a  re ta ined employee’s future
performance after that time.

The probationary period performance ratings must take  into
consideration that the  employee be ing ra ted is new to the  job.
The performance leve ls of the  new employee during the
probationary period must not be  compared with those of
experienced employees. Instead, the  examples of satisfactory
performance leve ls on the  front of this form should be
benchmarks to eva luate  job performance.

Temporary Employees:
A casual employee is to be  evaluated in the  three  formal
sessions as listed above. After the  first appointment, the
casual employee is to be  evaluated only a t the  end of each
appointment in one formal session.

Transitional and mail handler casual employees are  to be
evaluated in the  four formal sessions as listed above. After the
first appointment, these employees are  to be  evaluated only a t
the  end of each appointment in one formal session.

The evaluation of a  transitional or casual employee is to be
conducted by the  employee’s immediate  supervisor. In cases
where  the  transitional/casual employee does not have a
regular work assignment, severa l  supervisors knowledgeable
about the  employee’s performance must reach a  consensus
on the  employee’s job performance. The supervisor with
primary responsibility for supervising the  transitional/casual
employee (i.e ., on-the-clock-time) must sign the  evaluation
report and ensure  that the  employee’s ra tings are  accurate
and objective . The performance leve ls of the  new employee
during the  probationary period must not be  compared with
those of experienced employees.

Note: R ura l C arrier Associates/leave replacements are
excluded from such evaluations.

Procedure

S tudy the  instructions and behaviora l examples for the  six
performance factors on the  front of this form. P repare  for the
evaluations by obta ining documentation such as informal
notes, input from other supervisors, or productivity numbers.

D uring each evaluation session for career and first
appointment transitional/casual employees, eva luate  the
employee in terms of the ir demonstrated performance which is
Outstanding (O ), Satisfactory (S ), Unacceptable (U ), or Not
Observed (N O ).

W hen the  first session is completed, you and the  employee
must initia l the  line  in the  lower portion of the  form to indicate
that you have jointly discussed the  performance expectations.
After each evaluation session, the  employee must initia l the
appropria te  block in the  upper portion of the  form (block
numbers 7c-10c) to indicate  that you have conducted the
corresponding evaluation session. The initia ling indicates that
the  evaluation was reviewed, not that there  is implicit
agreement with the  evaluation.

O n the  lower portion of the  form, you must indicate  whether
you would recommend the  employee for re tention/rehire  and
initia l the  recommendation on the  line  indicated. U se the
space provided in the  lower portion of the  form to write  down
specific supporting comments for the  re tention/rehire
recommendation. At the  conclusion of the  fina l session, both
you and the  employee must sign the  appropria te  sections of
the  report (block numbers 11-12) to indicate  that you have
jointly conducted a ll of the  evaluation sessions. The
employee’s signature  indicates that the  fina l eva luation was
reviewed, not that there  is implicit agreement with the
evaluation.

D uring the  evaluation session for subsequent appointments for
transitional/casual employees, eva luate  the  employee on the
performance factors a t the  end of the  appointment. C omplete
block numbers 9  (casual) or 10  (transitional) and 11-12 , in
addition to the  performance expectations and retention/rehire
questions on the  lower portion of the  form.

Processing

After the  fina l eva luation session, distribute  the  completed
form as indicated: page 1  to the  designated posta l officia l,
page 2  to the  employee, and page 3  in your files. P roper
privacy safeguards must be  provided for these reports.

Any position requiring driving duties must include a  driving
performance expectation; a  completed Form 4584,
Observations of Driving Practices, must be  a ttached to this
form before  forwarding to the  posta l designee at the  fina l
session.

Note: If separation is recommended, this form must be
forwarded to the  designated posta l officia l immediate ly to a llow
sufficient processing time (particulary a t the  80-day session for
career and most casual employees and at the  355-day
session for transitional and mail handler casual employees).
An employee who is to be  separated for scheme fa ilure  must
be given at least 7  days notice  of such intent. If the  employee
qualifies on the  scheme within the  notice  period, the  employee
cannot be  separated for prior scheme fa ilure .



Employee Evaluation and/or Probationary Report
(See Instructions on Reverse)

1.  E mployee’s N ame (First, MI, Last)

3.  T itle 4 .  P ay Location 5.  Appointment D ate 6 . D ate  P robationary
P eriod E nds

2.  E mployee S ocia l S ecurity N umber

11.S upervisor’s S ignature  and D ate  (End of Probationary Period or Year
End)

12.E mployee’s S ignature  and D ate  (Does Not Indicate Agreement)

10a.  C omplete  Y ear E nd R eport By:

10c.  E mployee’s Initia ls

10b.  Enter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

9a.  C omplete  80-D ay R eport By:

9c.  E mployee’s Initia ls

9b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

8a.  C omplete  60-D ay R eport By:

8c.  E mployee’s Initia ls

8b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

7a.  C omplete  30-D ay R eport By:

7c.  E mployee’s Initia ls

7b.  E nter Factor R ating (O, S, U, NO)

A ___ B ___ C  ___ D  ___  E  ___ F  ___

Listed be low are  the  factors on which you are  to eva luate  the  employee.  N ext to each factor are  examples of behaviors that would describe
performance at the  SATISFACTORY leve l.  These are  provided as re ference points for eva luating performance.  P erformance substantia lly above the
performance described at the  SATISFACTORY leve l would be  ra ted OUTSTANDING, while  performance substantia lly be low the  SATISFACTORY leve l
would be  ra ted UNACCEPTABLE.  P lease indicate  your ra ting of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering
the appropria te  le tters (O , S , or U ) in the  boxes in items 7b through 10b.  If you have not observed how this person performed on a  given factor, or if the
factor is not re levant to the  position which you are  ra ting, enter "N O " (NOT OBSERVED).

O = OUTSTANDING       S = SATISFACTORY       U = UNACCEPTABLE       NO = NOT OBSERVED

Factor Examples of Satisfactory Performance Levels

A.  Work Quantity

B.  Work Quality

C.  Dependability

D.  Work Relations

E.  Work Methods

F.  Personal Conduct

W orks at a  sufficient speed to keep up with the  amount of work required by the  position.
Accomplishes tasks in an efficient and timely manner.
M akes productive  use of time when completing assignments.
M akes few errors or mistakes.
P erforms work which meets the expectations of the  position.
W orks in a  careful, a lert, and conscientious manner to ensure the accuracy and completeness of the work performed.
C ompletes work assignments without unnecessary supervision.
Takes responsibility for completing his/her own work.
R eports to work on time.
D emonstrates satisfactory a ttendence.
M ainta ins positive  working re la tionships with others.
W orks harmoniously with others in getting the  work done.
C ooperates well with co-workers, supervisors, and others with whom he/she comes into contact.
H andles equipment and/or work materia ls in an appropria te  manner.
C onsistently observes proper safety rules and practices.
U nderstands and follows ora l and/or written instructions.
C onducts himself/herse lf in a  manner appropria te  to the  work setting.
M ainta ins an appropria te  appearance for the  position.
D emonstrates a  positive  approach toward work, co-workers, and supervisors.
D emonstrates a  willingness to handle  a ll assignments.
D emonstrates flexibility in moving from one task to another as needed.

P S  Form 1750, August 1994

H ave E xpectations Been Jointly D iscussed?

W ould Y ou R ecommend This P erson for R etention or R ehire?

Y es

Y es N o

N o Initia ls:

Initia ls:

(Supervisor)

(Supervisor)

(Employee)

P lease E xpla in or P rovide  Additional C omments Below:

3 - Supervisor



Instructions for Supervisors/Managers

P S  Form 1750, August 1994  (Reverse)

Purpose

Y ou are  to use this form to conduct required formal eva luation
sessions during the  career probationary period or
transitional/casual appointment. D uring a  career 90-day
probationary period or a  casual 90-day appointment, the
required sessions include one initia l meeting and three
evaluation sessions: (1 ) a  30-day session; (2 ) a  60-day
session; and (3 ) an 80-day (fina l) session. The evaluation
schedule  for a  transitional 359-day appointment includes one
initia l meeting and four eva luation sessions: (1 ) a  30-day
session; (2 ) a  60-day session; (3 ) an 80-day session; and (4 ) a
355-day (fina l) session.

These meetings are  in addition to the  frequent informal
feedback necessary for successful management of the
probationary period or appointment. The sessions are  to be
interactive  meetings between you and the  employee. The
purpose of the  first meeting  is to outline  the  six performance
factors included in the  report. This first meeting is not an
evaluation session. The purposes of the  remaining sessions
are: (1 ) to eva luate  performance; (2 ) to provide  ongoing
feedback by developing specific plans to enhance
performance leve ls or to correct deficiencies; and (3 ) to
recommend for/against re tention/rehire  of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):
A career employee is to be  evaluated in the  three  formal
sessions as listed above. This report is used to conduct these
evaluations during the  90-day probationary period only, and
will not be  used to eva luate  a  re ta ined employee’s future
performance after that time.

The probationary period performance ratings must take  into
consideration that the  employee be ing ra ted is new to the  job.
The performance leve ls of the  new employee during the
probationary period must not be  compared with those of
experienced employees. Instead, the  examples of satisfactory
performance leve ls on the  front of this form should be
benchmarks to eva luate  job performance.

Temporary Employees:
A casual employee is to be  evaluated in the  three  formal
sessions as listed above. After the  first appointment, the
casual employee is to be  evaluated only a t the  end of each
appointment in one formal session.

Transitional and mail handler casual employees are  to be
evaluated in the  four formal sessions as listed above. After the
first appointment, these employees are  to be  evaluated only a t
the  end of each appointment in one formal session.

The evaluation of a  transitional or casual employee is to be
conducted by the  employee’s immediate  supervisor. In cases
where  the  transitional/casual employee does not have a
regular work assignment, severa l  supervisors knowledgeable
about the  employee’s performance must reach a  consensus
on the  employee’s job performance. The supervisor with
primary responsibility for supervising the  transitional/casual
employee (i.e ., on-the-clock-time) must sign the  evaluation
report and ensure  that the  employee’s ra tings are  accurate
and objective . The performance leve ls of the  new employee
during the  probationary period must not be  compared with
those of experienced employees.

Note: R ura l C arrier Associates/leave replacements are
excluded from such evaluations.

Procedure

S tudy the  instructions and behaviora l examples for the  six
performance factors on the  front of this form. P repare  for the
evaluations by obta ining documentation such as informal
notes, input from other supervisors, or productivity numbers.

D uring each evaluation session for career and first
appointment transitional/casual employees, eva luate  the
employee in terms of the ir demonstrated performance which is
Outstanding (O ), Satisfactory (S ), Unacceptable (U ), or Not
Observed (N O ).

W hen the  first session is completed, you and the  employee
must initia l the  line  in the  lower portion of the  form to indicate
that you have jointly discussed the  performance expectations.
After each evaluation session, the  employee must initia l the
appropria te  block in the  upper portion of the  form (block
numbers 7c-10c) to indicate  that you have conducted the
corresponding evaluation session. The initia ling indicates that
the  evaluation was reviewed, not that there  is implicit
agreement with the  evaluation.

O n the  lower portion of the  form, you must indicate  whether
you would recommend the  employee for re tention/rehire  and
initia l the  recommendation on the  line  indicated. U se the
space provided in the  lower portion of the  form to write  down
specific supporting comments for the  re tention/rehire
recommendation. At the  conclusion of the  fina l session, both
you and the  employee must sign the  appropria te  sections of
the  report (block numbers 11-12) to indicate  that you have
jointly conducted a ll of the  evaluation sessions. The
employee’s signature  indicates that the  fina l eva luation was
reviewed, not that there  is implicit agreement with the
evaluation.

D uring the  evaluation session for subsequent appointments for
transitional/casual employees, eva luate  the  employee on the
performance factors a t the  end of the  appointment. C omplete
block numbers 9  (casual) or 10  (transitional) and 11-12 , in
addition to the  performance expectations and retention/rehire
questions on the  lower portion of the  form.

Processing

After the  fina l eva luation session, distribute  the  completed
form as indicated: page 1  to the  designated posta l officia l,
page 2  to the  employee, and page 3  in your files. P roper
privacy safeguards must be  provided for these reports.

Any position requiring driving duties must include a  driving
performance expectation; a  completed Form 4584,
Observations of Driving Practices, must be  a ttached to this
form before  forwarding to the  posta l designee at the  fina l
session.

Note: If separation is recommended, this form must be
forwarded to the  designated posta l officia l immediate ly to a llow
sufficient processing time (particulary a t the  80-day session for
career and most casual employees and at the  355-day
session for transitional and mail handler casual employees).
An employee who is to be  separated for scheme fa ilure  must
be given at least 7  days notice  of such intent. If the  employee
qualifies on the  scheme within the  notice  period, the  employee
cannot be  separated for prior scheme fa ilure .


