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SECTION 413  TWO-LEVEL SUMMARY PERFORMANCE MANAGEMENT PROGRAM

1.  Purpose.  To provide information on the Department of the Navy (DON) Two-Level Summary Performance Management Program and establish administrative procedures.

2.  References.  SECNAVINST 12430.4 of 11 August 1997 and DON Implementation Guidance 430-01 of 1 October 1997.  For matters not covered in this section, the activity will follow the guidance in the above references.

3.  Background. The Secretary of the Navy (SECNAV) revised policy and responsibility for performance management programs within the DON and ordered all performance management programs be two-level summary rating programs which appraise an employee’s performance as being at either the “Acceptable” or “Unacceptable” level.

4.  Coverage.  Performance management programs cover employees grades GS-1 through GS-15 and federal wage system (FWS) employees.

5.  Exclusions. This instruction does not apply to non-appropriated fund employees and individuals excluded by references cited in paragraph 2 above.

6.  Definitions
    a.  Appraisal Period.  The period of time for which an employee's performance will be reviewed and a rating of record prepared.  The DON minimum appraisal period is 90 days; each activity will establish a fixed, annual appraisal beginning/ending date.

    b.  Close‑out Rating.  An appraisal conducted when an employee or first level supervisor leaves a position after the employee has been under established performance standards for 90 days or more but before the end of the appraisal cycle.  Close‑out ratings will be documented and used in deriving the rating of record and, in some cases, they may become the rating of record.  Close-out ratings will be prepared when a condition described in paragraph 7c(4) exists.

    c.  Critical Element.  A component of a position consisting of one or more duties and responsibilities which 

contributes toward accomplishing organizational goals and objectives and which is of such importance that unacceptable performance of the element would result in unacceptable performance in the position.

    d.  Performance Plan.  The critical elements and performance standards that describe the expected performance of an employee. A performance plan form is at Exhibit 1.

    e.  Performance Rating.  The result of a comparison between actual performance and the performance standard(s) for each critical element on which there has been an opportunity to perform for the minimum period.  A performance rating will include the assignment of a summary level.

    f.  Performance Standard.  A statement of the expectations or requirements established by management for a critical element at a particular rating level.  Performance standards are established only at the “Acceptable” level. A performance standard may include, but is not limited to, factors such as quality, quantity, timeliness, and manner of performance.

    g.  Interim Appraisal.  Any progress review or training appraisal conducted throughout the annual performance appraisal period. Interim appraisals will be considered in determining the annual rating of record.

    h.  Progress Review.  Communication with an employee about the employee's progress toward achieving the performance standard(s).  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 that the review was conducted.  A review of the employee’s performance will be conducted at least once, approximately midway through the appraisal period.

    i.  Training Appraisal.  An appraisal or summary rating conducted as part of a formal training program, lasting more than 90 days, conducted under CPI 410.  Training appraisals are interim appraisals and are not used as the annual rating of record, but are considered in assigning a rating of record.

    j. 
Rating of Record.  The annual Summary Rating required at the time specified by the activity unless an additional rating is conducted to support a within‑grade increase (WGI) 

determination as required by 5 CFR 531.404, in which case the additional WGI rating becomes the rating of record. The rating of record is the official rating for pay, performance award and retention purposes.

    k.  Summary Rating.  The final result of the performance evaluation process.  The summary rating is used to provide 

consistency in describing ratings of record.  The two summary rating levels are:  “Acceptable” and “Unacceptable.”

     l.  Unacceptable Performance.  Performance of an employee which fails to meet established performance standards in one or more critical elements.

7.  Responsibilities
    a.  Activity heads will:

        (1) Manage the activity performance management program, which includes ongoing evaluation.


    (2) Establish the annual, fixed beginning and ending dates of the appraisal period.  Notification in writing should be made to the HRSC, Code 51.2, with copy to the HRO, Code N01CP.2, within 30 days of any changes to the established appraisal period.


    (3) Ensure coverage of employees under an implementing instruction consistent with appropriate references.


    (4) Provide training and/or orientation to covered employees, supervisors, and other staff officials as appropriate.

    
(5) Ensure all documentation of employees’ annual ratings of record is submitted to the HRSC, Code 51.2.


    (6) Ensure all documentation for approved awards are submitted to the HRSC, Code 51.2.


    (7) Ensure Employee Performance Files (EPF’s) containing all ratings of record completed in the previous four-year period, as well as the performance plan on which the most recent rating was based are maintained and provided, as 

necessary, for employee access, supervisor’s review, or transfer to the HRSC.

    b.  Second level supervisors will:


   (1) Review, approve, disapprove and/or modify covered employees’ performance plans and plan changes.


   (2) Review, approve, or disapprove covered employees' “Unacceptable” ratings.

    c.  First level supervisors will:

        (1) Develop a written or otherwise recorded performance plan for each covered employee based on work assignments and responsibilities covering the official appraisal period.  Performance plans must include all critical elements and related performance standards.  Each performance plan must have at least one critical element that addresses individual performance.


   (2) Encourage employee participation and ensure that covered employees are involved in the development of performance plans.  Final responsibility for establishing performance plans rests with the first level supervisor.


   (3) Ensure that all performance plans are completed and a copy of the written performance plan provided to employees within 30 days of the beginning of each appraisal period, permanent assignment to a new position, and for each detail or temporary promotion expected to last 120 days or longer.


   (4) Prepare a close‑out rating when the supervisor leaves the position after the employee is under performance standards for a minimum of 90 days; when an employee completes a detail or temporary promotion of 120 days or longer under established performance standards; when an employee changes positions after being under established standards a minimum of 90 days; or when an employee permanently leaves the position after being under established standards a minimum of 90 days.


   (5) Ensure close‑out ratings are forwarded or provided to the employee's supervisor of record.


   (6) Conduct one or more documented progress reviews during the appraisal period.


   (7) Prepare a rating of record for each covered employee.  This includes a rating for each element and the assignment of a summary level.


   (8) Recommend awards and Quality Step Increases (QSIs) as appropriate.


   (9) Provide a copy of the rating of record to each covered employee as soon as possible, but no later than 60 days after the end of the appraisal cycle.


   (10) Prepare a rating of record when a WGI determination is not supported by the most recent rating of record.

        (11) Provide 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.


    (12) Review and certify position descriptions as current and accurate.

    d.  Covered employees are expected to:


   (1) Participate in the development of their performance plan.


   (2) Participate in a progress review(s).


   (3) Sign and date the original plan.  The employee’s signature does not constitute agreement with the plan; it merely signifies that the employee has received it.

    e.  Servicing Human Resources Offices (HROs) will:


   (1) Advise managers, supervisors, team leaders and covered employees on program requirements and related performance management issues.


   (2) Forward ratings of record for WGIs (in cases of previously identified “unacceptable” performance) and other performance records as appropriate to the HRSC for system data input.
    f.  Servicing Human Resources Service Centers (HRSC) will:


   (1) Input and maintain employee performance rating data, making them available for pay, award, reduction-in-force, and other performance actions.

   (2) Process awards and QSIs accurately and timely.

8.  Performance Appraisal Requirements
    a.  Appraisal Period

   (1) A minimum appraisal period of 90 days under an approved performance plan in the same position and under the same supervisor will be required for an employee to receive a rating of record.  

       (2) Deferred Ratings.  If necessary, the employee's rating period will be extended beyond the activity fixed ending date to ensure the minimum 90‑day period.  The following are common examples of performance appraisals that will be deferred:


        (a) Promotions.  Employees receiving promotions will not be due a regular performance appraisal until they have completed the required 90 calendar days of performance in their current line and level of work.

            (b) Change in Supervisor.  When the employee leaves the covered position before the end of the appraisal year or when the supervisor leaves his/her position, the employee's performance appraisal will be deferred until the new supervisor has observed his/her performance for at least 90 calendar days.


        (c) Change in Current Line or Level of Work. Employees who change their current line or level of work without a promotion or change of supervisor will have their 

appraisal deferred until they are able to complete 90 calendar days in their new line or level of work.

    c.  Ratings of Record

   (1) Normally within 30 days after the end of the appraisal period, a written, or otherwise recorded, rating of record will be given to each employee, unless the employee has not completed the 90-day minimum period of performance.


   (2) When a rating of record cannot be prepared at the time specified, the appraisal period will be extended to ensure the minimum 90-day period.  A rating of record should be prepared as soon as practicable once the necessary conditions have been met.


   (3) When the appraisal period cannot be extended so that an employee can perform for a minimum 90‑day appraisal period under approved performance standards, e.g., while on extended leave without pay or training, the employee will not receive a rating.


   (4) Close‑out ratings may become the rating of record if all the following criteria are met:


       (a) There is insufficient time (90 days) to establish a new performance plan and rate the employee in their assigned position before the end of the appraisal period.

           (b) The first‑level supervisor takes into consideration all other close‑out ratings conducted during the appraisal period.

    d.  Summary Level Rating

    (1) A summary level rating is completed for close‑out ratings, special WGI ratings and the annual rating of record.


    (2) Ratings will be based on a comparison of performance against written standards.  Each critical element is rated at either the “Acceptable” or “Unacceptable” level.


    (3) Summary ratings will be at either the “Acceptable” as the highest or “Unacceptable” as the lowest.

   
    (4) An “Unacceptable” summary rating level is assigned if, and only if, performance on one or more critical elements is appraised as “Unacceptable,” and the conditions addressed in paragraphs 8e(1) and (2) are met.
    e.  “Unacceptable” Performance

        (1) At anytime during the appraisal period that an employee's performance falls to the "Unacceptable" level in one or more critical elements, the employee is to be formally notified in writing.




    (2) HRO COMNAVREG HI, Labor‑Employee Relations Division, Code N01CP.2, must be contacted for guidance as early as possible once performance falls to an “Unacceptable” level.

    f.  Employee Performance File Maintenance.  Guidance on EPF maintenance is as follows:

    (1) When an employee resigns, retires, transfers to another organization outside DON, or transfers to an activity serviced by a different HRSC, activities will transfer the EPF to the HRSC, Code 52.21 (OPF Room) as soon as possible but no later than one (1) week after the effective date of separation.


    (2) Only performance plans or records of the last four years will be maintained in EPFs. Older or other inappropriate documents must be removed before transferring any EPF to the HRSC.  

9.  Performance Recognition Awards.  Should the activity wish to recognize outstanding performance, it may do so in the form of an award or QSI.  Guidance on awards and QSIs may be found at Section 415 of this instruction.

EXHIBIT 1

TWO-LEVEL SUMMARY

PERFORMANCE APPRAISAL

For all Activities serviced by HRO COMNAVREG HAWAII

1.  NAME OF EMPLOYEE
2.  SOCIAL SECURITY NUMBER

3.  POSITION TITLE/SERIES/GRADE
4.  ACTIVITY/CODE

5.  PERIOD COVERED (MM/DD/YY)

     From:                                To:
6.  [   ]  Interim Appraisal

     [   ]  Rating of Record

7. PERFORMANCE PLAN ESTABLISHED

a.  1st Level Supervisor’s Signature/Date


b.  2nd Level Supervisor’s Signature/Date


c.  Employee’s Signature/Date

8.  PROGRESS REVIEW

a.  1st Level Supervisor’s Signature/Date


b.  Employee’s Signature/Date

9.  FINAL APPRAISAL

a.  1st Level Supervisor’s Signature/Date


b.  Employee’s Signature/Date

10.  SUMMARY RATING:  

[   ]  ACCEPTABLE:  All performance standards were rated “Acceptable.”

[   ]  UNACCEPTABLE:  One or more performance standard was rated “Unacceptable.”



11.  SECOND LEVEL SUPERVISOR’S  SIGNATURE/DATE (For Unacceptable ratings only)



12.  Position Description is current and accurate?  (Complete when establishing the performance 

       plan.)

                                             [   ]   Yes                      [   ]   No

13.  COMMENTS



Please note:  Employee’s signature indicates receipt of information and does not signify agreement or disagreement with the standard(s), rating(s), or comments.

HRO CNB 12430 (1-98)

PERFORMANCE STANDARDS     

(Acceptable [A] = Met or exceeded  performance standard)
(Unacceptable [U] = Did not meet  performance standard)
RATING 

LEVEL (X)

    A          U





















SIGNIFICANT PERFORMANCE APPRAISAL ACTIONS

Within 30 days after the beginning of the rating period:

Mid-year:

Within 30 days after the end of the rating period:


Review and issue performance plan.  First and second level supervisors meet, establish performance standards and sign the completed plan(s).  First level supervisor meets with each employee to discuss and review work expectations and objectives based on the established standards.  Employee must sign and date block 7c of the form.   Distribution:  One copy is given to the employee and the original is kept by the supervisor.  

Conduct Progress Review.  First level supervisor and employee meet to discuss the employee’s accomplishments, update priorities, and define any changes in assignments and expectations.  No rating is assigned.  Supervisor and employee both sign and date the form.

Issue Rating of Record.  First level supervisor rates the employee’s performance against each standard and assigns a summary rating.  Supervisor and employee discuss the rating(s) and both sign and date the form.   Distribution:  Both the employee and supervisor keep a copy.  The original is maintained in the employee’s Employee Performance File (EPF).
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