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Introduction

The new NAVSUP Headquarters Civilian Employees Performance Management Program Handbook is designed to help members of the NAVSUP team focus on improving individual and organizational performance.

Additionally, this handbook is intended to help employees and supervisors define expectations and execute planned actions to achieve individual and organizations goals.

In compliance with the SECNAVINST 12430.4 of 11 August 1997, all performance management programs within the Department of the Navy will have a two-level summary rating program as defined in Title 5, Code of Federal Regulations, Part 430 (5 CFR 430) “Performance Management”.  Under the provisions of the Navy’s new program, there are only two rating levels for an employee’s final, summary of record.  They are either “Acceptable” or “Unacceptable”.

Appendix A provides a discussion of the use of the new NAVSUP Performance Plan.  Section A of Appendix A provides an overview of the purpose, coverage, compliance, effective date, responsibilities and definitions for the performance appraisal plan.  Section B of Appendix A describes the performance appraisal plan requirements while Section C describes related personnel actions.  The form to be used is provided at 

Appendix B.

The new NAVSUP Headquarters’ performance appraisal process is designed to be used to support continuing interaction between the employee and his/her supervisor.  The performance appraisal process will help ensure each employee knows what is expected and that he/she has the capability to improve individual and organizational capability.  The new process provides for the consistent communication of goals and expectations and helps to focus individual and organizational efforts on the achievement of NAVSUP’s Strategic Goals.

Performance-based cash awards and quality step increases will provide recognition for outstanding achievement by individuals who enhance productivity and improve efficiency of organizational operations.
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The NAVSUP Headquarters’ Performance Management Process

Supervisor

Spend time preparing to talk about the critical elements and standards in the Performance Plan and how the employee’s work is aligned with NAVSUP’s strategic goals, organizational goals and work unit goals.

Create an environment where the employee will be at ease when you discuss his/her performance expectations.  The employee should feel free to ask questions or clarify expectations.

There should be an accurate and current position description for each of your employees.  You should be prepared to discuss the relationship of performance factors and critical elements to the duties of the position.  If the position description is not current, you should take action to revise the description and forward for appropriate action.  You should talk to your employee about any revisions to the position description.

You should assess skills and knowledge levels held in relation to anticipated employee performance expectations.

Employee

Be prepared to discuss your expectations and your understanding of the organization’s goals and objectives for the year.  You should become familiar with NAVSUP’s strategic goals, organizational goals and work unit goals.  You should consider how your job responsibilities are aligned with the achievement of those goals.  A discussion of these goals will help you understand the importance of what you do every day.  If you aren’t sure about your supervisor’s expectations, ask questions.  You owe it to yourself to be clear about your responsibilities. If you don’t have a copy of your position description, get one from your supervisor or the Human Resources Department, M061.  You should become familiar with your description of duties.  If you feel your position description does not adequately describe your position, discuss the possibility of updating your position description with your supervisor.  After reviewing your expectations and completing review of the form, you and your supervisor must sign and date in the designated blocks on the form.  Your supervisor will retain the original and provide you with a copy.

Remember there must be continued communication and feedback between you and your supervisor.
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During the Rating Year

Progress Reviews, Feedback and Discussions About Needed

Improvement:

There are three types of progress reviews:  the Mid-Year Progress Review, the Interim/Close-out Review and the Special Review.

The Mid-Year Progress Review is required for all employees during the middle of the rating period and after the employee has been under an approved performance plan for 90 days.

Interim/Close-out Ratings are conducted when an employee or supervisor leaves during the rating period.  If an employee or supervisor leaves for another position, the signed Close-out Rating which is a summary rating but not an official “rating of record” is procedurally processed like summary ratings.

Special Reviews are conducted when the supervisor determines that an employee’s performance needs improvement.

Both the employee and the supervisor sign the appropriate blocks when a review is completed.  Signatures indicate that a review has been accomplished.

Improving Performance

Each critical element contains a standard made up of many performance factors or in the case of the Work Plan, objectives.  The supervisor must decide when the deficiencies make the overall performance on the critical element unacceptable.  The emphasis is on improving performance to an acceptable level and adverse action is taken only after the employee has an opportunity to improve his/her performance.

Discussing Needed Improvement

Supervisor

Counseling about needed improvement is sufficient in most cases.  Be specific about what Successful performance is for a critical element and be prepared to provide assistance if necessary.  Provide examples that show that improvement is needed.  Make a commitment to provide feedback to the employee about his/her progress following the review.

Any time an employee’s performance is less than Successful in a critical element, you are responsible for counseling your employee, providing assistance and documenting discussions as appropriate.

                              4                          6/26/98
If your employee’s performance deficiencies are significant, you should begin working with the Human Resources Department, M061, to develop a Notice of Opportunity to Improve Performance (Appendix C) and an official Performance Improvement Plan (Appendix D) with specific details defining the Acceptable level of performance.  You should act immediately to do a Special Review when you determine that performance is not up to standard.  Remember that the Notice of Opportunity to Improve Performance and the Performance Improvement Plan are part of the Special Review.

Employee

If you have been told that your performance needs improvement, ask your supervisor to explain his/her assessment.  This will help you to improve your performance.  Think about the kind of feedback you need and ask how you will know when you have achieved that level of improvement.  If you disagree with your supervisor, discuss why you disagree with the assessment; but be prepared to focus on improving your performance.

Remember telling an employee that improvement is necessary is a difficult task for a supervisor.

If a supervisor advises you that your performance is unacceptable, there are very specific legal and regulatory safeguards to ensure you are given a full and fair opportunity to improve your performance to an acceptable level.  You will receive a detailed notice regarding the specific aspects of your performance that are unacceptable, what you must do to improve to an acceptable level and how long you will have to improve your performance.

Recognition:
Rewarding Achievements

NAVSUP is committed to recognizing individual achievement through performance based cash awards and quality step increases.

Rewarding individual achievements can be a powerful communication tool to support the achievement of NAVSUP’s goals.

The Final Review, Rating of Record and Preparation for Continuous Improvement
The final review is accomplished in conjunction with the annual Rating of Record.  This is an excellent time to talk about special accomplishments, lessons learned, high points of the past year and goals for the new year.  It is also time to talk about organizational accomplishments and how the employee played a role in those achievements.  It is also the time to plan for improving in the new year.
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The supervisor will assign ratings to each critical element and a final summary Rating of Record.  In order for the summary Rating of Record to be “Acceptable”, the employee must be rated “Successful” in all critical elements.

When the final rating of record is “Acceptable,” both the supervisor and employee will sign and date the form.  The supervisor will provide a copy of the Rating of Record to the employee and then follow the local operating procedures to have the rating recorded.

This is an excellent time to discuss and sign the Performance Plan for the new rating year.
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NAVAL SUPPLY SYSTEMS COMMAND

HEADQUARTERS CIVILIAN EMPLOYEES’

PERFORMANCE PLAN

The Naval Supply Systems Command (NAVSUP) Headquarters’ Civilian Employees Performance Plan will be used for all employees except Senior Executive Service employees.  It is important that all employees have a sense of the responsibilities of other employees within their organization and how their work is interrelated.  The use of one Performance Plan is intended to support a shared understanding of who we are, what we do and where we are going.

The Performance Plan form is a communication tool and not the reason this process exists.  Improved individual and organizational performance is the objective.

The Performance Plan form is required to document that supervisors and employees have engaged in the minimum discussion mandated by law and regulation.  While the generic critical elements and standards provide a framework for this discussion, they cannot substitute for the continuing dialogue between a supervisor and employee.  This dialogue will create a mutual understanding of job requirements and the necessity for continuing improvement.

Appendix A
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SECTION A

PERFORMANCE PLAN GENERAL INFORMATION
1.  Purpose:  This policy establishes the Naval Supply Systems Command (NAVSUP) Headquarters’ Performance Plan.

2.  Coverage:  This document replaces any prior performance appraisal system previously used within NAVSUP Headquarters.  The new Performance Plan is for all civilian employees except Senior Executive Service employees.  Military personnel who supervise civilian employees must adhere to the provisions of this Handbook.  Deviations from the processes contained herein are prohibited.

3.  Compliance:  The information contained in this document is in compliance with the Department of Defense (DOD) Performance Appraisal System.  It is also in accordance with applicable laws and regulations and DOD, Office of Personnel Management (OPM) and Navy policies and procedures.

4.  Effective Date:  Implementation of this two-level Performance Plan will be accomplished for the annual rating cycle beginning on 1 July 1998.

5.  Responsibilities
    a.  Employees are responsible for:

        (1) Participating in the development of their Performance Plan.

        (2) Assuring that they have a clear understanding of their rater’s expectations and requesting clarification if necessary.

        (3) Managing their performance to achieve critical results and communicating their accomplishments to their rater and/or factors that may be impacting their performance.

        (4) Seeking performance feedback from their rater and customers.

        (5) Participating in progress review(s).

        (6) Taking action to improve aspects of performance identified as needing improvement.

        (7) Providing self-assessment when requested by supervisor.
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        (8) Participating in the final appraisal discussion.

        (9) Signing appraisal form at inception, review(s), interim/close-out or completion of the rating.

    b.  Raters are responsible for:

        (1) Developing and communicating a written Performance Plan and providing clarification to employees regarding performance expectations.

        (2) Encouraging employee participation and ensure that covered employees are involved in the development of Performance Plans.

        (3) Providing employees with a copy of their Performance Plans within 30 calendar days of the beginning of each appraisal period.

        (4) Conducting at least one documented progress review during the appraisal period.

        (5) Preparing a rating of record or interim/close-out rating for each covered employee.

        (6) Providing a copy of the rating of record or close-out rating to each employee.

        (7) Providing assistance to employees in improving their performance at any time during the appraisal cycle when performance is determined to be “Unacceptable” in one or more critical elements.

        (8) Recommending performance awards or quality step increases as appropriate.

        (9) Certifying on the Performance Plan the status of the employee’s position description.

        (10) Signing appraisal form at inception, review(s), interim/close-out or completion of the rating.

    c.  Reviewers are responsible for:

        (1) Reviewing and approving “Unacceptable” performance ratings of record.

        (2) Contacting the appropriate Division of the Human Resources Department, M061, for consultation prior to issuing an “Unacceptable” rating of record and adjusting rating if necessary.
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         (3) Discussing with the Rater and the employee any differences of opinion concerning an “Unacceptable” rating of record and adjusting rating, if necessary.

6.  Definitions
a.  Appraisal.  The process under which performance is reviewed and evaluated.

b.
Appraisal Period.  The period that an employee’s performance is appraised against a Performance Plan.  The appraisal period will normally begin on 1 July of each year and end on 30 June of the following year.  The period may begin or end at a different time if the employee is promoted, reassigned, demoted or appointed during the appraisal year.  The minimum appraisal period is 90 calendar days.

c.
Critical Element.  A work assignment or responsibility of such importance that unacceptable performance on the element would result in a determination that an employee’s overall performance is unacceptable.  The Department of the Navy prohibits the use of non-critical elements in a Performance Management Program.

d.
Performance Plan.  All of the documented performance elements that describe the expected performance of an individual employee.  A performance plan must include all critical elements and their related performance standards.

e.
Performance Rating.  The documented appraisal of performance compared to the performance standard(s) for each critical element on which there has been an opportunity to perform f or minimum period of 90 calendar days.

f.
Performance Standard.  The management-approved expression of the performance threshold(s), requirement(s), or expectation(s) that must be met to be appraised at a particular level of performance.  A performance standard may include, but is not limited to, quality, quantity, timeliness and manner of performance.  For the Work Plan, the number of objectives which must be met, accomplished in order to meet either the “Successful” or “Above Successful” standards is left to the discretion of the rater.

g.
Rating of Record.  The performance rating prepared at the end of an appraisal period for performance over the entire period and the assignment of a summary rating.

h.
Summary Rating.  The rating (Acceptable or Unacceptable) assigned to describe the employee’s overall performance.
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i.
Unacceptable Performance.  Failure to attain a rating of “Successful” or above in one or more critical elements.

j.
Work Plan.  A list of selected specific, predetermined objectives not explicitly described in other elements and warranting individual tracking and attention for evaluation purposes.
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SECTION B

PERFORMANCE APPRAISAL PLAN REOUIREMENTS
1.  Appraisal Period
a.
The annual performance rating cycle shall extend from 

1 July to 30 June.  Performance plans shall be established as follows:

*
Annually, within 30 calendar days of the beginning of the appraisal period.

*  Within 30 calendar days of the beginning of a detail which is expected to last for 120 days or longer.

*
Within 30 calendar days after a reassignment/ promotion.

2.  Performance Plan
a.  Each employee will have a Performance Plan consisting of three mandatory critical elements:  Execution of Duties, Communication, and Organizational Support.  Supervisors will have two additional mandatory critical elements:  Personnel Management and EEO.  These critical elements are defined at three levels:

Above Successful

Successful

Unsuccessful

b.
Some NAVSUP employees may require additional critical elements when individual tracking and attention for evaluation purposes is required for assignments outside the range of the mandatory critical elements.  For this reason, two optional critical elements have been established:  Program Management and Work Plan.  Management may require the optional Work Plan critical element when the optional Program Management critical element has been selected for an employee.  Additionally, under the optional critical element, Work Plan, supervisors may establish specific, predetermined assignments not explicitly described in other elements that warrant individual tracking for their employees.

c.  The Performance Plan shall contain at least a 90 calendar day minimum period of performance that must be completed before a performance rating may be prepared.

d.
The employee and rater must sign and date the Performance Plan and a copy of the plan will be furnished to the employee.  The employee’s signature indicates that the
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Performance Plan has been discussed with the employee.  It does not certify that the employee concurs with the plan.

3.  Progress Reviews
a.
One mid-cycle progress review shall be held no later than 31 January during the annual rating cycle.

b.
Supervisors should have additional progress reviews at any time during the rating period when it appears that an employee’s performance is falling below the Acceptable level.

c.
For details of 120 days or longer, a progress review will be held at the mid-point of the detail.

d.
Progress reviews do not require the assignment of a summary level, however, the first-level supervisor and employee must sign and date the performance appraisal to indicate the review was conducted.

4.
Ratings of Record
    a.  Within 30 days after the end of the appraisal period, a written rating of record will be given to each employee unless the employee has not completed the 90 calendar day minimum period of performance.

b.
When a rating of record cannot be prepared in the time specified, the appraisal period will be extended to insure the employee has completed a minimum of 90 calendar days in the period of performance.

c.
The rating of record for a disabled veteran will not be lowered because the veteran has been absent from work to seek medical attention.

d.
Ratings of Record will be either “Acceptable” or “Unacceptable”.  If one or more critical elements is rated “Unsuccessful”, the Rating of Record will be “Unacceptable”. Otherwise, the Rating of Record will be “Acceptable”.

e.
Following the discussion, the rater and the employee must sign the rating to indicate that the rating has been discussed.

f.
The rater will ensure that the original of the rating of record is forwarded to the servicing civilian human resources office for input into the automated personnel system and for filing in the employee’s Official Personnel Folder (OPF)
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5.
Transmittal of Completed Appraisal
All Directorates/Staff Offices will be responsible for sending the originals of completed ratings of record to the Human Resources Department, M061, by transmittal memorandum which indicates that all employees who were eligible have been appraised.  The transmittal should also identify any unratable employees as well as any employees who are serving in extended appraisal periods.

6.  Records
a.
The servicing Human Resources Office will maintain an employee’s three most recent ratings of record, associated Performance Plans and any pertinent supporting documentation in the employee’s OPF.

b.
When an employee’s OPF is sent to another personnel office within the Department of the Navy, another agency, or to the National Personnel Records Center, all ratings of record completed in the previous three years, as well as a copy of this handbook, will be included with the OFF.

7.  Grievances
a.
Employees may raise issues relating to the performance appraisal process through the administrative grievance procedure.

b.
Awards are not grievable under the administrative grievance procedure.

c.
The substance or content of elements or standards are not subject to review under any grievance procedure.

d.
An action to reduce in grade or remove an employee because of an unacceptable performance is appealable to the Merit Systems Protection Board (MSPB) in accordance with the procedures and time limits established by the Board.

e.
Complaints arising from a decision to withhold or delay a within-grade increase will be processed in accordance with 

5 CFR 531.

8.  Performance Recognition
a.
Performance-Based Cash Awards
(1) Monetary awards may be granted to employees who attain a acceptable level of performance.  Supervisors may recognize performance based on an Acceptable rating of record
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issued at the end of the performance cycle.  Mandatory supervisory comments will be used to support performance awards.  The mandatory supervisory comments will not be used to recommend any specific monetary award amount and must not exceed the space provided nor may any additional information be attached to the Performance Plan.  The deputy commanders/staff directors will determine the performance award allocation for their employees.  Monetary awards are subject to funding availability and the following approval authorities:

AWARDS
APPROVAL AUTHORITY
Individual Monetary Award -
Commander
Up to $5,000.00
Activity Head

Individual Monetary Award - NAVSUP Human Resource Office $5,001.00 to $7,500.00

Individual Monetary Award -
Deputy Assistant Secretary of
$7,501.00 Plus
the Navy

        (2) Award funding will be provided as individual directorate and staff level OPTARS.  A portion of the total award availability will be set-up under a general “Award OPTAR” at the beginning of the fiscal year with the remaining portion distributed before the end of the rating cycle as a “Performance Award OPTAR.”  Funds in the Award OPTAR that have not been expended during the fiscal year may be added to the end of the year Performance Award OPTAR.

        (3) Awards approved during the fiscal year will be submitted to the Human Resources Department, M061, via SUP 03, for funding authorization.  End of Year Performance awards will be submitted to Human Resources Department, M061, in accordance with guidance provided before the end of the rating cycle.

    b.  Ouality Step Increase
        (1) Quality Step Increases (QSI) provide appropriate incentives and recognition for excellence in performance by granting faster than normal step increases.  The regulations governing QSIs are found in 5 CFR 531.  For a General Schedule employee to be eligible for a QSI, he/she must meet the following criteria:

             (a) Received a rating of record of “Acceptable”;

             (b) Demonstrated sustained performance of high quality significantly above that expected at the “Acceptable” level (i.e., exceeded the “Acceptable” criteria depicting
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unusually good or excellent quality or high quantity of work provided ahead of schedule and with less than normal supervision); and

            (c) Made a significant contribution to the organization’s mission;

            (d) Has not received a QSI during the previous 52-week period;

            (e) Has not reached Step 10 of their pay scale.

        (2) Additionally, DOD 1400.25-M, Subchapter 451, J.2., states there must be an expectation that the high quality performance will continue in the future.

        (3) To support a QSI, a supervisor must provide mandatory supervisory comments on the employee’s rating of record that reflects how the employee met the aforementioned criteria.  The mandatory supervisory comments must not exceed the space provided nor may any extraneous material be attached to the performance plan.

        (4) Supervisors may recommend an employee meeting the above criteria for a QSI.  Award justification and an SF-52 must be initiated by the immediate supervisor and submitted through the chain of command to the Human Resources Department, M061.  Deputy commanders or staff directors have approving authority within specified Headquarters’ limitations for QSIs.
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SECTION C

RELATED PERSONNEL ACTIONS
1.  General.  Personnel decisions are made on the basis of merit with appropriate consideration of employee performance.  All judgments about performance must be fair and equitable and may not be based upon non-merit factors such as race, color, national origin, religion, sex, age, mental or physical disability or other non-merit reasons.

2.  Within-Grade Increase.  A Within-Grade Increase (WGI) may be awarded to General Schedule employees whose most recent rating of record is “Acceptable.”  This level of performance is considered an “acceptable level of competence.”  An employee who has a current rating of record of “Unacceptable” will not be granted a WGI until performance improves and an “Acceptable” rating of record is issued.  Supervisors must contact the Human Resources Department, M061, for advice and assistance prior to denial of a WGI.

3.  Awards.  It is NAVSUP Headquarters’ policy to recognize and reward employees who attain high levels of performance.

4.  Unacceptable Performance.  If at any time during the rating period an employee’s performance is determined to be “Unsuccessful” in one or more individual critical elements, the employee will be given an opportunity to demonstrate “Successful” or above performance.  If the employee’s performance does not improve to the “Successful” level during the opportunity period, an adverse action will be taken.  Additional information concerning actions based on Unacceptable performance is contained in 5 CFR 432.

5.  Reduction-in-Force (RIF).  Performance ratings may affect an employee’s retention rights during a RIF as specified in 5 CFR

351.  The three most recent ratings of record are factors in determining retention standing for RIF purposes.  No rating may be assigned for the purpose of affecting an employee’s RIF retention standing.  An employee will receive retention service credit for each “Acceptable” rating in accordance with OPM and Navy policy.

6.  Promotions.  In order to receive a career-ladder promotion, an employee must have a current rating of record of “Acceptable” in addition to other career-ladder considerations as defined in 5 CFR 335.104.

The rating of record will be used in merit promotion evaluations and by selecting officials to the extent it is relevant to the position to be filled.
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7.  Training and Development.  The performance plan, progress reviews and summary rating provide a basis and an opportunity to determine whether an employee’s performance could be improved or enhanced by training and or other developmental programs.  Therefore, the rater may use the ratings of record as a basis for discussing the employee’s developmental needs.

8.  Probationary Periods
a.
Initial Probationary Period.  An evaluation of an employee’s performance, as well as other considerations, will serve as a basis for the decision to retain or remove the employee from Federal service during the probationary period.

b.
Supervisory Probation.  Evaluation of the employee’s performance of supervisory critical elements of the position serves as a basis for the decision to retain or remove the employee from the supervisory position.
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Instructions for Completing the NAVSUP Headquarters Civilian Performance Plan

The performance plan will be used by NAVSUP Headquarters’ civilian managers, supervisors and employees to establish critical elements and standards for each individual employee as required by law and regulations.

Administrative Section
Complete all fields.  If the employees’ position description is not accurate or if the employee occupies a sensitive position and is not eligible for continued access to classified information, the supervisor should contact the servicing personnel specialist for guidance.

Signatures

At each step of the process, both the supervisor and the employee must sign the form to document that the review has taken place.  The Interim/Special Review blocks are to be used when close-out discussions are held because the supervisor or employee is leaving or when discussions are required to address unacceptable performance.

Critical Elements and Standards
There are a total of 7 possible critical elements.  Non-critical elements will not be used.  The first three critical elements (Execution of Duties, Organizational Support, and communications) are required for all employees.  Employees with one or more subordinates will also be rated on the EEO and Personnel Management critical elements.  Management will determine the employees for which the Work Plan critical element applies.  Under the work plan, supervisors will establish one or more specific, predetermined assignments, not explicitly described in other elements, which warrant individual tracking for their employees.

Final Element Ratings
Each applicable critical element will be rated at the end of the rating period.  Each will be rated “Above Successful”, “Successful”, or “Unsuccessful”.  If any critical element is rated “Unsuccessful”, the final Rating of Record must be “Unacceptable.”  Otherwise, the final Rating of Record will be “Acceptable”.

Final Rating of Record
The Final Rating of Record will be recorded as “Acceptable” or “Unacceptable.”  The Rating of Record must be “Unacceptable” if any individual critical element is rated “Unacceptable.”  Before an employee can be rated “Unacceptable,” he/she must have received a Performance Improvement Plan and an opportunity to improve performance.  Higher-level review and approval of an “Unacceptable” rating is required in the space provided on the second page of this form.

Mandatory Comments

Space is provided for mandatory supervisor comments.  This information is required to be included on the form.
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NAVAL SUPPLY SYSTEMS COMMAND HEADQUARTERS

CIVILIAN EMPLOYEE PERFORMANCE PLAN

	NAME (LAST, FIRST, MIDDLE INITIAL)


	SOCIAL SECURITY NUMBER



	POSITION TITLE/PAY PLAN/SERIES/GRADE


	DEPCOM/OFFICE


	ORG CODE



	RATING PERIOD

    FROM:                                                   TO:                                                        



	RECORD OF REVIEWS AND FINAL APPRAISAL

         PERFORMANCE PLAN    PROGRESS         SPECIAL                                 FINAL

           ESTABLISHED                 REVIEW              REVIEW                            APPRAISAL 

	
	SIGNATURE
	Date
	SIGNATURE
	Date
	SIGNATURE
	Date
	SIGNATURE
	Date

	RATER
	
	
	
	
	
	
	
	

	REVIEWER*
	
	
	
	
	
	
	
	

	EMPLOYEE
	
	
	
	
	
	
	
	

	* Required for final Unacceptable performance rating only.

	FINAL RATING OF RECORD

	 FORMCHECKBOX 
  ACCEPTABLE:    PERFORMANCE RATED “SUCCESSFUL” OR “ABOVE”

                   SUCCESSFUL” ON ALL ELEMENTS

 FORMCHECKBOX 
  UNACCEPTABLE:  PERFORMANCE RATED “UNSUCCESSFUL” ON ONE OR MORE

                   ELEMENTS



	EMPLOYEE’S POSITION DESCRIPTION IS CURRENT AND ACCURATE:

 FORMCHECKBOX 
  YES     FORMCHECKBOX 
  NO



	SUPERVISOR’S RATING OF RECORD COMMENTS:
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CIVILIAN EMPLOYEE PERFORMANCE PLAN (CONT’D)

	TITLE/SCOPE
	UNSUCCESSFUL STANDARD
	SUCCESSFUL STANDARD


	 FORMCHECKBOX 
 EXECUTION OF DUTIES 

       (All employees):  Discharge of 

responsibilities cited in the 

employee's position description, 

assigned by the Chain of 

Command, or otherwise 

supportive of the Strategic Plan Initiatives or other mission objectives not found in other critical elements.
	Fails to meet the Successful Standard for this Critical element.


	Willingly accepts and completes work assignments by prescribed deadlines, following supervisory instructions and applying knowledge and experience to the tasks assigned. 

Deliverables are consistently judged to be of satisfactory quality. 

Effectively addresses any cognizant audit findings and recommendations, implementing agreed-upon corrective actions. 

If involved in contracting or acquisition, strives to increase competition and achieve cost savings.  If having significant Internal Management Control (IMC) responsibilities, ensures the success of IMC practices.




	 FORMCHECKBOX 
 ORGANIZATIONAL SUPPORT 

       (All employees):  Compliance 

with, and support of, 

administrative, legal and 

regulatory requirements and 

needs.


	Fails to meet the Successful Standard for this Critical element.


	Consistently complies with administrative, legal and regulatory requirements and procedures, including special interest programs such as the prevention of sexual harassment, adherence to Corporate Values, and the scheduling and completion of required job-related training.

If involved in access to classified information, complies with all applicable security responsibilities.  To the extent of authority, complies with DOD Occupational Safety and Health program guidance and regulations.


	 FORMCHECKBOX 
 COMMUNICATIONS

       (All employees):  Providing 

information needed, requested 

by, or otherwise useful to its 

recipients in the execution of 

their duties.


	Fails to meet the Successful Standard for this Critical element.


	Keeps superiors, peers, subordinates, Command customers and constituents informed of all significant developments, issue status and trends.

Written and verbal communications are clear, concise, grammatically and editorially correct, possessing the length, style, format and level of detail appropriate to the knowledge, authority, and organizational level of intended and potential recipients.

Replies to incoming correspondence, questions and data calls are developed in a timely manner.
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CIVILIAN EMPLOYEE PERFORMANCE PLAN (CONT’D)

	ABOVE SUCCESSFUL STANDARD
	RATING


	Demonstrates unusual ingenuity, originality or innovation in approaches to work assignments. 

Frequently completes assignments in advance of prescribed deadlines.

Deliverables and outcomes are of unusually high quality or comprehensiveness, evidencing a high degree of coordination and integration with other organizations' work.

Consistently anticipate and forestall potential problems, demonstrating initiative by not only undertaking delegated assignments but in also independently initiating efforts which support Command mission responsibilities.


	 FORMCHECKBOX 
 Unsuccessful     FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:


	Devises new or improved work methods, procedures or practices which significantly streamline administrative processes, reduce costs, or improve organizational efficiency. 

Actively and visibly advocates and promotes others' participation in programs and initiatives designed to improve Command efficiency, climate, ethics, values or morale.


	 FORMCHECKBOX 
 Unsuccessful    FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:


	Supplements ad hoc reporting and communications by implementing recurring, fixed-schedule communications programs which regularly advise of significant information or status. 

Written products seldom require more than minimal substantive or editorial correction.

Demonstrates particular awareness to the importance and sensitivity of external communications.  

Devises and uses new and improved methods of communications.


	 FORMCHECKBOX 
 Unsuccessful     FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:
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CIVILIAN EMPLOYEE PERFORMANCE PLAN (CONT’D)

	TITLE/SCOPE
	UNSUCCESSFUL STANDARD
	SUCCESSFUL STANDARD


	 FORMCHECKBOX 
 PROGRAM MANAGEMENT

(Employees with program or project management responsibilities): 

Development and execution of 

plans and actions needed for 

the success of assigned program management responsibilities.


	Fails to meet the Successful Standard for this Critical element.

	Devises sound, realistic and practical plans for of cognizant programs. 

Effectively articulates and defends resource requirements, adjusting program objectives to reflect resource availability.

Decisively directs, manages and coordinates implementing actions, continuously tracking and assessing program progress. 

Effectively coordinates efforts with other employees and organizations to resolve resource contention and to preclude redundancy and conflicts.


	 FORMCHECKBOX 
 PERSONNEL MANAGEMENT

(Employees with subordinates):

Supervision and performance

evaluation of subordinate staff,

delegation of work, monitoring of work progress, fostering of

employee training and development, and compliance with prevailing personnel management rules, regulations, and principles.


	Fails to meet the Successful Standard for this Critical element.


	Delegates and allocates both long- and short-term work assignments commensurate with employee capacity, ability and potential, as well as with Command priorities. 

Assignments are clear as to the deadlines and outcomes or deliverables required, with reviews held as needed to ensure quality and adherence to schedule.   

Subordinates are held accountable for completion of work assignments.

Complies with prevailing policies, regulations and procedures regarding the management, training, development, evaluation, and reward or discipline.

Keeps position descriptions accurate.


	 FORMCHECKBOX 
  EQUAL EMPLOYMENT

OPPORTUNITY  (Employees

with subordinates):  Promoting 

freedom from illegal discrimina-

tion and providing equitable 

treatment for all work force 

members, regardless of race, 

color, religion, gender, age, 

national origin, or

physical/mental handicap.
	Fails to meet the Successful Standard for this Critical element.


	Complies with laws, rules and regulations regarding equal employment opportunity, and affirmative employment applying EEO principles in determining and implement- ing personnel-related decisions such as the hiring and promotion of employees.  

Strives to ensure that any EEO-related issues are resolved at the lowest possible management level.


	 FORMCHECKBOX 
  WORK PLAN

(Optional at management

discretion):  Completion of

selected specific,

predetermined assignments not

explicitly described in other

elements, and warranting indivi-

dual tracking and attention for

evaluation purposes.


	Fails to meet the Successful Standard for this Critical element.


	Accomplishment of objectives that comprise the Work Plan.
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CIVILIAN EMPLOYEE PERFORMANCE PLAN (CONT’D)

	ABOVE SUCCESSFUL STANDARD
	RATING


	Develops and implements approaches to program execution which are innovative and creative, yet not resulting in lack of integration or a proliferation of non-standard procedures and processes.  

Establishes and maintains program goals supported by quantifiable, auditable metrics. 

Establishes and maintains tracking mechanisms and records which allow progress and status to be continuously accessed and evaluated by interested parties without the need for the development of ad hoc status reports or briefings. 

Proactively develops contingency plans to respond to potential challenges.


	 FORMCHECKBOX 
 Unsuccessful     FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:


	Responds quickly and effectively to reprioritize work in accordance with evolving Command requirements. 

Develops innovative creative approaches to performing the work of the supervised organization.  

Maintains an accurate, organized, system of records for tracking organizational assignments and workload.

Acts decisively and rapidly to recognize and reward employee accomplishments, as well as to address problems of substandard performance or conduct.  

Actively promotes employee development, encouraging and allowing participation in long-term training programs and rotational assignments.


	 FORMCHECKBOX 
 Unsuccessful     FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:


	Actively and visibly supports EEO program objectives through personal efforts and actions such as serving on an EEO committee.

Makes special efforts to identify and solicit the interest of under-represented group members in filling organizational vacancies.


	 FORMCHECKBOX 
  Unsuccessful     FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:


	Accomplishment of Work Plan objectives is judged to have resulted in significant contributions to the efficiency or effectiveness of NAVSUP or its customers.


	 FORMCHECKBOX 
 Unsuccessful     FORMCHECKBOX 
 Successful     FORMCHECKBOX 
 Above Successful

Comments:
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	OBJECTIVE #1:


	 FORMCHECKBOX 
  Accomplished

 FORMCHECKBOX 
  Not Accomplished


	OBJECTIVE #2:


	 FORMCHECKBOX 
  Accomplished

 FORMCHECKBOX 
  Not Accomplished

	OBJECTIVE #3:


	 FORMCHECKBOX 
  Accomplished

 FORMCHECKBOX 
  Not Accomplished

	OBJECTIVE #4:


	 FORMCHECKBOX 
  Accomplished

 FORMCHECKBOX 
  Not Accomplished

	OBJECTIVE #5:


	 FORMCHECKBOX 
  Accomplished

 FORMCHECKBOX 
  Not Accomplished

	OBJECTIVE #6:


	 FORMCHECKBOX 
  Accomplished

 FORMCHECKBOX 
  Not Accomplished
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MEMORANDUM

From:
Supervisor

To:
Employee
Subj:
NOTICE OF OPPORTUNITY TO IMPROVE PERFORMANCE

Ref:   (a) MMMINST 12339.2

       (b) MMMINST 12339.3A

End:   (1) Employee’s Current Performance Plan

(2) Performance Improvement Plan (PIP) for (employee’s 

           name)

1.  As detailed below, your performance on element(s) (number(s) of the element(s) rated U) is at the unsuccessful level.  You are hereby notified of the opportunity to improve your performance on these elements.

2.  The Successful (S) standard for Element (first element rated U) is defined in your current performance plan.  To obtain a S rating, you had to (Describe the requirements for the S level).  Your performance on this element was U because your (Describe the number of errors, deadlines missed or whatever the employee did or didn’t do to obtain the U rating.  This description should include specific examples of the errors, missed deadlines, etc.)

3.  (If necessary, repeat paragraph 2 for each element rated U.  Use as many additional paragraphs as necessary.)

4.
During your opportunity to improve period, you will be provided the opportunity to improve your performance on the above element(s) to at least the S level and, if possible, higher.  Enclosure (2) is the Performance Improvement Plan (PIP) I have developed for your opportunity to improve period. The PIP covers specific information concerning the S level you must attain or exceed on the element(s) described above during the opportunity period; the improvement efforts you should undertake to help yourself improve, and the assistance I will provide to help you improve. The PIP also sets the beginning and ending dates of your opportunity to improve period. As written, the PIP covers a period of (number of calendar days covered by the PIP) calendar days. I may extend this period if it is appropriate.

5.  I have analyzed your performance habits, considered your background and potentially extenuating circumstances to try to determine the reason(s) for your unsuccessful performance.  Based on this analysis, I believe the reason(s) for your unsuccessful performance is/are (Describe what you believe to be the reason(s) for the employee’s poor performance).  The PIP has been structured to help you improve in this/these problem area(s).

Appendix C
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Subj:
NOTICE OF OPPORTUNITY TO IMPROVE PERFORMANCE

6.  If you disagree with my analysis or believe your performance problems are due to a disabling condition (drug abuse, alcohol abuse, physical or mental condition, etc.), you must notify me as soon as possible.  If you believe a disabling condition is causing or having an adverse effect on your performance, you must provide me with valid documentation supporting your claim.  References (a) and (b) describe these documentation requirements.

7.  The Civilian Employee Assistance Program (CEAP) is available for assistance relating to drug abuse, alcohol abuse and various other personal problems.  If you would like to meet with a CEAP counselor, I will make the arrangements at your request, or you may contact EAP Consultants, personally, to set up an appointment by calling 1-800-869-0276 PIN #2327.

8.  If your performance does not improve to at least the S level (as defined by the PIP) by the conclusion of your opportunity to improve period, you may be reassigned, reduced in grade or removed from employment in the Federal service.  If your performance improves to at least the S level during the opportunity to improve period, you must maintain that level on all performance elements covered by the PIP for a period of one year from the starting date of the PIP.  If your performance is not sustained at or above that level you may be reduced in grade or removed from Federal service without an additional opportunity to improve period.

9.  I am hopeful you will make every effort to improve your performance during your opportunity to improve period and I wish you well in this endeavor.  If you have any questions on this matter or believe you are not receiving reasonable assistance to help you improve, please contact me as soon as possible.

Supervisor’s Signature and Date
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Employee Comments

(Leave reasonable space on this section to permit the employee to make comments concerning the PIP)

    I have received the above performance improvement plan and have discussed the plan with my supervisor.  I understand I may be reduced in grade or removed from the Federal service if my performance does not improve to at least the S level during the opportunity to improve period and is not sustained at the S or higher level for one year from the start of the performance improvement plan.

Employee’s Signature and Date
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PERFORMANCE IMPROVEMENT PLAN (PIP)

__________________________________________________________________________

 1.  Org. Code               2.  Name                      3. SSN

__________________________________________________________________________

 4.  Pay Play/Series/Grade   5.  Rating Period:

                                 From:_______________  To:______________ 

__________________________________________________________________________6. Element _______.

(This should be the number and definition of the first element rated U under the original performance plan.)

__________________________________________________________________________

7.
Successful (S) Standard

    (The original S standard should be modified here for the shorter period of the PIP.)

__________________________________________________________________________

8.  The following activities are being provided/assigned to you to help you approve your performance on the above element:

    (Describe all of the tasks/formal training/other development efforts you have determined the employee should perform/attend to help himself/herself improve in the element described above.  If you are not providing the employee with any formal training, briefly explain why.  Tasks may include reading appropriate materials; observing other employees; researching and writing papers/desk guides; giving completed or partially completed work to other employees for their review and assistance; taking notes of suggestions, hints, procedures, techniques, etc. regarding the work; practicing assignments while the supervisor or another employee observes and provides guidance as necessary; attending counseling sessions with the supervisor; and/or basically performing any task the supervisor believes will help the employee improve his/her performance.)

_________________________________________________________________________

9.  1 will provide the following assistance to help you improve your performance in the above element:

    (Describe the assistance you will provide to the employee to help him/her improve on each of the elements contained in the PIP.  This assistance must include individual counseling and performance feedback sessions pith the employee as well as a method for providing ongoing and timely assistance by the supervisor or other employees.  If possible, counseling/feedback sessions should be held on weekly basis in accordance with a set schedule, but as a minimum should be held at least every two weeks.  Assistance may include on-the-job training, changes made in the employee’s normal assignments to give him/her more time for improvement efforts, changes made in the type of supervision/work review/guidance provided to the employee, additional guidelines provided to the employee, etc.  Supervisors should ensure they take all reasonable actions to help the employee improve.

_________________________________________________________________________


Supervisor’s Signature:
Date:

Use as many of these sheets as you have elements.
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