
CCAS SALARY APPRAISAL DOCUMENT

PART III INSTRUCTIONS

Structure of the Form: The form uses expandable fields which will accommodate any number of lines per factor. The form will spill over from sheet to sheet for as many sheets as are required to contain the input.

a. Navigating the Form: Microsoft Word forms are meant to use the TAB key as the means of moving from one field to another. While the return key will work in some places, it will not cause the update of automatically filled in fields.

b. Each factor is in an expanding block. The return (enter) key will cause a new bullet to be created and a tab will move to the next block. When  the total size of the blocks exceeds a single page, the bottom of the document will flow onto an additional page.

c. When pasting information from another word document, the first bullet will appear correctly, but subsequent bullets will have a small square where the first character of text should appear. This is a known deficiency of Microsoft Word forms routines and must be corrected by manually deleting the squares from the second and following bullets.

d. When a selecting a field already containing text, the entire contents of the field are selected. Typing at this point will delete the entire contents of the field. To edit the field contents, you must select again with the left mouse button or use the keyboard arrow keys to place the cursor in the desired location without having any text selected.

Printer Driver: This form is set-up to use the HP Laserjet 4Si/4SiMX PS printer driver. Other drivers and printers may result in spill-over from one page to another. Use of the specified printer driver is recommended if possible.

Instructions to Employees: The Contribution-based Compensation and Appraisal System (CCAS) uses sets of factor descriptors and key elements to annually assess the employee's level of contribution to the organization. Based on the assessment, the broadband level and salary are reviewed and appropriately adjusted. Part III of this document is the employee's self-assessment with regard to each evaluation factor. Employee should complete a self-assessment and provide it to the rater in accordance with the agency's prescribed schedule. The supervisor will discuss this input directly with the employee to clarify any potential discrepancy, disagreement, and/or misunderstanding.

NAME:

     

ORGANIZATION:

     


RATER:

     


PART III
Employee Self Assessment

Instruction: Provide comments regarding your contribution against each factor during the current year.
Factor Weight:

Problem Solving:

1.00


· 
·      

Teamwork/Cooperation:

1.00


· 
·      

Customer Relations:

1.00


· 
·      

Leadership/Supervision:

1.00


· 
·      

Communications:

1.00


· 
·      

Resource Management:

1.00


· 
·      
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