A Guide for Weighting of Job Objectives

Weights are assigned to indicate the relative importance of the objectives in accomplishing the organizational mission and goals.  Assigned weights are communicated to the employee by the supervisor.  It is the employee’s responsibility to ask for clarification if there are any questions.

Weighting Parameters

· Minimum weight for any one objective is 10%.

· Weight of all objectives must add up to 100%.

· Weights must be assigned in increments of 5%. 

· If a “no rating” is given on any objective, supervisors must re-weight the remaining objectives to obtain a total of 100%.  

· Weights are assigned by the supervisor to each job objective at the beginning of the rating period 

· Typically, weights will not change during the rating period unless the number of objectives are changed (added or deleted) which will require weights to be redistributed, or unless mission priorities dictate such a change.

Weighted Job Objective Rating Process

At the end of the rating cycle, the supervisor will evaluate the employee’s performance of each objective using the performance indicators, assign the “objective ratings,” then evaluate the contributing factors to derive the “adjusted ratings.”  The weights are applied to the adjusted ratings to obtain the overall score, which is rounded to obtain the recommended rating.  If a Level 1 rating is assigned to any job objective, the overall recommended rating of record will be a Level 1 regardless of the weight of the job objective, e.g., the objective has a 10% weight.

 The following graphic demonstrates the weighting process in determining the recommended rating.  The weighting calculation process is automated.  
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The squares represent “Contributing Factors,” the “X” = contributing factor selected for the objective, e.g., there are 3 contributing factors selected for job objective number 1.
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The “Overall Weighted Rating” in the graphic is obtained by adding together the weighted rating of each objective.

When the Overall Weighted Rating is .51 or higher, the rating is rounded to the next higher whole number.  When the Overall Weighted Rating is .50 or lower, the rating is rounded down to the next lower whole number.  The following table summarizes the conversion of Overall Weighted Rating to (Recommended or Final) Rating of Record:

	OVERALL WEIGHTED RATING
	RATING OF RECORD
	RATING OF RECORD DESCRIPTOR

	4.51 to 5.00
	5
	Role Model

	3.51 to 4.50
	4
	Exceeds Expectations

	2.51 to 3.50
	3
	Valued Performer

	2.00 to 2.50
	2
	Fair

	1 on any objective
	1
	Unacceptable
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