The Performance Plan will be used by NAVSEA managers, supervisors, and employees to establish critical elements and standards for each individual employee as required by law and regulation.

Administrative Section

Complete all fields.  If the employee’s 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 will 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 the employee is leaving, or when discussions are required to address unacceptable performance.

Critical Elements and Standards

There are a total of five generic critical elements.  The first two are required for all employees.  Supervisors will also be rated on elements IV and V, and managers will be rated on element III.  Supervisors will check those critical elements which are applicable to the employee’s position and then check each factor which applies to the employee.  That list of factors will become the “Acceptable” standard of performance for that employee.  On Elements IV and V, all factors should be checked.

Regulations require certain types of job responsibilities be specifically evaluated.  The following special factors should be checked only when appropriate.  On Critical Element I, factor ‘h’ applies to original classification authorities, security managers, or security specialists; factor ‘i’ applies to employees who have access to classified information; and factor ‘j’ applies to officials involved in contracting and acquisition.  On Critical Element III, factor ‘d’ applies to managers responsible for addressing the results of DoDIG and GAO audits, and factor ‘e’ applies to managers having significant Internal Management Control responsibilities.

Final Element Ratings

Each applicable critical element will be rated at the end of the rating period.  The element rating will be “Acceptable” or “Unacceptable.”  If a critical element is rated “Unacceptable,” the final Rating of Record must also be “Unacceptable.”

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 or 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.

Optional Comments

Space is provided for optional supervisor and employee comments on special accomplishments, development and/or improvement plans, etc.  This information is not required to be included on the form, and may be documented elsewhere, if desired.�Employee Name
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�Organization/Code

�Appraisal Period

�P.D. Current and Accurate?

Yes  (     No  (��Job Title/Series/Grade/PD#�Check block if employee is eligible for continued access to classified information and discharge of security responsibilities.	(��Rating of Record:  ACCEPTABLE (A) — Performance fulfills all requirements; rated “A” on all critical elements.  UNACCEPTABLE (U) — One or more critical elements rated “U”; detrimental effect on organizational performance; “U” rating must be reviewed and approved by a higher level official.

“U” Summary rating cannot be assigned until opportunity to improve has been completed.

�Rating of Record:��Signatures�Initial

Discussion	Date�Mid-Year

Review	Date�Interim/Special

Review	Date�Final Review/Rating

of Record	Date��Supervisor������Employee������Individual Critical Elements — I and II mandatory for all; III mandatory for managers, IV and V mandatory for supervisors.  Check all applicable critical elements and factors which make up the standard; if selected critical element or factor is deleted during rating period, initial and date.  Critical element ratings are defined as follows:  “A” — Fulfills all requirements for this critical element; “U” — Performance characterized by significant weaknesses which affect overall performance.  There is a need for closer supervision, correction of work results and/or remedial training.  Improvement Plan, including specific written description of “A” performance provided on .                                .���Applicable

Factors�Final Element Rating��I.	EXECUTION OF DUTIES — Consistently accomplishes the following:����a.	Skillful at performing the specific tasks required of the position.�(���b.	Understands work procedures and relationship of job to others.�(���c.	Effectively Structures activities to  recognize and respond to priorities.�(���d.	Organizes resources to get the job done with quality and on time.�(���e.	Properly follows instructions.�(���f.	Maintains a sense of responsibility for a task or project until completion.�(����g.	Makes decisions and operates with attention to long-range strategic initiatives of the organization.�(���h.	Effectively manages classified information.�(���i.	Discharges security responsibilities.�(���j.	Strives to increase competition and increase cost savings.

k.	Specific additional program/mission goals (optional)�(���( 1) .                                                                                                                                                        .�(���( 2) .                                                                                                                                                        .�(���( 3) .                                                                                                                                                        .�(���II.	COMMUNICATION AND TEAMWORK — Consistently accomplishes the following:����a.	Communicates clearly orally and in writing.�(���b.	Builds and maintains interdependent relationships with individuals inside and outside the immediate organizational unit�

(�

��c.	Keeps others informed regarding work projects they need to know to do their work.�(����d.	Supports organizational efforts to develop effective teamwork.�(���e.	Synergizes with team members to develop desired outcomes to accomplish mission objectives.�(���f.	Organizes and prepares to reduce working in a crisis mode when changes in work priorities and procedures occur.�

(�

��g.	Seeks to understand new ideas and work methods.�(���h.	Shows courtesy and respect for co-workers and other team members.�(�����Applicable Factors�Final Element Rating��III.	PROGRAM MANAGEMENT — Consistently accomplishes the following:�����a.	Identifies work priorities and goals, structures job assignments for maximum efficiency, and has an organization structure consistent with financial goals.�

(���b.	Accountable for realistic forecasts and budgets and is responsive to changing business objectives.�(���c.	Effectively utilizes resources to maximize economy.�(���d.	Effectively addresses audit findings and implements recommendations of GAO and DoDIG audits.�(���e.	Implements effective internal controls.�(���IV.	LEADERSHIP — Consistently accomplishes the following:����a.	Defines safety goals, addresses employee safety, health, and environmental concerns, and maintains a safe and healthy work environment.�

(���b.	Inspires the work team to create a shared vision of contribution to the organization’s goals and aligns individual roles with team goals..�

(�

���c.	Ensures employees understand the purpose and value of their work and holds individuals accountable for achieving work group objectives.�

(�

��d.	Encourages teamwork and cooperation with internal and crossfunctional work groups.�(���e.	Seeks to understand others’ points of view in organization/work team decision-making.�(���f.	Encourages and values team creativity and innovation.�(���g.	Shows courtesy and respect for staff members.�(���h.	Creates a positive, optimistic work climate to allow employees to express ideas and feelings with confidence.�

(�

��i.	Recognizes and rewards positive employee/team performance.�(���j.	Conducts scheduled Performance Appraisal employee discussions.�(���k.	Updates and informs employees regarding relevant and important organizational matters.�(���l.	Supports organizational efforts to train and develop employees.�(���V.	EQUAL EMPLOYMENT OPPORTUNITY — Consistently accomplishes the following:�����a.	Actively supports and fosters DON EEO goals and policy through demonstrated behavior and performance.�

(�

��b.	Consistently keeps chain of command apprised of EEO-related issues within the workforce.�(���Optional comments on special accomplishments, planned developmental assignments, etc.  Employee self-assessments may be attached.  Refer to Individual Leadership Development Plan, as appropriate.  Additional sheets may be attached if desired.











































��HIGHER LEVEL REVIEW (required only for UNACCEPTABLE rating):  Second-level supervisor indicates concurrence/ non-concurrence with supervisor’s recommendation for current rating cycle.  (NOTE:  In non-concurrence, attach a written justification explaining reasons.)



HIGHER LEVEL REVIEWER’S SIGNATURE   	  DATE  	��

�

Instructions for Completing the NAVSEA Performance Plan
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