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OCPMINST 12430.1
OCPM 12

1 Feb 1988

OCPM INSTRUCTION 12430.1

From: Director, Office of Civilian Personnel Management

Subj: DEPARTMENT OF THE NAVY PERFORMANCE APPRAISAL REVIEW
SYSTEM (PARS)

Ref: (a) DON Alternative Performance Appraisal System Program
Manual (NOTAL)

Encl: (1) CPI 430

1. Purpose. To establish Department of the Navy (DON) :
performance management regulations for employees covered by the
Performance Appraisal Review System (PARS). PARS regulations
are based upon a performance management plan approved by the
Office of Personnel Management (OPM), and replace the Basic
Performance Appraisal Plan. ) -

2. Coverage. The PARS Performance Appraisal Regulations cover

employees in grades GS-1 through GS-12 and prevailing rate employees.

The PARS Performance Award Regulations cover GS-1 through GS-18
or equivalent employees and prevailing rate employees. The
Alternative Performance Appraisal System (APAS) may be used in
lieu of PARS, where applicable. APAS covers General Schedule
(GS) supervisors and management officials, grades GS-5 through
GS-12, as defined by the Supervisory Grade Evaluation Guide
(SGEG) and Federal Wage System supervisors and management
~ officials as defined by 5 U.S.C. 7103. Employees rated under
APAS are excluded from the PARS Performance Appraisal
Regulations. APAS regulations are contained in Appendix A to ,
this instruction and reference (a), available through the Office
of Civilian Personnel Management Regional Offices and DON offices
listed in Appendix B. This instruction does not apply to the
following: employees specifically excluded by administrative
exclusion defined by OPM for excepted service employees; employees
appraised under the Performance Management and Recognition System
(GS/GM-13 through 15); Senior Executive Service employees;
nonappropriated fund employees; employees in temporary appoint-
ments not to exceed 120 days or less; an individual appointed by
‘the President; an employee outside the United States who is paid
under local national prevailing wage rates for the area in which

ngﬁoyed; or an administrative law judge appointed under 5 U.S.C.
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3. "Action. File enclosure (1) where OPM would file a Federa
Personnel Manual Chapter 430.

4. Forms

a. NAVSO 12430/10, Department of the Navy Performance
Appraisal Review System SN 0104-LF-924-3050, may be obtained
| from the Naval Publications and Forms Center. A sample APAS
} form is included in CPI 540; it may be reproduced locally.
Activities may develop APAS and PARS forms. However, all -
information on the sample forms must be included in a local form. .

J T

DORO Y M. MELETZKE

‘- Distribution:.
(See page 3)
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TIrairing Group) "
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DEPARTMENT OF THE NAVY
PERFORMANCE APPRAISAL REVIEW SYSTEM

1. Purpose. This instruction establishes Department of
the Navy (DON) regulations for employees covered by the

| Performance Appraisal Review System (PARS), and implements

| the DON performance management plan approved by the Office of
Personnel Management (OPM). : : : :

2. Policy and Program Objectives. The DON will use

PARS as a management process to integrate performance,

pay and awards with basic management functions, to improve
individual and organizational effectiveness, and to accomplish
agency mission and goals by providing a means to:

‘a. Plan, direct, evaluate and improve employee work.

b. Identify individual accountability.

~ c¢. Permit émployeer participation in developing goals and
work requirements. ’ ' e :

d. Communicate goals and work requirements.-

e. Effect probationary actions..

f. Grant or deny general schedule (GS) within-grade
increases (WGI's) and Federal Wage System (FWS) increases.

g. Grant awards to recognize and reward high-level
| : performance. '

“h. Granf quality step increases (QSI's) to GS
employees for "Outstanding” performance.

i. Use performance awards to motivate emplovees toward
increased productivity and creativity, support and enhance
agency and national goals, meet employee recognition needs
and obtain maximum benefits for the Government.

j. Promote, develop, or retain employees in reduction-
in-force. ‘

k. Effect removal, reassignment, and demotion based upon
performance. - S , -

Enclosure (1) |
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1. Integrate performance management into other civilian
personnel pro§rams including position classification, staffing,
employee and labor relations, employee development and equal
employment opportunity.

3. Coverage. PARS covers employees grades GS-1 through

GS-17 and prevailing rate employees not covered by the Alternate

‘Performance Appraisal System (APAS). APAS, where adcpted, covers
. GS supervisors and management officials, grades 5 through 12, as

defined by the Supervisory Grade Evaluation Guide and Federal Wage

System supervisors and management officials as defined by

5 U.S.C. 7103. Employees rated under APAS are excluded

from the PARS Performance Appraisal Regulations in paragraph 6, -
below. »

4. Definitions

a. "Activity" means a field installation, headquarters
-command or office. ' : :

b. "Acfivity~ﬂeﬁd“hés1gﬁbé" means the military officer or
civilian official. who approves PARS ratings of record amd

. performance _awards. This will typically be at a level no lower -
" than the official responsible for managing to payroll.

c. "Appraisal means the act or process of reviewing and
evaluating the performance of an employee against the described
performance standard(s).

d. "Appraisal Periqd' means the period of time for which an
employee's performance will be reviewed. The DON minimum appraisal
period is 90 days; each activity will establish a fixed, annual

 appraisal beginning/ending date (large activities may establish
two fixed dates). “

e. '"Appraisal System" means_the performance appraisal
system established by DON under 5 U.S.C. Chapter 43, Subchap-
‘ter 1, and 5 CFR Part 430, which provides for identification
of performance elements, establishment of performance standards,
communication of elements and standards to employees, establishment
of methods and procedures to appraise performance against
established standards and appropriate use of appraisal information
in making personnel decisions. v
f. "Close-out Rating" nmansaa»mmitten,ﬂsumnary%:gting.".g§=
defined in 5 CFR 430.203, conducted when an employee or supervis¢r

Enclosure (1) 2
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leaves a position after the employee ‘has ‘been_under established
performance standards for 90 days. Close-out ratings are interim
“appraisals and do not serve as the annual rating of record.

: g. "Critical Element™ means a component of a position
consisting of one or more duties and responsibilities which
cortributes 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.

h. "Element Rating" means the rating assigned to each
critical element. '

i. "Interim Appraisal" means any progress review, training
appraisal or close-out rating conducted throughout the annual
performance appraisal period. ' : :

| j. "Major Command" means‘hEadquarters organizations -listed
in Appendix B. : -

- k. "Non-critical Element" means a component of an’ -
employee's position which does not meet the definition of a
critical element, but is of sufficient importance to warrant
appraisal. Non-critical elements will not be used in DON.

1. "Performance" means an employee's accomplishment of
ascigned work as specified in the critical elements and
standards of the employee's position.

m. "Performance Award" means a one-time cash payment to an
employee based on the employee’'s annual rating of record. g

n. "Performance Award Budget" means the l.Srpercent‘ceiling
of aggregate base salariés allocated by major commands for
possible distribution as performance awards.

o. "Performance Management Plan" means the description of
DON's methods which integrate performance, pay, and awards
systems with its basic management functions for the purpose of
improving individual and organizational effectiveness in the
accomplishment of Department mission and goals. The Performance
Management Plan, which describes the individual performance plans,
has been approved by OPM. ' ‘ ~ )

4 _ 3 Enclosure {1)
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.. P. YPerformance Plan'" means the aggregate of d;l~wrt;te§
critical elements and performance standards. hm

. 9.. "Performance-Stande?d" means a stptement of the ;
expectationy or.requirements established by management for a
critical element at a particular rating level. A performance
standard may include, but is not limited to, factors such as
quality, quantity, timeliness, and manner of performance.

r. ™Progress Review" means a review 6f the employee's .
progress toward achieving the performance standard(s) and is

not in itself a rating.
s. "Quality Step Incredse" means a faster than normal
step increase for an "Outstanding'} performance rating of record.

t. "Rating of Record” means the annual Summary Rating _

- required at the time specified by the activity udnless a special

rating is conducted:to support a within-grade increase deter-

mination-as required by 5 CFR 531.404, in which case the '

_ special within-grade increase (WGI) rating becomes the rating
"of record. The rating of record is the official rating for pay,
performance award and retention purposes. o

u. "Summary Rating'" means the overall rating assigned when
conducting a close-out rating or a rating of record. The
five summary rating levels are: Level 5, Outstanding; Level 4,
Exceeds Fully Successful; Level 3, Fully Successful; Level 2,
Minimally Successful; and Level 1, Unacceptable.

v. "Supervisor" means an employee in a position having
authority to perform one or more of the following functions
with respect to at least one subordinate employee, or to
effectively recommend such actions as: hiring, directing,
recalling, suspending, disciplining, removing, adjusting
grievances, assigning, promoting, rewarding, training,
transferring and furloughing.

w. ;Training Appraisal" means 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. o '

5. Responsibilities

a. The Assistant Secretary of the Navy (Manpower and
Reserve Affairs) (ASN (M&RA)) will develop PARS policy.

Enclosure (1) , A _
Declassified and Approvéd For Release 2012/10/25 : CIA-RDP90-00530R000501070005-9
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'b. The Director, Office of Clvxllan Personnel Management
(OCPM), will issue polzcy and evaluate its implementation.

¢. The Chief of Naval Operations (CNO); the Commandant of the
Marine Corps (CMC); the Chief of Naval Research (CNR); and the
Assistant for Administration, Deputy Under Secretary of the Navy
(Pollcy) (AA/DUSN (P)) are responszble for program 1mp1ementat1on and
execution of delegated PARS responsibilities in their organlzatlons

d. Commands listed in Appendix B will:

(1) Issue guidance and organizational requirements to
thelr activities as needed

(2) Approve and notxfy OCPM of use of APAS.

_ (3) Decide PARS performance award expenulture targets
for their act1v1t1es

e. Act1v1ty heads will:

. (1) Manage the activity PARS and APAS program which
'1ncludes on301ng evaluation. ,

(2) Request appfoval from the majof'commands.or offices
in Appendix B to use APAS, if desired.

(3) Establish the annual, fixed beginning ancd ending
dates of the appraisal period.

(4) Determine if, in addition to the "Fully Successful'
M performance standard, the "Exceeds Fully Successful" and "Minimally
. Successful" standards will be required in writing.
(5) Make final PARS or APAS coverage determinations.

(6) Establish activity organizational requirements.

(7) Provide training and/or orientation to PARS and APAS
employees, supervisors, and other staff officials as appropriate.

(8) Determine location(s) for maintenance of PARS records
and forms.

5 | Enclosure (1)
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'f. Activity head designees will:

(1) Ensure that funding is available to pay PARS
performance awards in consonance with expenditure levels
established by higher commands.

| (2) Provide final approval of PARS ratingsrof record,
performance awards, and quality step increases,

g. Second level supervisors will:

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

(2) Review and recommend final approval of ratings of
record, performance awards, and quality step increases.

ch. First level supervisors willy

| | (1) Develop a ﬁerfbrménée plan for each covered , - o
: employee including at least one written critical element and )
the "Fully Successful" performance standard for each element. -

‘ (2) Encourage employee participation and ensure that
| covered employees are involved in the development of
performance plans (see paragraph 6b(3) for recommended

| options).

(3) Provide employees with a copy of their written
performance plan within 30 days of the beginning of each
appraisal period and for each detall 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 ar 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 moves to a mew agency or organiza-
tion after being under established standards a minimum of

' 90 days. The close-out rating will be forwarded to the’
employee's supervisor of record.

Enclosure (1) ' - 6
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(5) Conduct progress revieys as appropriate (but nax-less
than one at mid-cycle).

(6) Propose final ratings of record.
(7) Recommend performance awards as appropriate.

(8) Provide a copy of the final approved rating of
record to each covered employee as soon as possible, but no later
than 90 days after the end of the appraisal cycle

(9) Prepare a special ratlng of record when a
- within- grade increase determination is not supported by the most
recent rating of record.

-

(10) Provide assistance to employees who receive a
rating of record below the "Fully Successful"” level.

(11) Initiate corrective action when an employee fails"
to meet a critical ‘element, including a training plan as - ___
appropr1ate, and followlng procedu*es in CP1 432 as opproprlate

(12) Rev1ew and certlfy p051t10n descrlptlons as accurate
~ and current. .

i. Covered employees will:

(1) Participate in the development of the1 performarce
plan as required.

(2) Participate in a progress review(s).
j. Servicing Civilian Personnel Offices will:

(1) Advise supervisors and covered employees on PARS
requirements and related performance management issues.

(2) Maintain PARS records and forms. At the request
of activity heads, those records may be retained centrally .
outside of the Civilian Personnel Office (CPO) and in one or more
locations in the activity. They will be made accessible to CPOs
for pay, award, RIF and other personnel actionms.

(3) File and forward close-out rat1ngs, ratlngs of record
“and performance plans as appropriate.

, _ 7 Enclosure (1)
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(4) Ensure that, within legal constraints, performance
awards and quality step increases are accurately and timely paid.

(5) Ensure that supervisory certifications of position
description accuracy are reviewed and appropriate actions taker.

6. Performance Appraisal

a. gAggraisali?ériod

, (1) A fixed annual appraisal period is required for

rating of record purpos€s. Activities will designate the fixed
beginning and ending dates of the appraisal period. Not .more-

than two fixed rating periods will ‘be established within an activity.

A

(2) To receive a rating of record, an employee must have
served for a minimum appraisal period of 90-days under an approved
performance plan at the same grade level. "1f necessary, the
employee's rating period will be extended beyond the activity fixe¢
ending date to insu:efthe<mipihumf907433-pg§iodg“" o

b.  The Performance Plan - -

(1) Individual employee performance plans shall be in -
writing. Performance elements and standards will be prepared
based on the requirements of the employee's position. %wHefiet¥ic
elements and standards may be'useg.

(2) Accomplishment of organizational objectives
should, when appropriate, be included in“performance plans by
incorporating goals, program plans, or other simiiar means that
account for program results. ‘

(3) Employee participation is encouraged in
establishing performance plans. This may be accomplished by
means including, but not limited to, those cited below.

(a) Employee and supervisor discuss and develop the
performance plan together. :

(b) Employee provides a draft performance plan to
- supervisor. a '

, (c) Employee comments on draft performénce plan
prepared by supervisor. o '

" Enclosure (1) _ 8 o
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(d) Performance plan is prepared by a group of
employees occupying similar positions.

Final authority for establishing such plans rests with the
supervising officials.

(4) A minigum of one critical element wWill be established
for each position. However, it is stron§ y_recommended that
employees receive at least three critica . elements, and wherever
- possible, an odd number of critical elements to facilitate the

final rating process. A minimum of three critical elements is

recommended. Nom-critical elements will not be used.;

(5) Performance standards are based upon a five-level
summary rating system. The five levels are:

Level 5 Outstanding (0) :
Level 4 : Exceeds Fully Successful (EFS)
Level 31 - "Fully Successful (FS)
Level 2 Minimally Successful (MS)
" Level 1 T Unacceptable (U) :

(6) The "FS" standard for each critical element must be in;
writing. Activities may'require the "EFS" and "MS" standard in -
writing in addition to the "FS" standard. The “0" and "U' .
standards will not be written. An exception to this rule would

_exist for special critical elements where a "U" standard would be
estzblished in a pass-fail situation; e.g., for nurses giving
controlled drugs or employees handling highly toxic wastes,
etc. The "MS" standard must_be provided in writing at any time

. that performance falls below the "FS" level and in a notice of
opportunity to improve issued prior to performance-based
reassignment, removal or reduction in grade.

(7) Performance plans shall be reviewed and approved at.
the beginning of the appraisal period by a person at a higher
level in the organization than that of the appraising official
unless the appraiser is the commanding officer,-head of
activity, flag officer or Senior Executive Service member.

(8) Employees will be provided copils of their approvéd
written performance plans within 30 daps after the beginning of
each appraisal period, and of each detail or temporary promotion
expected to last 120 days or longer. Upon receipt, employees ‘Wwill-
sign and date the plan. (Note: Employee's signature does not. °

9 ' Enclosure (1)
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nccisaarily,constitute agreement with the plan; it merely signifies
that the employee has received it.)

(9) When substantive changes pre made to elements and
standards, the revisions will be rev eweﬁ!‘:nd ‘approved by_-a higher
official’ than the appraising official except as provided in '

paragraph (7), above. Changes become effective when the emplovee
receives a copy of the revised approved plar.

 (10) At the time péerformance standards are set, supervisors
must certify on the performance appraisal form, the currenmcy: and
accuracy of the employee's positiovn description. ' '

c. Interim Appraisals. Interim appraisals :include '
progréss reviews, training appraisals and cliose-out ratings and
shall be conducted throughout the annual performance agpraisal
period as required below. Intérim appraisals shall.be :
considered in determining-the annual rating of record.
Hoygygr;:;hgx{gha@l@not.be,used‘aS-thevgnnualzrp;ing of
recordn i nall-noL. be. >

(1) Progress Review: Progress reviews &6 not -
require-a written summary rating. Progress reviews shall be
conducted as follows: ' S

(a) A review of the employee's performance shall .
be conducted at least once midway through the appraisal period.
At a minimum, employees shall be informed of their level of
performance by comparison with the performance elements and
standards established for their position. The immediate
supervisors and the employee will sign and date the performance
appraisal form to indicate that the review was conducted.

(b) Any time during the appraisal period that
an employee's performance falls below the "Fully Successful”
level, the "Minimally Successful” standard will be provided to
the employee in writing (unless already described in the :
performance plan). This standard will be provided to an emplovee
as part of the "notice of opportunity” period for "Unacceptable’
performance under the provisions of 5 U.S.C. 4303 and CPI 432.

(2) Close-out Ratings. A written close-out rating will
be conducted as required below. A close-out rating may be used
to appraise performance of collateral duties. The supervisor
and the employee will sign and date the performance appraisal form.
(Note: Employee's signature does not necessarily constitute
agreement with the rating; it merely signifies that the employee

Enclosure (1) 10
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has ‘'seen it.) The appraisal form shall be forwarded to the
appropriate supervisor who will consider the close-out rating
when preparing the rating of record.

P

(a) An employee completes a dEtail~oritemporary
promotion .of 120.days jor longer under established performance
standards. This requirement also applies to employees on
"loan" from another activity/agency for 120 days. .

(b) An employee changes positigns.after being uhder
established standards a minimum of 90 days;.™~~ - o

(c) An employee moves to a new agency/activity or
organization after being under established standards a minimum
of 90 days.

: - (d) The first level supervisor leaves the positjion

- after the employee is under established standards a2 minimum of
90-daysi.. (In this situation, the employee would continue under
the same performance plan under the new supervisor.)

(3) Training Appraisals. When training appraisals
conducted under CPI 410, Appendix G, cover "Individual Development
Plans" of at least 90 days, they will be considered in the annual
performance rating process. Training appraisals shall .not serve:
as a close-out rating or as a rating of record.. In these instances
accomplishments must be evaluated on the prescribed activity
annual performance appraisal form by use of the procedures
described in this instruction.

'd.” Summary Ratinp

(1) A summary rating is completed for close-out ratings,
special within-grade increase ratings, and the angualzrating~gf
record. - ‘ i T T T

(2) Ratings will be based on a comparisor of performance
against written standards.

(3) Each element is initially rated at one of the
element rating levels described in subparagraph 6d(4)(a), below,
Element ratings are then converted to one of five summary
rating levels using the criteria in subparagraph 6d(4)(b), below.
An employee rated below "Fully Successful" on s critical element
may not receive a summary rating above level 2. :
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(a) Definitions of the element levels are provided
below. Definitions serve as a guide to determine the element
rating. They are not used as performance standards.

1, Element-ratings are defined as-follows when
performance standards are written'at the "Fully Successful’ level

énly:

Rat;ngs

ABOVE FULLY SUCCESSFUL
(AFS)

FULLY SUCCESSFUL (FS)

BELOW FULLY SUCCESSFUL (BFS)

- Work accomplishments are of

Definitions

Work accomplishments exceed the
"“Fully Successful" criteria,
depicting unusually good or
excellent quality or high quantity
of work provided ahead of schedule
and with less than normal .
supervision.

good quality. The individual

" produces the expected quantity

of work. Results are in
consonance with policy and
schedules on work completion
are met.

Work accomplishments fail to
meet the "Fully Successful"
standard and the individuzl
needs improvement to reach
that level. A detrimental
effect on the organization's
success in accomplishing

work assignments is recognized.
There is a need for closer

~ supervision, correction of

work results and remedial
training. :

2. Element ratings are defined as follows when
Rerformance standards are written at three levels ("Fully Successiul”,

Exceeds Fully Successful’, and "Minimally Successful"):

E
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Ratings Definitions
OUTSTANDING (O) Work accomplishments exceed

the "EFS" criteria, depicting
excellent 2uality and high
quantity of work

EXCEEDS FULLY SUCCESSFUL (EFS) Work accompllshments meet the
"EFS" criteria.

FULLY SUCCESSFUL (FS) ‘Work accomplishments meet. the -
B "FS" criteria.

MINIMALLY SUCCESSFUL (MS) Work accomplishbents meet
‘ the "MS" criteria.

UNACCEPTABLE.(U) ' - Work accomplishments fail to
o - meet the "MS" criteria.

(Note: When standards are written at three 1evels, the raeung
form should be modified at the local level )

(b) Deflnltlons of the five summary *atlng levels are
‘provided below. Definitions are used to convert element ratings
to a final summary rating.

1. The following definitions are_ used when. erfg:mance

standards are written at the "Fully Successful” level-onlye
Rating o o Definition

OUTSTANDING - Rated "Above Fully Successful"
(Level 5) on all critical elements?and

made significant contributions
to the organization's mission.

EXCEEDS FULLY SUCCESSFUL Rated "Above Fully Successful”
(Level &) _ on the majority of critical
' elements
FULLY. SUCCESSFUL - . " Rated at least "Fully Successful”
(Level 3) on all critical elements.
13 ' Enclosure (1)
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MINIMALLY SUCCESSFUL Rated "Below Fully Successful"

(Level 2) on one or more critical

‘ : elements but did not fall

below the "Minimally
Successful" standard on any
element.

"UNACCEPTABLE Failed to meet the "Minimally

(Level 1) Successful'" standard on one cr

e - - more critical elements.

e, e T

ance standards @re written at three levels ("Fully Successful",
“"Exceeds Fully Successful", and "Minimally Successful"):

Rating o - Definition
OUTSTANDING B ' Rated "Outstanding” on the
~(Level 5). " majority of critical elements

T—— ,+-—“~"4“
2. The following definitions are used when perform- -

and all-elements rated at least
. Exceeds Fully Successful; employee
- made a significant contrlbutlon
to the organization's mission.

EXCEEDS FULLY SUCCESSFUL ' A majority of critical elements
(Level &) rated "Exceeds Fully Successful"

or better; the remainder rated at

least "Fully Successiul®.

FULLY SUCCESSFUL Rated at least "Fuiiy’Successful"
(Level 3) o on all critical elements.
MINIMALLY SUCCESSFUL At least one critical element
(Level 2) ‘ rated '"Minimally Successful".
UNACCEPTABLE At least one critical element
(Level 1) rated "Unacceptable"”.

(5) In those cases where the "FS" standard is the sole
written standard, an employee.may receive a final summary
rating two levels above the "FS" level or two levels below the
"FS" level; i.e., an "'O" rating or a "U" rating, by use of the
extrapolation _system described above$

(6) A written ratlng of record shall be ‘completed
within 30 days following the completion of the_annual

performance. cycle unless the employee has not completed 90 davs
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under -approved performance standards. When the activity carnot
prepare a rating of record at the end of the appraisal period,
the period shal% be extended to allow 90 days under approved
standazd atﬁM&;ﬁ‘a-xxz&gwﬁl ‘be eonducted.

(7) When appraisal information is available, the
Jating of record will be based. upoun. the Ammdigﬁgcaxés
performance. Interim appraisais must be taken_info
consideration. A reasonable effort will be made to obtain
' {nterim appraisals including summary ratings from other )
agencies/activities. Factors such as length of time in the
position and relationship to current line and level of work

and the significance of work accomplishments will determine the

degree of impact of the interim appraisal on the final rating of

record.

(8)-Ratings of record shall be ireviewed and

approved by a person(s) at @ highér level’ in the organization
than that of the appraising official unless the appraiser is

the Commanding Officer, activity head, flag officer or a merber

of the Senior Executive Service. Ratings must also be reviewed
by an individual within the organization with responsibility .

for the performance award funds. Major commands and activities
may delegate this responsibility; however, it may not be delegatec
below the level of the activity head designee.

(9) ‘Ratings of record fiay not be eommumicated to
enployees prior to approval by the final reviewer. Discussion
of a performance appraisal prior to conducting the rating is
encouraged. The employee should be provided ar opportunity to
- discuss work accomplishments. However, the supervisor.shall
not communicate specific ratings on elements and the summary
rating prior to approval. Rating forms -provided to the
employee shall not reflect changes made by the reviewing -official.

(10) The performance -fating.form shall be signed
and dated by the employee after the immediate supervisor and the
reviewer(s) have reviewed and approved the rating. (Note:
Employee's signature does not necessarily constitute agreement
with the rating; it merely signifies that the employee has
received it.)

(11) Employees shall be provided a copy of their
rating of record within 90 days of the end of the annual
appraisal cycle. : : :
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(12) When the appraisal period-cannot-be extended o
that an-employee can perform for &-minimum 90-day-appraisal period
under- approved performance standards, e.g., while on extended ‘
1Qgggégégggg£@5515953§t‘inias. the employee will not recegve

(13) A prescribed distribution of ratings is
prohibited. .

(14) The performance appraisal and resulting rating -
may not be lowered because a disabled veteran has been absent
from work to seek medical treatment as provided in Executive
Order 5396, dated July 17, 1930. ' '

(15) Employees who receive a rating of record below
the "FS" level must receive assistance in the form of formal
training, on-the-job training, counseling, close supervision or
other appropriate measures to enable them to perform at :the "FS" .
level. S . ‘ : :

_ : (16) A special written rating will be completed when
" a WGI determination is mnot supported by -the most recent rating
of record. That ratingvbecpmes"the-official rating of record.

(17) A uritten-summary:rating5ﬁi11?hot be: conducted
immediately prior to a.career-ladder promotion or prior to a
performance-based reassignment; :dempotion or removal.

7. Grievances and Appeals. Covered ermployees who are not
members of 2 bargaining unit may-grieve through the
administrative grievance procedure. Covered employees who are
bargaining-unit members may grieve through the negotiated
grievance procedure. Appealable issues may be appealed to the
Merit Systems Protection Board. The Special Counsel of the Merit
Systems Protection Board shall review any allegation of a
prohibited personnel practice. Guidance on grievable/appealable
matters is as follows:

a. Contents of the individual performance plan are neither
grievable nor appealable.

_ b. Failure to inform employees of critical elements and
standards within the required time frame is grievable.

_ c. Ratings on individual elements and summary ratings are
grievable; - ' | . B |
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'd. Performance-based demotiofis and removals may de
grieved through the appropriate negotiated grievance procedure
or appealed to the M@fi;VSXftemsAProtgc;ion Board, - but not both.
e. Performance AsWar#s.are not grievgble under administrative
grievance procedures.’

8. Performance Recognition

a. General. DON will use PARS and APAS performance
appraisals and ratings of record as the basis for employees
advancing in the pay range, including within-grade increases and
quality step increases. They also serve as the justification
for performance awards. The performance award replaces the
Sustained Superior Performance Award. Speciel Act Awards
are considered incentive awards and not performance awaris.

' b. Responsibilities

(1) CMC, CNO, CNR, AA/DUSN (P), and DON commands will ensure
that proper. and equitable performance ratings and resulting o
. payouts and awards are granted to covered employees. CMC, CNO,

CNR, AA/DUSN (P) and DON commands, will also ensure that no more than
1.5 percent of the employees' aggregate base pay is spent.on:
performance awards. That responsibility may be delegated to
activity heads or activity head designees.

' (2) Activity heads or activity head designees will
approve individual employee quality step increases -and one-time
performance awards following the parameters shown on"the -
conversion table in paragraph 8f. These officials are encouraged . -
to base payouts on group efforts, particularly for APAS, where
performance standards are similar. ’

c. Within-Grade Increases

- (1) Federal Wage System (FWS). Employees will receive
within-grade increases when eligible and if their performance is
satisfactory. Satisfactory performance equates to a "FS" or
better rating of record. '

(2) General Schedule (GS). Employees covered by this
- instruction will receive within-grade increases, when eligible,
if their performance is at an acceptable level of competence.

Acceptable level of competence equates to a "FS" or better rating
of record. ' ' : ‘
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(3) FWS and GS. When a wishinzgreds incresse decision
is not consistent with the employee's most.recent rating of-recor
a more current rating of record must be giegu . “The rating o
record used as the basis for an acceptable level of competence
determination for a within-grade increase must have been assignec

no earlier than the most recently completed apprai§a} period. The
notice of negative determination must contain the "Minimally

Successful" standard for any element evaluated below the "Fully
Successful" level.

d. Quality Step Increases (QSI) for GS Employees

(1) General Schedule employees with current "Outstanding’
ratings of record are eligible to be awarded a QSI. The QSI -
is an adjustment to base pay»andwgg_ipégggitionxtp‘anyfoneftg?p
performance awvard the employee may reééiﬁé{{fherefore;“c&téfﬁ
consideration should be given before recommending a QSI.

(2) The recommendation for a QSI must be forwarded
at _the same time as the: ‘employeée's proposed "Outstanding™ rating
is being submitted for approval: The QSI must be approved by the
same supervisors who approve the employee's rating of record -
and the activity head designee. S

. ~ (3) Where possible, the QSI will be paid effectivezno . -
latet " than 90 days after. the end of the appraisal period. ,
Notwithstanding management's ability to recognize "Outstanding"
performance with the QSI and/or a performance award,

5 U.S.C. 5336 requires that there be a 52-week ‘peried

between QSI's.

(4) QSI's are not charged against the l.S'yeICent;'erfor-
mance. awards budget, but are included in the Object Class 11 budget.

e. Performance Awards

(1) Policy. Performance awards will be used to -
motivate employees by recognizing and rewarding those who
attain high levels of performance both for individual :
performance and in support of group efforts. Awards shall be
based on the employee's rating of record for the current
appraisal period for which performance awards are being paid.
These awards replace the Sustained Superior Performance Award.
The Special Act Award is not considered to be a performance
award. See OCPMINST 12451.1.

Enclosure (1) . 18

- Declassified and Approved For Release 2012/10/25 : CIA-RDP90-00530R000501070005-9




Declassified and Approved For Release 2012/10/25 : CIA-RDP90-00530R000501070005-9

OCPMINST 12430.1
-1 FEB 1883
CPI 430

(2) Eligibilitv. GS employees in grades GS 1-18, or
equivalent, and prevailing rate employees are covered.

An
qzloyee is eligible to receive a performance qwarg when in

a 'GS or -equivalent posis or prevailitg Tate posi - Cf.gd
by an approvid Parlormance plan_on the last day ol THETUYTENT
performance appraisa}-period, including any sxt “needed. to

provide the needed 30°days in-which to rate employeesg Emplovees
on long-term training are eligible for a performance award @f-
training directly benefits the employing activity. An employee
will pnot be eligible when the employee is on:leave without pay
for a period of time such that he or she is not.in @8 _pay status
during the appraisal cycle for at least the minimum appraisal
period; or is newly appointed to the Governmert within™90 days
of the end of the activity's appraisal peried.

(3) Recommendation and Approval. Performance awards
shall be reviewed and approved by activity head designees, who
are normally at a higher level in the organization than that of
the reviewing official who concurs in the official rating of
record. Performance awards should be considered together--where
the employees have the same or similar performance standards

and are working together in support of the same organizational
requirements. - A o

(4) Funding Levels. Commands listed in Appendix B
shall establish 1.5 percent of aggregate base salaries of
covered employees as the maximum funding level for performance
awards. No minimum: funding level is provideg. The aggregate
base salary will be calculated based on the number of covered
employees as of the last -day of the appraisal cycle. Cormands are
responsible for deciding the PARS performance award expenditure
targets for their activities. Activity targets may be set at
different levels so long as the command's total PARS performance
award expenditure does not exceed the 1.5-percent. (QSIs are not
charged to the 1.5 percent limit).

(5) Payment of Awards

(a) Employees may be considered for performance
awards using the percentage amounts shown in paragraph 8f, below.

(b) For employees in the same grade within each
organizational element having responsibility for managing a .
performance award budget, performance awards for "Outstanding"”
must be greater than those for "EFS", and performance awards for
"EFS" must be greater than those for "FS! performance. An
exception to the rule is permitted in those cases where an ,
employee has been promoted during the performance appraisal period.
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In such cases the full payment of a performance award may be
restricted to a lesser amount, but po less. than .percent..o¥

base pay for an employee -rated, "85F§@<vaa

(c) All performance award nominations shell be
submitted to the appropriate approval authority within 30 days
of the end of the employee's appraisal cycle. Performance
awards must be documented on Standard Form 50 and paid wlthln 90
days of the end of the employee s appraisal cycle.

(d) The receipt of, fallure to receive, or amount

- of, a performance award is excluded from administrative grievarnce

procedures. In addition, matters related to performance awards

or other awards are not appealable to_the Merit Systems Protection
Board, except that the Special Counsel shall review any allegatlon
of a prohrblted personnel practice.

- f£. Rating/Payout Convers1ons_,

Payout Conver51on‘Table»'

Within- grade QualltyAStep Performance Award (PA)

-Ratings Increase - Increase (QSI) ' Z oi Salary
S CFULL . ;ELIGIBLE —/ T2 202 2/
EFS .FULL ' NO 0-107
FS FULL ~  NO ’ 0-107
M ZERO NO . ZERO
U - ZERO NO ’ - ZERO

I;The payment of QSI1's and/or PA's is optzonaL.
Awards of more than 10 percent and up to 20 percent may be
given for unusually outstanding performance. They must be approved
by the command headquarters. :

_ 9. Records

a.. Retention

(1) Employee's performance ratings of record and performance -

plans may be maintained in the Civilian Personnel Offrce, or at the
activity head's discretion may be maintained centrally in one or
more activity locations. Activities shall ensure that records are
made accessible to CPOs for ,Pay, award, RIF and other personnel
actions, and that employees' performance rating data are input to
the Naval Civilian Personnel Data System (NCPDS).
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(2) Performance ratings of record and individual perform-
ance plans shall be ;g&giqbé,_Q:Agp:gq_ggganIZQ;t&tt. Supporting
"documents shall be retained at least one calendar -year. Documents
may be retained in the Official Personnel Folder (OPF) or the
Employee Performance File (EPF). When filed in the OPF, they
shall be placed on the lef:. AELEWPOTATY) side of the folder.

The personnel data system may be used to retain and print out
performance ratings. The CPD or designee will sign the printout

| _to validate their accuracy. ‘
|

b. Disposition. When the employee's OPF is sent to another
servicing office ir the employing agency, another agency, or the
National Personnel Records Center, the "losing" servicing effice
shall include in the -OPF .all :at‘i_n_is ©of record completed-in :the
previous three-year period, as weéll as-the performance .plan on
which the most_.recent rating wss.based and the summary rating
prepared when the employee or supervisor changes positions. The
losing office will purge the OPF of all ratings of record more
than three years old, performance .plans more than one year old:
and other performance-related records according tec agency policy
established under-5 CFR 293.404(a) and FPM Supplement 293-31.

10. Evaluation-of thé.Performancé Appraisal Program. The
| . effectiveness of the program will be measured through orn-site .
evaluations conducted by the DON Office of Civilian Personnel
|
|

Management (OCPM) and by analysis of statistical data requested
by OCPM. Local activities should continuously monitor PARS
operation and correct deficiencies as necessary.

11. Relationship to other Performance-Based Personnel Actions

a. Promotions

(1) Career-Ladder Promotions. Performance appraisals
~ shall be used as a basis for determining eligibility for career-
ladder promotions. To be promoted, an employee must be
performing at the "F¥S" level or better on all critical elements.
A written rating of record will not be conducted as part of the
career-ladder promotion appraisal process.

1 (2) Merit Promotion Actions. The rating of record
| will be used in merit promotion-evaluations and by selecting

gfficials to the extent it is relevant to the position to be
illed. , ‘ ' .
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‘b. Probationary Period. Performance shall be a factor
in the decision to retiin or remove an employee during the
probationary period. General criteria for retention are
described below. ebzformal: ERteEE Tt i i s

n Fewoviug s euployee giuring the probationavy

a2 = O, 100 A gt
YA

€ o8¢

(1) Initial Probationary Period. Evaluation of the
employee's performance, as well as other considerations will
serve as a basis for the decision to retain or remove the
employee from the Federal Service. o

(2) Supervisory and Managerial Probationary Period.
Evaluation of the employee’s performance of supervisory or
managerial elements of the position will serve as a basis for
the decision to retain or remove the employee from the
supervisory or managerial position. -

.c. Removal, Demotion and Reassignment -

A - (1) Employees whose performance is "Unacceptable" must
- be“removed,” reassigned oY rediceéd in-grade; but onlv after the
enployee has had an opportunity to demonstrate acceptable -
performance "as required by 5 USC 4302(b)(6) and CPI 432. The
written notice of opportunity period must inform the employee
in writing of the "Minimally Successful" performance standard

that must be reached to be retained.

(2) 1f, at the conclusion of the "opportunity" period,
the employee's performance continues to be "Unacceptable", the
activity must initiate reassignment, reduction in grade, or
removal, subject to the provisions of 5 USC 4303, and CPI 432.

d. Reduction-in-=Force (RIF)

(1) The rating of record for RIF purposes will be the
annual rating conducted at the time specified by the activity
and special ratings conducted to support WGI determinations.
Interim appraisals will not count as the official ratings of
record for RIF purposes.

, (2) No ratingAwill be assigned for the purpose of
affecting an employee's RIF retention standing.

(3) The three most recent ratings of record are
considered for RIF purposes. To determine retention standing,
an employee receives additional years of service for each "O"
rating, "EFS" rating and "FS" rating.
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‘e. Training and Development

(1) Identification of training requirements to improve
g}elrformance is a significant element in the appraisal process.
e performance appraisal process shall clearly identify areas
where training and development may be appropriate. Whenever it
is determined that an €#ployee’s pexrformance iz lessxham:'RS"
supervisors are responsible for assisting the employee in

- bringing his or her performance tc the "FS" level. ~Thiemwidil:be

accomplished -through--counseling;-closer:supervision --on~the=Job
training,;“and/or.£orma 15:_236'::_;-! aining;as:appropriate. . :

(2) Performance appraisals conducted as part of the
employee's individual training plan or other specialized
training plan willwbe"tofisidered: in the ®finial performance
rating process. Such appraisals are categorized-as-intefim
appraisals=zand shall notiéérve.as the rating-of record.
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