NAVSUPPACT NAPLES INST 12430.6


PERFORMANCE APPRAISAL PLAN “A”

1. NAME OF EMPLOYEE



2. SOCIAL SECURITY NUMBER



3. POSITION/TITLE/SERIES/GRADE



4. ACTIVITY NAME AND ORG. CODE



5. RATING PERIOD:

FROM:  

6. TYPE OF APPRAISAL:

 FORMCHECKBOX 
 Rating of Record      FORMCHECKBOX 
 Close Out

7. RECORD OF REVIEWS AND FINAL APPRAISAL

Performance Plan Established      Date
Progress Review      Date
Special                   Date
Final Appraisal      Date

Supervisor











Employee











Reviewing Official Signature (Mandatory for Unacceptable ratings only)





8. SUMMARY RATING

 FORMCHECKBOX 
 ACCEPTABLE (A):           Performance expectations for all critical elements were fully met and the employee has successfully performed 

assigned  duties and responsibilities.

 FORMCHECKBOX 
 UNACCEPTABLE (U):    The employee’s performance of assigned duties is unacceptable, with at least one critical element rated as 

                                                          “Unacceptable”.  Note: Employee must be provided a performance improvement period prior to receiving a summary

                                                           rating of “Unacceptable”.



9. Position Description current and accurate?


 FORMCHECKBOX 
YES    FORMCHECKBOX 
NO


If NO, Anticipated Date of PD Revision


10. SUPERVISOR’S COMMENTS
Optional comments on specific accomplishments, assignments, etc.  Employee yearly accomplish reports or self assessments may be attached.

(Use blank sheet if more space is required)




11.  AWARD RECOMMENDED:
12.  AWARD APPROVED:
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

QUALITY STEP INCREASE:
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


PERFORMANCE AWARD:
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
Signature


AMOUNT:
$


(Activity Designated Approving Official)

NAVEUR NAVSUPPACT NAPLES 12430/4 (New 9-98)

PERFORMANCE APPRAISAL PLAN “A”

CRITICAL ELEMENTS AND STANDARDS

CORE ELEMENTS
MANDATORY FOR ALL EMPLOYEES

RATING

LEVEL
  A      U

 FORMCHECKBOX 
ORGANIZATIONAL SUPPORT AND COMMUNICATION

Acceptable Level:  Demonstrates an understanding of organizational goals and priorities and fully complies with administrative policies, regulations and procedures when performing job operations.  Communicates orally and/or in writing when needed to coordinate work and keep supervisor and co-workers informed of work-related issues, their developments and their status.

 FORMCHECKBOX 
EXECUTION OF DUTIES

Acceptable Level:  Willingly accepts work assignments, properly follows instructions, uses technical knowledge, and applies skills needed to complete tasks assigned.  The service or work product produced is of good quality, timely, and responsive to the supervisor and the organization’s priorities and requirements

.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


CRITICAL ELEMENTS AND STANDARDS

(check box if applicable)



 FORMCHECKBOX 
PROGRAM MANAGEMENT

Acceptable Level:  Manages program(s) resolving issues that arise in the administration of program(s).  Establishes long and short-term program initiatives that are realistic and responsive to activity/organizational goals and priorities.  Meets established goals and objectives within budget allocations.  Uses monitoring and evaluating techniques which ensure that services or work products are of good quality, timely and responsive to customer and activity needs.

 FORMCHECKBOX 
WORK UNIT/ORGANIZATION  PLANNING

Acceptable Level:  Sets long and short-term work unit/organization goals and individual employee work objectives that are realistic and are responsive to the organization’s goals, priorities, and requirements.  Develops and implements effective approaches for meeting the unit’s/organization’s assigned responsibilities.  Plans specific actions and milestones that result in successful monitoring and control of the work of the unit/organization.  Work is accomplished within budget and resource allocations.

 FORMCHECKBOX 
SUPERVISION  (Mandatory for Supervisors and Managers)

Acceptable Level:  Delegates work commensurate with grade level.  Tells employees what is expected, advises them of necessary changes as job progresses and holds them responsible for timely completion of work assignments.  Ensures position descriptions of subordinates are current and adequately reflect assigned duties and responsibilities.  Appraises staff performance accurately within required time frames.  Uses established procedures for rewarding employees and taking corrective actions on poor performers and gives technical advice as required.  Reviews work promptly.  Ensures staff is properly trained in their functional areas.  Uses established position management principles and techniques which result in an efficiently organized and productive staff.  Complies with occupational safety and health regulations and procedures. 

 FORMCHECKBOX 
EQUAL EMPLOYMENT OPPORTUNITY  (Mandatory for Supervisors and Managers)

Acceptable Level:  Applies principles of EEO.  Selects individuals for recruitment, promotion, training, work assignments, etc.  without regard to non-merit factors.  Promptly investigates allegations of discrimination and sexual harassment, and takes appropriate corrective action if allegations are founded.


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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