Supervisory 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
Technical

Competence
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
People

Management
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Performance

Management
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Leadership
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Accountability
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Hiring

Practices
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
EEO
 
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable
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 FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
Safety
     
 FORMCHECKBOX 
Acceptable     FORMCHECKBOX 
Unacceptable

 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
Increased Cost

Savings and

Competition in

Contracts
     
 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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Check if


Applicable





- Defines position and required applicant knowledge, skills and abilities


- Selects and retains high quality people by creating a positive and challenging


  work environment


- Prepares for and conducts thorough interview


- Makes sound hiring decisions based on candidate experience


- Develops teams with diverse skills and strengths





- Plans for, develops and establishes realistic budgets


- Tracks and adjusts expenditures to remain within approved budget


- Makes appropriate changes to meet mission essential fiscal requirements


- Consistently communicates budget and/or resource changes and priorities


- Schedules and approves hours of work and leave requests


- Verifies accuracy of time and attendance records





- Acts as a persuasive leader who gets results


- Demonstrates fair and impartial leadership


- Sets and achieves high standards with a team


- Develops a shared sense of purpose with focus and direction


- Implements key organization policies





- Takes action to quickly resolve performance issues


- Communicates clear and consistent performance expectations


- Develops employees through mentoring, coaching, and training


- Documents performance problems and handles them with authority and tact













































































- Establishes a customer focused environment and ensures customer satisfaction


- Encourages and motivates employees


- Defines vision and communicates goals


- Communicates roles and responsibilities, and delegates work fairly and 


  efficiently


- Maintains an enjoyable, positive and challenging work environment


- Recognizes and rewards individual and team contributions in a timely manner





- Sets realistic goals and milestones


- Exhibits the knowledge, skills and abilities required to obtain desired results


- Effectively and efficiently secures, allocates, and manages mission resources


- Develops efficient procedures and systems


- Coordinates and monitors assignments and projects throughout the 


  organization


- Establishes priorities that reflect mission and organizational needs





Supervisory Performance Elements and Standards - cont’d





- Sets the example and encourages participation in EEO Special Emphasis 


  events


- Takes action to stop discriminatory behavior and sexual harassment among


  employees


- Cooperates in resolving discrimination complaints


- Supports EEO program goals, objectives and provides on-going training to


  employees


- Attends mandatory EEO training and ensures employee participation





Performance


Elements





Performance Standards





Rating























Rating





Performance Standards





Performance


Elements





Check if


Applicable





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.











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





Supervisory Performance Elements and Standards








