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	5.  P.D. NUMBER
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(Within 30 days after start of rating period)
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review
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	reviewer
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	8. rating of record:    FORMCHECKBOX 
 acceptable      FORMCHECKBOX 
  unacceptable

	9.  performance plan attachments    FORMCHECKBOX 
  yes    FORMCHECKBOX 
  no                  reviewer's initials ("U" only):

	10.  employee's position description is current and accurate

         FORMCHECKBOX 
  yes           FORMCHECKBOX 
  no                                                                                                    supervisor's signature

	column a
	column b
	column c
	column d

	check if applicable
	performance elements

critical/additional
	performance standards

indicate acceptable level
	annual appraisal

rating

check one box

"a"                   "u"

	 FORMCHECKBOX 

	TECHNICAL COMPETENCE (c)
	· sets realistic goals and milestones

· exhibits the knowledge, skills, and abilities required to obtain desired results

· effectively and efficiently secures, allocates, and manages mission essential resources

· develops efficient procedures and systems

· coordinates and monitors assignments and projects throughout the organization

· establishes priorities that reflect mission and organizational needs

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	people management (c)
	· 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 ethic
· recognizes and rewards individual and team contributions in a timely manner

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	performance management (C)
	· 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


	 FORMCHECKBOX 


	 FORMCHECKBOX 
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	column c
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	check if applicable
	performance elements

critical/additional
	performance standards

indicate acceptable level
	annual appraisal

rating

check one box

"a"                   "u"

	 FORMCHECKBOX 

	leadership (C)
	· 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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	accountability (C)
	· 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

· verifies accuracy of time and attendance records


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	hiring practices (A)
	· 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 interviews

· makes sound hiring decisions based on candidate experience

· develops teams with diverse skills and strengths


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	eeo (A)
	· sets the  example and encourages participation in eeo special emphasis programs

· takes action to stop discriminatory behavior and sexual harassment among employees

· cooperates in resolving discrimination complaints

· supports eeo program goals, objectives, and provides on-g0ing training to employees 

· attends mandatory eeo training and ensures employee  participation


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	TEAMWORK (A)
	· 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 ON TEAM EFFORTS ON MOST EFFECTIVE MISSION ORIENTED STRATEGIES


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	safety (A)
	· adheres to organization safety program instructions
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	audit (A)
	· takes prompt corrective action on all agreed to findings and recommendations developed by auditors

· Uses and meets all specific plans and milestone objectives and maintains appropriate documentation to demonstrate compliance

· prepares and submits required reports 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	annual appraisal

rating

check one box

"a"                   "u"

	 FORMCHECKBOX 

	LABOR RELATIONS (a)
	· EXHIBITS KNOWLEDGE AND UNDERSTANDING of MANAGEMENT’S OBLIGATION TO follow THE NEGOTIATED AGREEMENT as it relates TO PERSONNEL POLICY, PRACTICES AND MATTERS AFFECTING THE WORKING CONDITIONS OF EMPLOYEES.
	 FORMCHECKBOX 
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NETPDTC FORM 12430/1 (Revised 04/03)              PRIVACY ACT STATEMENT:  Executive Order 9397 authorizes collection of this information.  The primary


PERFORMANCE PLAN - SUPERVISORY               use of this information is by 
management to record and track performance evaluation information for an 


                        employee's official personnel file.
 

