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PERFORMANCE APPRAISAL REVIEW
NAVPERS 12430/1 (Rev. 09-2014)                                                                 Supporting Directive ADMINMAN 12400-020
FOR OFFICIAL USE ONLY
PRIVACY SENSITIVE
Page  of 
I.  SETTING PERORMANCE STANDARDS (Completed within 30 days after start of rating period)
Employee Position Description Accurate?
II.  PROGRESS REVIEW (Completed halfway through rating period)
III.  END OF RATING PERIOD (Completed within 30 days after the end of rating period)
Period Covered
 
to
IV.  FIRST LEVEL SUPERVISOR'S COMMENTS
V.  SECOND LEVEL SUPERVISOR'S SIGNATURE (Required for Unacceptable Rating)
VI.  CRITICAL ELEMENTS AND STANDARDS
Individual Critical Elements:  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 performance ratings are defined as follows:  "A" - Acceptable, fulfills all requirements 
for this critical element;  "U" - Unacceptable, performance characterized by significant weaknesses which affect overall performance.  
1.  EXECUTION OF DUTIES
Consistently accomplishes the following: 
Applicable 
Standards
Performance Rating
a.  Performs the specific duties required of the position.
b.  Work is timely, efficient, and of acceptable quality.
c.  Effectively structures activities to recognize and respond to priorities.
d.  Properly follows instructions.
e.  Understands duties and how the work interacts with code/command goals.
f.  Maintains responsibility for a task or project until completion.
g.  Strives to increase cost effectiveness.
h.  Effectively manages classified information.
i.  Discharges security responsibilities.
j.  Additional specific duties include: (optional)
2.  COMMUNICATION AND TEAMWORK
Consistently accomplishes the following: 
Applicable 
Standards
Performance Rating
a.  Provides clear and effective oral and written communications.
b.  Builds and maintains effective working relationships with team members and individuals outside of the command.
c.  Shares knowledge, new ideas, work methods, task progress, and project status with other members of the team in 
     order to accomplish work.
d.  Identifies potential problems that may directly impact work priorities or procedures and recommends possible
     solutions.
e.  Displays professional attitude, courtesy and respect for coworkers.
f.  Additional specific standards: (optional)
3.  PROGRAM MANAGEMENT
Consistently accomplishes the following: 
Applicable 
Standards
Performance Rating
a.  Identifies work priorities/goals and structures job assignments for maximum efficiency.
b.  Holds self accountable for realistic forecasts and budget, and is responsive to changing mission/command objectives.
c.  Effectively addresses DoD IG, GAO, etc., audit findings and implements recommendations.
d.  Implements effective internal controls.  
e.  Effectively utilizes resources to maximize cost effectiveness and to meet financial goals.
f.  Additional specific standards: (optional)
INSTRUCTIONS
SECTION I - SETTING PERFORMANCE STANDARDS
Critical elements and standards must be in effect within 30 days after the start of the rating period.  To implement the elements and standards, the supervisor shall meet face-to-face with the employee to discuss and document the agreed upon work expectations and objectives.  The critical elements and standards should be reviewed and related to the employee who will sign and date Section I.
SECTION II - PROGRESS REVIEW  
This review is for communication with the employee about performance compared to the critical elements and standards.  The progress review should be conducted mid-year of the reporting period.
SECTION III - END OF RATING PERIOD   
The type of rating, period covered and summary rating will be documented in this section.  This section must be completed within 30 days after the end of the rating period. 
SECTION IV - FIRST LEVEL SUPERVISOR'S COMMENTS
Optional.  However, this section should be used to document special accomplishments.
SECTION V - SECOND LEVEL SUPERVISOR'S SIGNATURE
Second level supervisor's signature is required when an "Unacceptable" summary rating has been assigned.
SECTION VI - CRITICAL ELEMENTS AND STANDARDS 
 First level supervisor and employee establish critical elements and standards upon which performance will be evaluated.
DEFINITIONS
Acceptable Performance - Performance of an employee which meets the established performance requirement(s) or standard(s), at a level above "unacceptable" in all critical elements of an employee's position.
Appraisal - The process under which performance is reviewed and evaluated against the described performance standard(s).
Critical Element - A work assignment or responsibility of such importance that unacceptable performance on the element would result in a determination that an employee's overall performance is unacceptable.
Close-Out Rating - An appraisal conducted when an employee or first level supervisor leaves a position after the employee has been under established performance 
standards for 90 days or more but before the end of the appraisal cycle.  Close-out ratings will be documented and used in deriving the rating of record and in some cases, 
may become the rating of record.
Performance Rating - The result of a comparison between actual performance and the performance standard(s) for each critical element on which there has been an 
opportunity to perform for the minimum period.  A performance rating will include the assignment of a summary level.
Performance Standard - The management-approved expression of the performance threshold(s), requirement(s), or expectation(s) that must be met to be appraised at a 
particular level of performance.  A performance standard may include, but is not limited to, quality, quantity, timeliness, and manner of performance.
Rating of Record - The performance rating prepared at the end of the appraisal period for performance over the entire period, including the assignment of a summary rating.  
The rating of record is the official rating for pay, performance award, and retention purposes.
Summary Rating - The final result of the performance evaluation process.  The summary rating is used to provide consistency in describing ratings of record.  The two 
summary rating levels are: "Acceptable and Unacceptable"
Unacceptable Performance - Performance of an employee which fails to meet established performance standards in one or more critical elements.
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