NATIONAL ASSOCIATION OF POSTAL SUPERVISORS
National Headquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753
(703) 836-9660

October 22, 2021

Board Memo 088-2021: USPS Updating PS Form 1750, Employee Evaluation and/or
Probationary Report

Executive Board,

As a matter of general interest, USPS is updating PS Form 1750, Employee Evaluation and/or
Probationary Report, to replace Social Security Numbers with EINs. These updates also reflect
the different probationary periods found in the various Collective Bargaining Agreements. See
attached for the revised (October 2021) PS Form 1750.

Please share this information with your membership.

Thank you and be safe.

NAPS Headquarters

Representing supervisors, managers and postmasters in the United States Postal Service
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October 4, 2021

Mr. Ivan Butts

President

National Association of Postal
Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Mr. Butts:

As a matter of general interest, the Postal Service is updating PS Form 1750, Employee
Evaluation and/or Probationary Report.

Revisions to PS Form 1750 will reflect the replacement of “Social Security Number” with “EIN” in
the appropriate field, as well as corrections to general typos. Additionally, updates have been
made to reflect the different probationary periods found in the various Collective Bargaining
Agreements.

We have enclosed the following:

s Two copies of PS Form 1750, Employee Evaluation and/or Probationary Report, one with
and one without changes identified.

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this
matter.

Sincerely,

David Mills
Director
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLAZA SW
\WasHINGTON DC 20260-4101
WWW.USPS.COM
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Employee Evaluation and/or Probationary Report

(See Instructions on Reverse)

1. Employee's Name (First, M, Last)

2. Employee Sesial Securify|dentification Number

3. Title

4. Pay Location

5. Appointment Date

6. Date Probationary
Period Ends

7a. Complete 30-Day Report By:

8a. Complete 60-Day Report By:

9a. Complete 80-Day Report By:

10a. Complete Year End Report By:

7b. Enter Factor Rating (O, S, U, NO)

8b. Enter Factor Rating (O, S, U, NO)

9b. Enter Factor Rating (O, S, U, NO)

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

7c. Employee's Initials

8c. Employee’s Initials

9c. Employee's Initials

10c. Employee’s Initials

11.Supervisor's Signature and Date (End of Probationary Period or Year

End)

12.Employee’s Signature and Date (Does Not Indicate Agreement)

Listed below are the factors on which you are to evaluate the employee. Next to each factor are examples of behaviors that would describe performance
at the SATISFACTORY level. These are provided as reference points for evaluating performance. Performance substantially above the performance
described atthe SATISFACTORY level would be rated OUTSTANDING, while performance substantially below the SATISFACTORY level would be rated
UNACCEPTABLE. Please indicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering the appropriate
letters (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

relevant to the position which you are rating, enter "NO" (NOT OBSERVED).

O = OUTSTANDING

S =SATISFACTORY

U= UNACCEPTABLE

NO = NOT OBSERVED

Factor

Examples of Satisfactory Performance Levels

A. Work Quantity

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timely manner.
Makes productive use of time when completing assignments.

B. Work Quality

Makes few errors or mistakes.
Performs work which meets the expectations of the position.
Works in a careful, alert, and conscientious manner to ensure the accuracy and completeness of the work performed.

C. Dependability

Completes work assignments without unnecessary supervision.
Takes responsibility for completing his/fher own work.

Reports to work on time,

Demonstrates satisfactory attendeance.

D. Work Relations

Maintains positive working relationships with others.
Works harmoniously with others in getting the work done.
Cooperates well with co-workers, supervisors, and others with whom he/she comes into contact.

E. Work Methods

Handles equipment and/or work materials in an appropriate manner.
Consistently observes proper safety rules and practices.
Understands and follows oral and/or written instructions.,

F. Personal Conduct

Conducts himself/herself in a manner appropriate to the work setting.
Maintains an appropriate appearance for the position.

Demonstrates a positive approach toward work, co-workers, and supervisors,
Demonstrates a willingness to handle all assignments.

Demonstrates flexibility in moving from one task to another as needed.

Have Expectations Been Jointly Discussed?

] Yes [ No Initials:
(Supervisor) (Employee)
Would You Recommend This Person for Retention or Rehire?
] Yes [] No Initials:
(Supervisor)

Please Explain or Provide Additional Comments Below:

PS Form 1750, August1094AugustOctober 2021

1 - Forward to Designated Postal Official



Instructions for Supervisors/Managers

Purpose

You are to use this form to conduct required formal evaluation
sessions during the career probationary period or
transitional/casualnoncareer —appointment__evaluation (not
applicable to except —rural carrier associates/—leave
replacements:; see note below). The applicable formal sessions
should be completed as listed above in accordance with the
correlating Collective Bargaining Agreement (CBA) and
Memorandum of Understanding (MOU). During a career90-day
probationary period, er—a—sasuai—gg-day—appmntment—che
required—sessions—include—one initial meeting_is required in

addition to appropriate subsequent formal sessions. pand-three

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 evaluate performance; (2) to provide ongoing
feedback by developing specific plans to enhance performance
levels or to correct deficiencies; and (3) to recommend
forfagainst retention/rehire of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):

A career employee is to be evaluated in the three-applicable
formal sessions as listed above_in accordance with the
correlating CBA and MOU. This report is used to conduct these
evaluations during the 99-day—probationary period only, and
will not be used to evaluate a retained employee's future
performance after that time.

The probationary period performance ratings must take into
consideration that the employee being rated is new to the job.
The performance levels of the new employee during the
probationary period must not be compared with those of
experienced employees. Instead, the examples of satisfactory
performance levels on the front of this form should be
benchmarks to evaluate job performance.

Temporary-Noncareer Employees -(not applicable to rural
carrier associates/leave replacements;; see note below):
A—easuai—empleyee—is—to be evaluated-inthethree formal
smployas—s—to—be oualuatec—oanly at-the end ol eash
Transitional-and-mail-handlerNoncareer -casual-employees are
to be evaluated in the_applicable feur-formal sessions as listed
above_in accordance with the correlating CBA and MOU. After
the_first appointment, these employees are to be evaluated only
atthe end of each appointment in one formal session.

The evaluation of a transitieral-ersasual-noncareer employee
(not applicable to rural carrier associates/leave replacements;;
see note below) is to be conducted by the employee's
immediate supervisor. In cases where the transiticnal/casual
noncareer employee does not have a regular work assignment,
several 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 trapsitienal/casualnoncareer employee (i.e., on-
the-_clock—time) must sign the evaluation areport and ensure
that the employee's ratings are accurateand objective. The
performance levels of the new employee during the probationary
period must not be compared with those of experienced
employees.

Note: This form is not applicable to Rural-rural Carrieecarrier

Aassociates/leave replacements. are—excluded—from—such
evaluations-
Procedure

Study the instructions and behavioral examples for the six
performance factors on the front of this form. Prepare for the
evaluations by abtaining documentation such as informal notes,
input from other supervisors, or productivity numbers.

During each evaluation session for career and first appointment
transitional/casual-noncareer employees (not applicable to rural
carrier _associates/leave replacements;; see note below),
evaluate the employee in terms of their demonstrated
performance, which is Outstanding (O), Satisfactory (S),
Unacceptable (U), or Not Observed (NO).

When the first session is completed, you and the employee
must initial 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 initial the
appropriate block in the upper portion of the form (block
numbers 7c-10c) to indicate that you have conducted the
corresponding evaluation session. The initialing indicates that
the evaluation was reviewed, not that there is implicit
agreement with the evaluation.

On the lower portion of the form, you must indicate whether you
would recommend the employee for retention/rehire and initial
the recommendation on the line indicated. Use the space
provided in the lower portion of the form to write down specific
supporting comments for the retention/rehire recommendation.
At the conclusion of the final session, both you and the
employee must sign the appropriate sections of the report
{block numbers 11-12) to indicate that you have jointly
conducted all- of the apprepriaterequired -evaluation sessions.
The employee’s signature indicates that the final evaluation was
reviewed, not that there is implicit agreement with the
evaluation.

During the evaluation session for subsequent appointments for
transitional/casualnoncareer —employees, evaluate the
employee on the performance factors at the end of the
appointment. Complete block numberss 8 {casual—or—10;
{transitional}and-11+-and—12—_in addition to the performance
expectations and retention/rehire questions on the lower portion
of the form.

Processing

After the final evaluation session, distribute the completed form
as indicated: page 1 to the designated postal official, page
2 to the employee, and page 3 in your files. Proper privacy
safeguards must be provided for these reports.

Any position requiring driving duties must include a driving
performance expectation; a completed PS Form 4584,
Observations of Driving Practices, must be attached to this form
before forwarding to the postal designee at the final session.

PS Form 1750, August4094AugustOctober 2021 (Reverse)



UNITED STATES Employee Evaluation and/or Probationary Report

p POSTAL SERVICE

Note: If separation is recommended, this form must be
forwarded to the designated postal official immediately to
allow sufficient processing time_in accordance with the
outlined—established probationa eriods found in the
correlating —CBA, MOU_and/—or Questions and Answers.

a

-An
employee who is to be separated for scheme failure must be
given at least a seven (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 failure.

(See Instructions on Reverse)

PS Form 1750, QOctober 2021

1 - Forward to Designated Postal Official



Instructions for Supervisors/Managers

1. Employee’s Name (First, MI, Last)

2. Employee Sesial Securityldentification Number

3. Title

4. Pay Location

5. Appointment Date

6. Date Probationary
Period Ends

7a. Complete 30-Day Report By:

8a. Complete 60-Day Report By:

9a. Complete 80-Day Report By:

10a. Complete Year End Report By:

Enter Factor Rating (O, S, U, NO)

8b. Enter Factor Rating (0, S, U, NO)

9b. Enter Factor Rating (O, S, U, NO)

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

7c. Employee's Initials

8c. Employee’s Initials

9c. Employee’s Initials

10c. Employee's Initials

11.Supervisor's Signature and Date (End of Probationary Period or Year

End)

12.Employee’s Signature and Date (Does Not indicate Agreement)

Listed below are the factors on which you are to evaluate the employee. Next to each factor are examples of behaviors that would describe performance
at the SATISFACTORY level. These are provided as reference points for evaluating performance. Performance substantially above the performance
described atthe SATISFACTORY level would be rated OUTSTANDING, while performance substantially below the SATISFACTORY level would be rated
UNACCEPTABLE. Please indicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering the appropriate
letters (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

relevant to the position which you are rating, enter "NO" (NOT OBSERVED).

O = OUTSTANDING

S = SATISFACTORY

U =UNACCEPTABLE

NO =NOT OBSERVED

Factor

Examples of Satisfactory Performance Levels

. Work Quantity

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timely manner.
Makes productive use of time when completing assignments.

Work Quality

Makes few errors or mistakes.
Performs work which meets the expectations of the position.
Works in a careful, alert, and conscientious manner to ensure the accuracy and completeness of the work performed.

. Dependability

Completes work assignments without unnecessary supervision.
Takes responsibility for completing his/her own work.

Reports to work on time.

Demonstrates satisfactory attendeance.

. Work Relations

Maintains positive working relationships with others.
Works harmoniously with others in getting the work done.
Cooperates well with co-warkers, supervisors, and others with whom he/she comes into contact.

. Work Methods

Handles equipment and/or work materials in an appropriate manner.
Consistently observes proper safety rules and practices.
Understands and follows oral and/or written instructions.

Personal Conduct

Conducts himself/herself in a manner appropriate to the work setting.
Maintains an appropriate appearance for the position.

Demonstrates a positive approach toward work, co-workers, and supervisors.
Demonstrates a willingness to handle all assignments.

Demonstrates flexibility in moving from one task to another as needed.

Have Expectations Been Jointly Discussed?

[] Yes ] No Initials:
(Supervisor) (Employee)
Would You Recommend This Person for Retention or Rehire?
[J Yes [ Neo Initials:
(Supervisor)

Please Explain or Provide Additional Comments Below:

PS Form 1750, August October



UNITED STATES
p POSTAL SERVICE

Purpose

You are to use this form to conduct required formal evaluation
sessions during the career probationary period or
transitional/casualnoncareer appointment__evaluation  (not
applicable to rural carrier associates/leave replacements:- see
note below).— The applicable formal sessions should be
completed as listed above in accordance with the correlating
Collective Bargaining Agreement (CBA) and Memorandum of
Understanding (MOU). During a. a %a#ee.tge-dayprobationary
period

inelude-one initial meeting is required i |n addition to appropriate

subseguent formal sessions. athFeeevaluanen-sessmns—H-}

These meetings are in addition to the frequent informal
feedback necessary for successful management of the
probationary period or appointment. The sessions are to he
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 evaluate performance; (2) to provide ongoing
feedback by developing specific plans to enhance performance
levels or to correct deficiencies; and (3) to recommend
forfagainst retention/rehire of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):

A career employee is to be evaluated in the three-applicable
formal sessions as listed above_in accordance with the
correlating CBA and MOU. This report is used to conduct these
evaluations during the -98-day-probationary period only; and
will not be used to evaluate a retained employee's future
performance after that time.

The probationary period performance ratings must take into
consideration that the employee being rated is new to the job.
The performance levels of the new employee during the
probationary period must not be compared with those of
experienced employees. Instead, the examples of satisfactory
performance levels on the front of this form should be
benchmarks to evaluate job performance.

Temporary-Noncareer Employees_(not applicable to rural
carrier associates/leave replacementsz; see note below):

A-casual-employee—is—to-be-evaluated-in-the three formal
sessions-asisted-above-Afterthefirstappointment —thecasual
employee—is—to—be—evaluated—only—at the end of each
Fransitional-and-mail-handlercasualNoncareer employees are
to beevaluated in the four-applicable formal sessions as listed
above_in accordance with the correlating CBA and MOU. After
thefirst appointment, these employees are to be evaluated only
atthe end of each appointment in one formal session.

The evaluation of a transitienal-er-easualnoncareer employee
(not applicable to rural carrier associates/leave replacements;:
see note below) is to be conducted by the employee's
immediate supervisor. In cases where the transitionallcasual
empleyeenoncareer employee does not have a regular work
assignment, several supervisors knowledgeable about the
employee's performance must reach a consensuson the

Employee Evaluation and/or Probationary Report

(See Instructions on Reverse)

employee's job performance. The supervisor with primary
responsibility for supervising the transitienalnoncareer /scasual
employee (i.e., on-_the- clock—time) must sign the evaluation
report and ensure that the-_employee's—_ratings are accurate
and objective. The performance levels of the new employee
during the probationary period must not be compared with those
of experienced employees.

Note: This form is not applicable to Rural-rural Carriercarrier
Aassociates/leave replacements, are-excluded-from such-
evaluations-

Procedure

Study the instructions and behavioral examples for the six
performance factors on the front of this form. Prepare for the
evaluations by obtaining documentation such as informal notes,
input from other supervisors, or productivity numbers.

During each evaluation session for career and first appointment
transitionalnoncareer /easual-employees (not applicable to rural
carrier associates/leave replacements;; see nofe below),
evaluate the employee in terms of their demonstrated
performance which is Outstanding (O), Safisfactory (S),
Unacceptable (U), or Not Observed (NO).

When the first session is completed, you and the employee
must initial 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 initial the
appropriate block in the upper portion of the form (block
numbers 7c-10c) to indicate that you have conducted the
corresponding evaluation session. The initialing indicates that
the evaluation was reviewed, not that there is implicit
agreement with the evaluation.

On the lower portion of the form, you must indicate whether you
would recommend the employee for retention/rehire and initial
the recommendation on the line indicated. Use the space
provided in the lower portion of the form to write down specific
supporting comments for the retention/rehire recommendation.
At the conclusion of the final session, both you and the
employee must sign the appropriate sections of the report
(block numbers 11-12) to indicate that you have jointly
conducted all ef-the required evaluation sessions. The
employee’s signature indicates that the final evaluation was
reviewed, not that there is implicit agreement with the
evaluation.

During the evaluation session for subsequent appointments for
trapsitiopalnoncareer  /feasual—employess, evaluate the
employee on the performance factors at the end of the
appointment. Complete block numbers 9—{casuall—or-10
{transitienall—ard—14-12, in addition to the performance

expectations and retention/rehire questions on the lower portion
of the form.

Processin

After the final evaluation session, distribute the completed d
form as indicated: page 1 to the designated postal
officialofficial, ;page 2 to the employee, and page 3 in your files.
Proper privacy safeguards must be provided for these reports.

Any position requiring driving duties must include a driving
performance expectation; a completed PS Form 4584,
Observations of Driving Practices, must be attached to this form
before forwarding to the postal designee at the final session.

Note: If separation is recommended, this form must be

PS Form 1750, August October August 19942021

2 - Employee




Instructions for Supervisors/Managers

i Iy _to
7

Jorwarded to the designated postal official immediate
allow sufficient processing time {pariculars at the80-day
sessia&ﬁa#eareepaﬂd—mes#easxmempley_eesa;@auhe_aés-

day—sessien—for—transitional—and—mail—handler—easual
employees)in accordance with the established probationary
periods found in the correlating CBA. MQU, and/or Questions
and Answers._ An employee who is to be separated for
scheme failure must be given at least a seven (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 failure.

PS Form 1750, August-October



UNITED STATES
’ POSTAL SERVICE

Employee Evaluation and/or Probationary Report

(See Instructions on Reverse)

1. Employee’s Name (First, Ml, Last)

2. Employee Secial-Sesurityldentification Number

3. Title

4. Pay Location

5. Appointment Date

6. Date Probationary
Period Ends

7a. Complete 30-Day Report By:

8a. Complete 60-Day Report By:

9a. Complete 80-Day Report By:

10a. Complete Year End Report By:

7b. Enter Factor Rating (O, S, U, NO)

8b. Enter Factor Rating (O, S, U, NO)

9b. Enter Factor Rating (O, S, U, NO)

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

7c. Employee's Initials

8c. Employee's Initials

9c. Employee’s Initials

10c. Employee’s Initials

11.Supervisor’s Signature and Date (End of Probationary Petiod or Year

End)

12.Employee’s Signature and Date (Does Not Indicate Agreement)

Listed below are the factors on which you are to evaluate the employee. Next to each factor are examples of behaviors that would describe performance
at the SATISFACTORY level. These are provided as reference points for evaluating performance. Performance substantially above the performance
described at the SATISFACTORY level would be rated OUTSTANDING, while performance substantially below the SAT/ISFACTORY level would be rated
UNACCEPTABLE. Please indicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering the appropriate
letters (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
relevant to the position which you are rating, enter "NO" (NOT OBSERVED).

O = OUTSTANDING

S =SATISFACTORY

U =UNACCEPTABLE

NO = NOT OBSERVED

Factor

Examples of Satisfactory Performance Levels

A. Work Quantity

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timely manner,
Makes productive use of time when completing assignments.

B. Work Quality

Makes few errors or mistakes.
Performs work which meets the expectations of the position.
Works in a careful, alert, and conscientious manner to ensure the accuracy and completeness of the work performed.

C. Dependability

Completes work assignments without unnecessary supervision.
Takes responsibility for completing his/her own work.

Reports to work on time.

Demonstrates satisfactory attendeance.

D. Work Relations

Maintains positive working relationships with others,
Works harmoniously with others in getting the work done.
Cooperates well with co-workers, supervisors, and others with whom he/she comes into contact.

E. Work Methods

Handles equipment and/or work materials in an appropriate manner.
Consistently observes proper safety rules and practices.
Understands and follows oral and/or written instructions.

F. Personal Conduct

Conducts himself/herself in a manner appropriate to the work setting.
Maintains an appropriate appearance for the position.

Demonstrates a positive approach toward work, co-workers, and supervisors.
Demanstrates a willingness to handle all assignments.

Demonstrates flexibility in moving from one task to another as needed.

Have Expectations Been Jointly Discussed?

[ Yes [1 No Initials:
(Supervisor) (Employee)
Would You Recommend This Person for Retention or Rehire?
[ Yes [] No Initials:
(Supervisor)

Please Explain or Provide Additional Comments Below:

PS Form 1750, August AugustOctober
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Instructions for Supervisors/Managers

Purpose

You are to use this form to conduct required formal evaluation
sessions during the career probationary period or
transitional/easualnoncareer  appointment__evaluation (not
applicable to_rural carrier associatesfleave replacements;- see
note below). The applicable formal sessions should be
completed as listed above in accordance with the correlating
Collective Bargaining Agreement (CBA) and Memorandum of
Understanding (MQU). During a probattonary penode#a—easua#
90-day-appeintment, one initial meeting is required in addition

to appropriate subsequent formal sessions,

These meetings are in addition to the frequent informal
feedback necessary for successful management of the
probationary period or appeintment. 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 evaluate performance; (2) to provide ongoing
feedback by developing specific plans to enhance performance
levels or to correct deficiencies; and (3) to recommend
for/against retention/rehire of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):

A career employee is to be evaluated in the applicable formal
sessions as listed above in accordance with the correlating CBA
and MOU. This report is used to conduct these evaluations
during the probationary period only; and will not be used to
evaluate a retained employee's future performance after that
time.

The probationary period performance ratings must take into
consideration that the employee being rated is new to the job.
The performance levels of the new employee during the
probationary period must not be compared with those of
experienced employees. Instead, the examples of satisfactory
performance levels on the front of this form should be
benchmarks to evaluate job performance.

Temporary-Noncareer Employees_(not applicable to_rural
carrier associates/leave replacements;; see note below):

A—ecastal-employee—is—te—be—evaluated-in-the three formal
sessions aslisted-abeve-Adterthefirstappointment the casual
cmpleyes—is—to—be evaluated—orl—at-ths and of cach
: BTy bk

Transitional-and-mail-handlerNoncareer easual-employees are
to beevaluated in the applicable formal sessions as listed above
in accordance with the correlating CBA and MOU. After the first
appointment, these employees are to be evaluated only atthe
end of each appointment in one formal session.

The evaluation of a transitienal-noncareer er-casual-employee
(not applicable to_rural carrier associates/leave replacements:;
see note below) is to be conducted by the employee’s
immediate supervisor. In cases where the transitionalnoncareer
teasual-employee does not have a regular work assignment,
several supervisors knowledgeable about the employee's
performance must reach a consensuson the employee's job
performance. The supervisor with primary responsibility for
supervising the transitienalnoncareer fsasual-employee (i.e.,

on- the- clock-time) must sign the evaluation report and ensure
that the employee's ratings are accurateand objective. The
performance levels of the new employee during the
probationary period must not be compared with those of

experienced employees.

Note: This form is not applicable to Rural—rural Gcarrier
Aassociates/leave replacements.

Procedure

Study the instructions and behavioral examples for the six
performance factors on the front of this form. Prepare for the
evaluations by obtaining documentation such as informal notes,
input from other supervisors, or productivity numbers.

During each evaluation session for career and first appointment
lransitional/easualnoncareer employees_(not applicable to rural
carrier associates/leave replacements;;, see note below),
evaluate the employee in terms of their demonstrated
performance which is Outstanding (O), Satisfactory (S),
Unacceptable (U), ar Not Observed (NQ).

When the first session is completed, you and the employee
must initial 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 initial the
appropriate block in the upper portion of the form (block
numbers 7c-10c¢) to indicate that you have conducted the
corresponding evaluation session. The initialing indicates that
the evaluation was reviewed, not that there is implicit
agreement with the evaluation.

On the lower portion of the form, you must indicate whether you
would recommend the employee for retention/rehire and initial
the recommendation on the line indicated. Use the space
provided in the lower portion of the form to write down specific
supporting comments for the retention/rehire recommendation.
At the conclusion of the final session, both you and the
employee must sign the appropriate sections of the report
(block numbers 11-12) to indicate that you have jointly
conducted all ef -the required evaluation sessions. The
employee's signature indicates that the final evaluation was
reviewed, not that there is implicit agreement with the
evaluation.

During the evaluation session for subsequent appointments for
transitionainoncareer /feasual—employees, evaluate the
employee on the performance factors at the end of the
appointment. Complete block numbers 8—{casuall—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 final evaluation session, distribute the completed form
as indicated: page 1 to the designated postal official,page
2 to the employee, and page 3 in your files. Proper privacy
safeguards must be provided for these reports.

Any position requiring driving duties must include a driving
performance expectation; a completed PS Form 4584,
Observations of Driving Practices, must be attached to this form
before forwarding to the postal designee at the final session.

Note: If separation is recommended, this form must be
forwarded to the designated postal official immediately to allow
sufficient processing time in_accordance with the established
probationary periods found in the correlating CBA, MOU, and/or

Questions and Answersépaﬁ;e@aw—at—the—&@-day—sess&ea#er
sareerand-mostcasualemployeesand-atthe 355-day-session

{for—transitional—and—mailhandler scasual—employees). -An
employee who is fo be separated for scheme failure must be

PS Form 1750, A ustOctober $9942021 (Reverse)



> UNITED STATES Employee Evaluation and/or Probationary Report

POSTAL SERVICE ;. (See Instructions on Reverse)
given at least a seven (7) days notice of such intent. If the

employee qualifies on the scheme within the notice period, the
employee ecannot be separated for prior scheme failure.

PS Form 1750, August AugustOctober 3 - Supervisor
100420724



= UNITED STATES Employee Evaluation and/or Probationary Report

POSTAL SERVICE » (See Instructions on Reverse)
1. Employee's Name (First, M, Last} 2, Employee ldentification Number
3. Title 4. Pay Location |5. Appointment Date 6. Date Probationary
Period Ends

7a. Complete 30-Day Report By: 8a. Complete 60-Day Report By: 9a, Complete 80-Day Repori By: 10a. Coemplete Year End Report By:

h. Enter Factor Rating (0, 5, U, NO) |8b. Enter Factor Rating (O, S, U, NO}|9b. Enter Factor Rating (C, S, U, NOJ[10b. Enter Factor Rating (C, S, U, NO)
A_B_C D__E F A_B ¢ D _E F A_ B C_D E F A_B C D E F

7c. Employee’s Initials 8c. Employee’s Initials 8c. Employee's inifials 10¢c. Employee's Initials

11.Supervisor's Signature and Dale (End of Probationary Peniod or Year | 12.Employee’s Signature and Date (Does Nof Indicate Agreement)
End)

Listed below are the factors on which you are to evaluate the empioyee. Next to each factor are examples of behaviors that would describe performance
at the SATISFACTORY level. These are provided as reference points for evaluating performance. Performance substantially above the performancs
described at the SATISFAGTORY lavel would be rated OUTSTANDING, while performance substantially below the SATISFACTORY level would be rated
UNACCEPRTABLE. Please indicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering the appropriate
Ietters (O, 3, 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
relevant to the positlon which you are rating, enter "NO" (NOT CBSERVED),

O =OUTSTANDING 8 =SATISFACTORY U=UNACCEPTABLE NO =NOT OBSERVED

Factor Examples of Satisfactory Performance Levels
A. Work Quantity

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timely manner.

Makes productive use of time when completing assignments.

Makes few errors or mistakes.

Perferms work which meets the expectations of the position.

Works in a careful, alert, and conscientious manner to ensure the accuracy and corpleteness of the work performed,
Completes wark assignments without unnecessary supervision,

Takes responsibility for completing his/her own work.

Reports to worlc on fime.

Demenstrates satisfactory altendance.

Maintains positive working relationships with others,

Works harmonicusly with others in getting the work done.

Cooperates well with co-workers, supervisors, and others with whom he/she comes into contact.
Handles equipment andfor work materials in an appropriate manner.

Consistently observes proper safety rules and practices.

Understands and follows oral and/or written instructions,

Conducts himself/herself in a manner appropriate to the work setting.

Maintains an appropriate appearance for the position.

Demonstrates a positive approach toward work, co-workers, and supervisors.
Demonstrates a willinghess to handle all assignments.

Demonstrates flexibility in moving from one task to another as needed.

B. Work Quality

C. Dependability

D. Work Relations

E. Work Methods

F. Personal Conduct

Have Expectations Reen Jointly Discussed?
[ Yes [ Ne Initials:

{Supervisor) (Employee)

Would You Recommend This Person for Retention or Rehire?
[ Yes [ No Initials:
(Supervisor)

Please Explain or Provide Additional Commenis Below:

PS Form 1750, Getober 2021 1 - Forward to Designated Postal Official



Instructions for Supervisors/Managers

Purpose

You are to use this form to conduct required formal evaluation
sessions duting the career probationary period or noncaresr
appointment evaluation (not applicable to rural carrier
associates/leave replacements, see note below). The
applicable formal sessions should be completed as listed above
in accordance with the correlating Collective Bargaining
Agreement (CBA} and Memcrandum of Understanding (MOU).
During a probationary period, one initial meeting is required in
addition to appropriate subsequent formal sessions.

These meetings are in addition fo the frequent informal
feedback necessary for successful management of the
probationary period or appointment. The sessions are to he
interactive meetings between you and the employee. The
purpose of the first meeting is to outiine 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 evaluate performance; (2) to provide cngoing
feedback by developing specific plans to enhance performance
levels or to correct deficiencies; and (3) to recommend
for/against retention/rehire of employees.

Evaluation

Career Employees (Including Regular Rural Carriers):

A career employee is to be evaluated in the applicable formal
sessions as listed above in accordance with the correlating CBA
and MOU. This report is used to conduct these evaluations
during the probationary period only and will not be used to
evaluate a retained employee's future performance after that
time.

The probationary petiod performance ratings must take into
consideration that the employee being rated is new fo the job.
The performance levels of the new employese during the
probationary period must not be compared with those of
experienced employees. Instead, the examples of satisfactory
performance levels on the front of this form should be
benchmarks to evaluate job performance.

Noncareer Employees (not applicable fo rural carrier
associates/leave replacements; see note below):

Noncareer employees are to be evaluated in the applicable
formal sessions as listed above in accordance with the
correlating CBA and MOU. After the first appointment, these
employees are to be evaluated only atthe end of each
appointment in one formal session.

The evaluation of a noncarear employee (not applicable to rural
carrier associates/leave replacements; see note below) is to be
conducted by the employee's immediate supervisor. In cases
where the noncareer employee does not have a regular work
assignment, several 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 noncareer employee (i.e., on
the clock) must sign the evaluation report and ensure that the
employee's ratings are accurate and objective. The
performance levels of the new employee during the
probatichnary period must not be compared with those of
experienced employees.

Note: This form is not applicable to rural carrier
associates/leave replacements,

Procedure

Study the instructions and behavioral examples for the six
performance factors on the front of this form. Prepare for the
avaluations by obtaining documentation such as informal notes,
input from other supervisors, or productivity numbers.

During each evaluation session for career and first appointment
honcareer employees (not applicable fo rural carrier
associates/leave replacements; see note befow), evaluate the
employea in terms of their demonstrated performance, which is
Cutstanding {0O), Satisfactory {8), Unacceptable (U}, or Not
Observad (NO).

When the first session is complated, you and the employes
must initial 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 initial the
appropriate block in the upper portion of the form (block
numbers 7c-10¢) to indicate that you have conducted the
corresponding evaluation session. The initialing indicates that
the evaluation was reviewed, not that there is implicit
agreement with the evaluation.

On the lower portion of the form, you must indicate wheather you
wauld recommend the employee for retention/rehire and initial
the recommendation on the line indicated. Use the space
provided in the lower portion of the form to write down specific
supporting comments for the retention/rehire recommendation.
At the conclusion of the final session, both you and the
employee must sign the appropriate sections of the report
{block numbers 11-12) to indicate that you have jointly
cohducted all of the reguired evaluation sessions. The
employee’s signature indicates that the final evaluation was
reviewed, not that thers is implicit agreement with the
evaluation.

During the evaluation session for subsequent appointments for
noncarser employees, evaluate the employee on the
performance factors at the end of the appointment. Complete
block numbers 10-12 in addition to the performance
expectations and retention/rehire questions on the lower portion
of the form.

Processing

After the final evaluation session, distribute the completed form
as indicated: page 1 to the designated postal official, page
2 to the employee, and page 3 in your files. Proper privacy
safeguards must be provided for these reports.

Any position requiring driving duties must include a driving
performance expectation; a completed PS Form 4584,
Observation of Driving Practices, must be attached fo this form
before forwarding to the postal designee at the final session.

Note: If separation is recommended, this form must be
forwarded to the designated postal official immediately to allow
sufficient processing time in accordance with the established
probationary periods found in the correlating GBA, MOU andfor
Questions and Answers. An employee who is to be separated
for scheme failure must be given at least a seven (7) day notice
of such intent. If the employee qualifies on the scheme within
the notice period, the employee cannot be separated for prior
scheme failure.

PS Form 1750, October 2021 (Reverse)



; UNITED STATES
P POSTAL SERVICE »

Employee Evaluation and/or Probationary Report

{See Instructions on Reverse)

1. Employee’s Name (First, Mi, Last)

2, Employee Identification Number

3. Title

4, Pay Location

5. Appeintment Date

6. Date Probationary
Period Ends

7a, Complete 30-Day Report By:

8a. Complete 60-Day Report By:

9a. Complete 80-Day Report By:

10a. Complete Year £nd Report By:

7b. Enter Factor Rating (0, 5, U, NO)

8b. Enter Factor Rating (0, S, U, NO)

gb. Enter Factor Rating (O, S, U, NO)

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

7c. Employee’s Inifials

8c. Employee’s Initials

8¢. Employee's Initials

10c. Employee's Initials

11.Supervisor's Signature and Date (End of Probationary Period or Year

End)}

12.Employee’s Signature and Date (Does Nof indicafe Agreement)

Listed below are the factors on which you are to evaluate the employee. Next to each factor are examples of behaviors that would deseribe performance
at the SATISFACTORY level. These are provided as reference poinis for evaluating performance. Performance substantially above the periormance
described atthe SATISFACTORY level would be rated OUTSTANDING, while performance substantially below the SATISFACTORY level would be rated
UNACCEPTABLE. Please indicate your rating of OUTSTANDING, SATISFACTORY, or UNACCEPTABLE for each factor by entering the appropriate
letters (O, 8, or U) in the baxes in items 7b through 10b. If you have not observed how this person performed on a given factor, or if the factor is not
retevant to {he position which you are rating, enter "NO" (NOT OBSERVED).

O = QUTSTANDING

S = SATISFACTORY

U =UNACCEPTABLE

NO = NOT OBSERVED

Factor

Examples of Satisfactory Performance Levels

A, Work Quantity

Works at a sufficient speed to keep up with the amount of work required by the position.
Accomplishes tasks in an efficient and timsly manner.
Malkes productive use of time when compteting assignments.

B. Work Quality

Makes few errors or mistakes.
Performs work which meets the expectations of the position.
Works In & careful, alert, and conscientious manner to ensure the accuracy and completeness of the work performed.

C. Dependability

Completes work assignments without unnecessary supervision.
Takes responsibility fer completing hisfher own work,

Reports to work on time,
Demonstrates satisfactory attendance.

D. Work Relations

Maintalns positive working relationships with athers,
Weorks harmoniously with others in getting the work done.
Cooperates well with co-workers, supervisors, and others with whom he/she comes into contaci.

. Work Methods

Handles equipment and/or work materials in an appropriate manner.
Consistently observes proper safety rules and practices.
Understands and follows oral and/or written instructions.

F. Personal Conduct

Conducts himselffherself in a manner appropriate to the work setting.
Maintains an appropriate appearance for the position,

Demonstrates a positive approach toward work, co-workers, and supervisors.
Demonstrates a willingness to handle all assignments.

Demonstrates flexibility in moving from one task te another as needed.

Have Expectations Been Jointly Discussed?

[} Yes [1 Ne Initials:
{Supetvisor) {Employee)
Would You Recommend This Person for Retention or Rehire?
[ Yes [1 No Initials:
{Supervisor)

Please Explain or Provide Additional Comments Below:

PS Farm 17580, October 2021

2 - Employee



Instructions for Supervisors/ilanagers

Purpose

You are to use this form to conduct required formal svaluation
sesslons during the career probationary period or noncareer
appointment evaluation (not applicable to rural carrier
associates/leave replacements; see note below). The
applicable formal sessions should be completed as listed
above in accordance with the correlating Collective Bargaining
Agreement (CBA) and Memorandum of Understanding (MOU),
During a probationary periad, one initial meeting is requirad in
addition to appropriate subsequent formal sessions.

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 evaluate performance; (2} fo provide ongoing
feedback by developing specific plans to enhance performance
levels or to corect deficiencies; and (3) to recommend
for/against retention/rehire of empioyees.

Evaluation

Career Employees (Including Regular Rural Carriers):

A career employae is to be evaluated in the applicable formal
sessions as listed above in accordance with the correlating CBA
and MOU. This report is used fo conduct these evaluations
during the probafionary period only and will not be used to
evaluate a retained employee's future performance after that
time.

The probationary period performance ratings must take intc
consideration that the employee being rated is new to the job.
The performance levels of the new employee during the
probationary period must not be compared with those of
experienced employees. Instead, the examples of satisfactory
performance levels on the front of this form should be
benchmarks to evaluate job performance.

Noncareer Employees (not applicable to rural carrier
associates/leave replacements; see note below):

Noncareer employees are to beevaluated in the applicable
formal sessions as listed above in accordance with the
correlating CBA and MOU. After thefirst appointment, these
employees are to be evaluated only atthe end of each
appointment in ohe formal session.

The evaluation of a noncareer employee (not applicable to rural
carrier associatesfleave replacements; see note below) is to be
conducted by the empioyee’s immediate supervisor, In cases
where the noncareer employee does not have a regular work
assignment, several supervisors knowledgeable about the
employee's performance must reach a consensus on the
employee’s job performance. The supervisor with primary
respansibility for supervising the nencareer employee {i.e., on
the clock) must sign the evaluation report and ensure that the
employee’s ratings are accurate and objective, The
performance levels of the new employee during the
probationary period must not be compared with those of
experienced employees.

Mote: This form is not applicable to rural carrier
associates/leave replacements.

Procedure

Study the instructions and behavioral examples for the six
performance facters on the front of this form. Prepare for the
evaluations by obtaining documentation such as informal notes,
input from other supervisors, or productivity numbers.

During each evaluaticn session for career and first appointment
noncareer employees (not applicable fo rural carrier
associates/leave replacements; see note below), evaluate the
employee in terms of their demonstrated performance which is
Outstanding (O), Safisfactory.(8), Unacceptable (U), or Nof
Observed (NQ).

When the first session is completed, you and the employes
must initial the line in the lower portion of the form to indicate
that you have jaintly discussed the performance expectations,
After each evaluation session, the employee must initial the
appropriate block in the upper portion of the form (block
numbers 7c-10c) fo indicate that you have conducted the
corresponding evaluation session. The initialing indicates that
the evaluation was reviewed, not that there is implicit
agreement with the evaluation.

On the lower portion of the form, you must indicate whethar you
would recommend the employee for retention/rehire and initial
the recommendation on the fine indicated. Use the space
provided in the lower portion of the form to write down specific
supporting comments for the retention/rehire recommendation.
At the conclusion of the final session, both you and the
employee must sign the appropriate sections of the report
(block numbers 11-12) to indicate that you have jointly
conducted all the required evaluation sessions. The employee’s
signature indicates that the final evaluation was reviewed, not
that there is implicit agreement with the evaluation.

During the evaluation session for subsequent appointments for
nonicareer employees, evaluate the employee on the
performance factors at the end of the appointment. Complete
block number 10-12, in addition to the performance
expectations and retention/rehire questions on the lower pertion
of the form.

Processing

After the final evaluation session, distribute the completed form
as indicated: page 1 to the designated postal official, page
2 to the employee, and page 3 in your files. Proper privacy
safeguards must be provided for these reports,

Any position requiring driving duties must include a driving
performance expectation; a completed PS Form 4584,
OCbservation of Driving Practices, must be attached to this form
before forwarding to the postal designee at the final session.

Note: If separation is recommended, this form must be
forwarded to the designated postal cfficial immediately to allow
sufficient processing time in accordance with the established
probationary petiods found in the correlating CRA, MOU, and/or
QQuestions and Answers. An employee who is to be separated
for scheme failure must be given at least a seven (7) day notice
of such intent. If the employee qualifies on the scheme within
the notice period, the employee cannot be separated for prior
scheme failure.

PS Form 1750, October 2021



UNITED STATES
P POSTAL SERVICE

Employee Evaluation and/or Probationary Report

{See Instructions on Reverse)

1. Employes’s Name (First, MI, Last)

2. Employee Identification Number

3. Title

4, Pay Location

5. Appoiniment Date

6. Date Probationary
Period Ends

7a. Complete 30-Day Report By:

8a. Complete 60-Day Report By:

9a. Complete 80-Day Report By:

10a. Complete Year End Report By:

7b. Enfer Factor Rating (O, 8, U, NO)

8b. Enter Factor Rating (O, S, U, NG}

8b. Enter Facter Rating (O, S, U, NO}

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

7¢. Employee’s Initials

8c. Employee’s Initials

9¢. Employee's Inifials

10c. Employee’s Initials

11.Supervisar's Signature and Dale (End of Probationary Period or Year

End)

12.Employee’s Signature and Date (Does Nof Indicate Agreement)

Listed below are the factors on which you are to avaluate the employee. Next to each factor are examples of behaviors that would describe performance
at the SATISFACTCRY lavel. These are provided as reference points for evaluating performance. Performance subsiantially above the performance
described atthe SATISFACTORY level would be rated OUTSTANDING, while performance substantially below the SATISFACTORY level would be rated
UNACCEPTABLE. Please indicate your rating of OUTSTANDING, SATISFACTORY, or UNACGEPTABLE for each factor by entering the appropriate
letters (O, 8, ar U} in the boxes in items 7b through 10b. If you have not observed how this person parformed on a given factor, or if the factor is not

relevant to the position which you are rating, enter "NO" (NOT OBSERVED,.

O = QUTSTANDING

S =SATISFACTORY

U =UNACCEPTABLE

NO = NOT OBSERVED

Factor

Exampies of Satisfactory Performance Levels

A. Work Quantity

Works at a sufficient speed to keep up with the amount of work required by the positicn.
Accomplishes tasks in an efficient and timely manner.
Makes productive use of time when completing assignments.

B, Work Quality Makes faw errors or mistakes.

Performs work which meets the expectations of the position,

Works in a careful, alert, and conscientlous manner to ensure the accuracy and completeness of the work performed.
C. Dependability Completes work assignments without unnecessary supervision.

Takes responsibility for completing hisfher own work.
Reports to waork on time.
Demonstrates satisfactory attendance.

D. Work Relations

Maintains positive working relationships with others,
Works harmoniously with athers in getting the work done.
Cooperates well with co-workers, supervisors, and others with whom he/she comes Into contact,

E. Work Methods

Handles equipment and/or work materials in an appropriate manner,
Consistently observes proper safety rules and practices.
Understands and follows oral and/or written instructions,

F. Personal Conduct

Conducts himselferself in a manner appropriate to the work setting.
Maintains an appropriate appearance for the position,

Demonstrates a positive approach toward work, co-woerkers, and supervisors.
Demonstrates a willingness fo handle all assignments.

Demonstrates flexibility in moving from one task to another as needed.

Have Expectations Been Jointly Discussed?

[ Yes 7] No Initials:
(Supervisor} {Employee)
Would You Recommend This Person fer Retention or Rehire?
] Yes 1 No Initials:
(Supervisor)

Please Explain or Provide Additional Comments Below:

P3 Form 1780, October 2021

3 - Supervisor



Instructions for Supervisors/Managers

Purpose

You are to use this form to conduct required formal evailuation
sessions during the career probationary period or noncareer
appointment evaluation (not applicable to rural carrier
associates/leave replacements; see note below). The
applicable formal sessions should be coempleted as listed
above in accordance with the correlating Collective Bargaining
Agreement {CBA) and Memorandum of Understanding (MOU),
During a probationary period, one initial meeting is required in
addition to appropriate subseguent formal sessions.

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 oufline the six performance
factors included in the report. This first mesting is not an
evaluation session, The purposes of the remaining sessions
are: (1} to evaluate perfermance; (2) to provide ongoing
feedback by developing specific plans to enhance performance
levels or to correct deficiencies; and (3) to recommend
forfagainst retention/rehire of employees,

Evaluation

Career Employees (Including Regular Rural Carriers):

A career employee is to be evaluated in the applicable formal
sessions as listed above in accordance with the correlating CBA
and MOU. This report is used to conduct these evaluations
during the probationary period only and will not be used to
evaluate a retained employee's future performance after that
fime.

The probationary peried performance ratings must take into
consideration that the employee being rated is new to the job.
The performance levels of the new employee during the
probationary period must not be compared with those of
experienced employees. Instead, the examples of satisfactory
performance levels on the front of this form should be
benchmarks to evaluate job performance.

Noncareer Employees (not applicable to rural carrier
associates/leave replacements; see note below):

Noncareer employees are to beevaluated in the applicable
formal sessions as listed above in accordance with the
correlating CBA and MOU, After the first appointment, these
employees are to be evaluated only atthe end of each
appointment in one formal session.

The evaluation of a noncareer employee (not applicable to rural
carrier associates/leave replacements; see note below) is to be
conducted by the employee's immediate supervisor. in cases
whera the noncareer employee does not have a regular work
assighment, several supervisors knowledgeable about the
employee's performance must reach a consensus on the
employee’s job performance. The supervisor with primary
respensibility for supervising the noncareer employee {i.e., on
the clock) must sign the evaluation report and ensure that the
employee’s ratihgs are accurate and objective. The
performance levels of the new employee during the
probationary period must not be compared with those of
expetienced employees,

Mote: This form is not applicable to rural carrier
associates/leave replacements.

Procedure

Study the instructions and behavioral examples for the six
performance factors on the front of this form. Prepare for the
evaluations by obtaining documentation such as informal notes,
input from other supervisors, or productivity numbers,

During each evaluation session for career and first appointment
noncareer employess (not applicable fo rural cariier
assoclales/leave replacements; sae nofe below), evaluate the
amployee in terms of their demonstrated performance which is
Qutstanding (0}, Satisfactory (S), Unacceptable (U), or Not
Observed (NO).

When the first session is completed, you and the employee
must initial the line in the lower portion of the form to indicate
that you have jointly discussed the performance expectations.
After each avaluation session, the employee must initial the
appropriate block in the upper portion of the form (block
numbers 7¢-10c) to indicate that you have conducted the
corresponding evaluation sessicn. The initialing indicates that
the evaluation was reviewed, not that there is implicit
agreement with the evaluation,

On the lower portion of the form, you must indicate whether you
would recommend the employee for retention/rehire and initial
the recommendation on the line indicated. Use the space
provided in the lower portion of the form to write down specific
supporting comments for the retention/rehire recommendation.
At the conclusion of the final session, both you and the
employee must sign the appropriate sections of the report
{block numbers 11-12) to indicate that you have jointly
conducted all the required evaluation sessions. The employee’s
signature indicates that the final evaluation was reviewed, not
that there is implicit agreament with the evaluation,

During the evaluation session for subsequent appointments for
noncareer employess, evaluate the employee on the
performance factors at the end of the appointment. Complete
block number 10-12, in addition to the performance
expectations and retention/rehire questions on the lower portion
of the form.

Processin

After the final evaluation session, distribute the completed form
as indicated: page 1 to the designated postal official,page
2 to the employee, and page 3 in your files. Proper privacy
safeguards must be provided for these reports.

Any position requiring driving duties must include a driving
performance expectation; a completed PS Form 4584,
Chservation of Driving Practices, must be attached to this form
before forwarding to the postal designee at the final session.

Note: If separation is recommended, this form must be
forwarded to the designated postal official immediately to allow
sufficient processing time in accordance with the established
probationary pericds found in the correlating CBA, MOU, and/or
Questions and Answers. Ah employee who is to be separated
for scheme failure must be given at least a seven (7) day hotice
of such intent. If the employee qualifies on the scheme within
the notice periad, the employee cannot be separated for prior
scheme failure.

Ps Form 1750, October 2021 (Reverse)
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