Maryland State Department of Education
Division of Rehabilitation Services

PEP Optional Self-Assessment Form

Field Supervisor
Name:      

Date of PEP:        

 FORMCHECKBOX 
 Mid-Cycle   FORMCHECKBOX 
 End-Cycle

	Position-Specific Performance Standards

	Standard
	Rating
	Comments

	1. Meet annual unit standards for successful employment outcomes.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	2. At least 80% of assigned unit employment goal will be competitive.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	3. Obtain a successful unit rehabilitation rate based on agency performance standards.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	4. Unit will provide timely services including, but not limited to: 100% of eligibility within 60 days.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	5. Unit adherence to policy/procedures; caseload mgmt, timely IPEs, documentation, fiscal.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	6. Effective supervision and leadership: info sharing; personnel, guidance, monitoring casework.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	7. Management: planning, operations & activities to achieve agency goals; assist Program Manager.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     


	Behavioral Standards

	Work Ethic
	Rating
	Comments

	1. Maintains good attendance. (The use of FMLA-qualifying leave should not be considered.)
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	Teamwork
	Rating
	Comments

	2. Works to implement the Department's goals.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	3. Proactively resolves internal complaints.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	4. Promotes cooperation with other areas of the Department and other agencies.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	Communication
	Rating
	Comments

	5. Speaks effectively.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	6. Writes effectively (clear, organized, appropriate grammar, punctuation).
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	7. Interacts positively with co-workers.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	Customer Service
	Rating
	Comments

	8. Strives to meet customer requirements.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	9. Is courteous to customers and co-workers.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	10. Provides timely, accurate and appropriate information to internal and external customers.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	11. Keeps commitments and follows through on customer requests.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	Initiative
	Rating
	Comments

	12. Generates ideas, options, and solutions for improvement.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	13. Solves problems without being asked.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	14. Works to continuously improve processes.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	15. Engages in opportunities for self-improvement.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	Work Performance
	Rating
	Comments

	16. Appropriately prioritizes work.

	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	17. Completes assignments accurately and on time.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	18. Maintains confidentiality. 

	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	19. Exercises appropriate judgment.


	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	Supervision
	Rating
	Comments

	20. Provides timely performance feedback.

	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	21. Follows appropriate personnel procedures relating to discipline, sick leave monitoring, hiring and Equal Opportunity.
	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	22. Contributes positively to employee morale. 

	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
	     

	23. Manages resources effectively.


	 FORMCHECKBOX 
 Outstanding
 FORMCHECKBOX 
 Satisfactory
 FORMCHECKBOX 
 Unsatisfactory
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