Employee Performance Review Form


Name:



SSN


Pay Plan/Series/Grade:

UIC:

     
     
     
     


SETTING STANDARDS (Complete within 30 days after start of rating period)

Is Position Description Accurate?      Yes   FORMCHECKBOX 
      No   FORMCHECKBOX 
 

Performance Standards set:

     
     


First Level Supervisor's signature
        Date                Employee's signature                                Date 



PROGRESS REVIEW (Completed halfway through rating period)

                                                                                                                                                                             


First Level Supervisor's signature           Date
         Employee's signature
                            Date


END OF RATING PERIOD (Completed within 30 days after end of rating period)

Period covered:        From:                 
To:           

  
 
Type of Rating:

 FORMCHECKBOX 
  Close Out (when promoted, detailed, supv or employee leaves position)

 FORMCHECKBOX 
  Rating of Record (End of rating period)  

Summary Rating:         FORMCHECKBOX 
    Acceptable         FORMCHECKBOX 
    Unacceptable


     
     


First Level Supervisor's signature        Date                Employee's signature                                Date 


     


Second Level Supervisor's signature          Date           (Required only if rating is unacceptable)


PRIVACY ACT WARNING:  THIS FORM CONTAINS INFORMATION PROTECTED BY THE PRIVACY ACT OF 1974.  ANY 

                                                     INDIVIDUAL WHO WILLINGLY DISCLOSES INFORMATION PROTECTED BY THE PRIVACY ACT IS

                                                      SUBJECT TO CRIMINAL SANCTIONS AND FINES UP TO $5,000.
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 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Customer Focus 

 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Communication 
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Technical

Knowledge 
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Quality 
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Teamwork 
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO  
Safety
- Keeps the workplace safe, clean, and free of clutter and hazards

- Adheres to organization safety program instructions
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Classified

Information

Management
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Increased Cost 

Savings and

Competition

Contracts
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

Page 2                                                                                                                                                                                               HRO PNCLA Form 12430/2 (Rev 6-00)






 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Audit Follow-up
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Protecting

Classified

Information
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Internal

Management

Control
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Inventory

Management
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Acquisitions
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Regulatory

Reinvention
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
      
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
      
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
      
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
      
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
      
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable
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 Employee Performance Elements and Standards





Performance elements and standards must be in effect within 30


days after the start of the rating period.  To implement these


elements and standards, the supervisor must meet face-to-face with the employee to discuss and document the agreed upon work


expectations and objectives.  The performance elements and


standards should be reviewed and related to the employee’s


assigned work.  At the conclusion of this meeting, the supervisor


must sign and date Section I on the Performance Review Program


form.  Section II is to be used to document the mid-cycle review.


The performance elements and standards and summary ratings





will be documented in Section III.  Performance elements and


standards must be in effect a minimum of 90 days before an


employee may be rated.





All performance elements are critical.  To  receive an Acceptable


summary rating, the employee must meet the requirements in all


of the performance elements and standards.  If the employee FAILS


one or more performance element or standard, the summary rating


will be Unacceptable.





Enter at least one position specific-element and its standards. 





Rating





Performance Standards





Performance


Elements





Check if


Applicable





- Demonstrates commitment to ensuring customer satisfaction


- Assumes responsibility for resolving customer problems and complaints


- Sets realistic customer expectations


- Follows through to ensure commitments to customers are met


- Solicits input and is open to ideas from customers


- Develops customer confidence








- Clearly communicates ideas verbally and in writing


- Keeps supervisor, customers, and co-workers informed


- Promotes and uses candid and open communication


- Provides correct and consistent information


- Uses appropriate and efficient channels of communication








- Understands the duties and responsibilities of the job


- Has the knowledge, skills and abilities to do the job 


- Understands the mission and values of the command


- Stays current with new developments, changing priorities or requirements


- Keeps abreast of critical issues and details








- Completes work assignment in a timely manner


- Demonstrates attention to detail and accuracy


- Shows a commitment to quality and excellence


- Seeks and makes continuous improvement


- Identifies the cause of quality deficiencies


- Takes action to resolve problems when quality falls below acceptable level








- Works effectively in groups and helps others to get the job done


- Participates in resolving team conflicts


- Establishes and maintains cooperative working relationships


- Remains flexible and open to new or different ideas


- Focuses team efforts on most effective mission oriented strategies






































Performance Standards





Rating








Performance


Elements





Check if


Applicable





Employee Performance Elements and Standards - cont’d








