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INFORMATION

(1) INTERPRETATION OF EFFICIENCY RATING

“Excellent (E) means that performance in every important phase of the work was out-
gtanding and there was no weakness in performance in any respect.

Very Good (VG) means that performance in at least half of the important phases of the
work was outstanding and there was no weakness in performance in any respect.

Good (G) means that performance met requirements from an over-all point of view,

Fair (F) means that performance did not quite measure up to requirements from an
over-all point of view.

Unsatisfactory (U) means that performance in a majority of important phases of the
work did not meet job requirements.
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(2) SIGNIFICANCE OF EFFICIENCY RATINGS

1 An efficiency rating of "Good", "Very Good", or "Excellent" is necessary in order to
| receive a periodic within-grade salary advancement. Such rating will permit periodic
f salary advancement by successive steps up to and including the top of the grade.
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An efficiency rating "Fair" requires a one-step salary reduction if an employee's
pay rate is above the middle rate for his grade (the fourth step in six-rate grades).
If the rate of compensation is equal to or below such middle salary rate, it is not
subject to reduction on that account.

An employee whose efficiency rating is "Unsatisfactory" is not permitted to remain in
his position. He must be assigned to a position more nearly commensurate with his
ability, either (1) in the same line of work, in which case the position must be

in a lower classification grade and his rate of compensation must not be in excess

of the middle rate for such grade, or (2) in some other line of work for which he is
qualified, in which case he is considered as having received a new appointment to the
extent that his rate of compensation must be at the minimum rate for such grade and
he must begin a new probationary period; or if no suitable vacancy is available he
must be separated from the service for inefficiency. A probationary employee, assigned
to a position of lower classification grade, begins a new probationary period in the
new position.

' (3) INSPECTION AND APPEALS

If you have any questions regarding your efficiency rating, the appeals procedure,

or the inspection of the adjective ratings of other employees, it is suggested that
you discuss the matter with your immediate supervisor, or the Division of Departmental
Personnel (DP), extension 2432. Although specific information should be secured from
your supervisor or DP, the following general points may be helpful:

a. You are entitled to see the final adjective ratings (not the rating
forms) of all Departmental employees; these ratings will be available
for inspection in DP, Room 114, Walker-Johnson Building om official
work days.

b, If you believe your rating is wrong, an appeal may be filed with the
Department's Efficiency Rating Committee. Such ag_gppgal‘pust be sub-
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