	PERFORMANCE FEEDBACK WORKSHEET (AB  thru TSgt)

	I. PERSONAL INFORMATION
	
	

	NAME
	
	GRADE
	UNIT

	
	
	
	

	II. TYPES OF FEEDBACK
	
	INITIAL
	
	MIDTERM
	
	FOLLOW-UP
	
	RATEE REQUESTED
	
	RATER DIRECTED

	III. PERFORMANCE FEEDBACK
	Needs significant improvement
	Needs little or no improvement
	MEMORY JOGGERS

	1. PERFORMANCE OF ASSIGNED DUTIES
	
	

	Quality of Work
	
	Do you claim ownership of your work? Do you cut corners or do you take the extra time to do it right? Is the customer given a quality product that represents the squadron well?  Do you clean your job site up?  Do you inform the requestor that the job is complete? Do you give it your best effort possible?        

	Quantity of Work
	
	Do you give a full days work?  Do you ask for additional work or do you  “milk” a task as long as you can?    

	Timeliness of Work
	
	Do you meet suspenses? Does your supervisor have to continually remind you of pending issues? Do you follow up? Do you keep your supervisor abreast of job progression/status?

	2. KNOWLEDGE OF PRIMARY DUTIES
	
	

	Technical Expertise
	
	Do you know your job? Do you want to know all aspects of your section’s responsibility?  Do you claim ownership of your area or responsibility or does someone else have to “do your job” for you? Do you negatively or positively impact other sections or workers in their ability to complete their portion of the job?

	Knowledge of Related Areas
	
	Do you understand how your squadron works? Do you have the knowledge you need to have about how other sections in the squadron work?

	Applies Knowledge to Duties
	
	Can you translate mental knowledge of your job and successfully complete most tasks?

	3. COMPLIANCE WITH STANDARDS
	
	

	Weight
	
	Are you within standards, do you look good in their uniform? 

	Fitness
	
	Are you  taking care of yourselves physically, are you actively participating in the Squadron P.T. program?

	Customs and Courtesies

	
	Do you answer the phone correctly (Identify yourself and the section) Do you acknowledge personnel when they walk in your section, I.E., stand for superiors, ask if you can help? Do you pass on relay messages?   

	4. CONDUCT/BEHAVIOR ON/OFF DUTY
	
	

	Financial Responsibility
	
	Are you living within your means/are you paying their bills on-time?

	Support for Organizational Activities
	
	Are you active in any Squadron activities (IE, UAC, make a Difference days, Christmas party committee, sports, etc. –Ask your supervisor to list them so you both know what they are.  

	Respect For Authority
	
	Do you show proper respect? Do you call superiors by their first name? Do you complain and/or mouth-off about tasks given?

	Maintenance of Government Quarters/Facilities
	
	Are you taking care of your homes (dorm and/or housing)?   Are you keeping the work place safe by proper housekeeping?  

	5. SUPERVISION/LEADERSHIP
	
	

	Sets and Enforces Standards
	
	Do you comply with 36-2903? (Hat/shirt on when required, correct sunglasses, clean and serviceable unifom, etc.)? Do you take corrective action when others aren’t in compliance?

	Initiative


	
	How do you use your “idle” time…do you have to be told that the shop or office needs cleaning, tool/supply room straightened, etc.? Do you come up with any idea’s to help the shop, section or flight be more efficient? Do you do anything other than what you’re asked to do? 

	Self Confidence
	
	Are you sure of yourself W.R.T. your job, abilities, the Squadron?

	Provides Guidance/Feedback
	
	Do you help instruct and share knowledge with the other troops? Do you offer feedback on ways or possibilities of doing a job, or do you “critique” decisions after the fact?

	Fosters Teamwork
	
	Are you easy to work with, or does your supervisor dread giving you  an issue to work? Do you have a positive attitude? Are you a complainer? Do the other section personnel enjoy working with you?

	6. INDIVIDUAL TRAINING      REQUIREMENTS
	
	

	Upgrade (OJT/CDC)
	
	Are you completing their CDC volumes (1) per month without continual supervision and prodding? Do you know what your training requirements are and do you desire to learn as much as you can, as soon as you can?

	Professional Military Education
	
	Are you trying to attend your next level of PME or are you avoiding PME…APG&DS, ALS, NCO Academy, etc?

	Proficiency/Qualification
	
	Do you want to learn the job?  Do you quickly get in and get involved learning key facilities, critical systems, etc. Do you ensure qualification requirements are current or do you let them expire and/or slip through the cracks?

	     Contingency/Mobility/Other
	

	Are you deployment ready…do you have the needed items for your personal bag, immunizations current, Will/POA, form 93, etc.?  Are your personal affairs in order?

	7. COMMUNICATION SKILLS
	
	

	Verbal
	
	Can you communicate a “need”, can you explain a given situation with clarity?

	Written
	
	Do you submit quality written material, or do you just throw something together? Do you provide a quality-finished product?

	8. ADDITIONAL FACTORS (e.g., Safety, Security, Human Relations
	
	

	 
	
	

	Integrity 
	
	Can you be trusted, do you tell the truth, do you cut corners, do you “pencil whip” administrative documents?

	Service before Self 
	
	Do you try to avoid work, O.T. when needed, TDY’s, or do you try to get out of assignments?

	Excellence in all you do 
	
	Do you do the best job possible, are you committed to doing it right, or do you pass the buck or not accept responsibility? 

	Education 
	
	If you’re finished with your CDC’s/upgrade training, are you trying to improve yourself; are you involved in any professional organizations, etc?  (AFSA, NCOA, Rising-6)
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