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4. 

DEPARTMENT OF THE NAVY 

BUREAU OF NAVAL PERSONNEL 

5720 INTEGRITY DRIVE 

MILLINGTON TN 38055-0000 

BUPERSINST 12430.4D 

BUPERS-05 
20 Jul 2026 

BUPERS INSTRUCTION 12430.4D 

From: Chief of Naval Personnel 

Subj: CIVILIAN PERFORMANCE MANAGEMENT FOR THE BUREAU OF NAVAL 
PERSONNEL 

Ref: (a) DoD Instruction 1400.25, Volume 431 of4 February2016

(b) DON memo DON Interim Guidance on the Defense Performance Management
and Appraisal Program of 28 Mar 2017

(c) OPM memo, Performance Management for Federal Employees of 17 Jun 2025
(d) USD (P&R) memo, Implementation of the Mandatory Supervisory Critical Element,

"Holding Employees Accountable"' of 15 Sep 2025

(e) USW (P&R) memo, "Transitioning the DPMAP Appraisal Cycle to Align with the
Fiscal Year and Immediate Requirements for "Level 5 - Outstanding" Critical
Element Ratings" of 10 Mar 2026

(f) SECNAVINST 12771.2

(g) 29 CFR 1614

Encl: (1) Definitions 

(2) Performance Plan Requirements

(3) Supervisory Critical Element

(4) Supervisory Critical Element: Holding Employees Accountable

Purpose. To provide policy and guidance for the Department of Defense Performance 
Management and Appraisal Program (DPMAP) outlined in references (a) through (e). See the 
definitions of terms used throughout this instruction in enclosure (1 ). Major revisions to this 
instruction provide greater clarity regarding the change to the rating cycle timeline, quarterly 
progress reviews, and updates to critical elements including the inclusion of fully successful and 
outstanding standards. Additionally, inserting the mandatory supervisory critical element 
"Holding Employees Accountable." 

2. Cancellation. BUPERSINST 12430.4C.

3. Scope and Applicability. This instruction applies to all positions within the Bureau of Naval
Personnel (BUPERS).

Background. DPMAP was implemented in April 2016. This system was established to 
provide a fair, credible, and transparent performance appraisal program across all Department of 
Defense (DoD). 
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5. Policy. Reference (a) establishes DPMAP to link bonuses and other performance-based 
actions to employee performance. BUPERS will develop and maintain a results-oriented 
performance culture that links individual performance to organizational goals. Employees will 
be rated under the DPMAP three-tiered system, with possible ratings of record 5 - Outstanding, 
3 - Fully Successful, and 1 - Unacceptable. The DPMAP performance rating cycle runs from 
April 1 to March 31. Starting on Oct 1, 2026, the DPMAP performance rating cycle will run 
from Oct I to Sept 3 0 each year. As such, there will be a single interim FY 26 performance 
"mini" cycle from April I, 2026 to Sept 30, 2026. 

6. Roles and Responsibilities 

BUPERS, Total Force Human Resources and Manpower Office (BUPERS-05) 

(!) Acts as the BUPERS Performance Management Program Manager, 

(2) Develops policy and objectives, per references (a) through (g), for DPMAP and 
maintains oversight ofBUPERS performance management programs, 

(3) Establishes a perfonnance management program with an implementing instruction, 

(4) Ensures program objectives are accomplished and comply with applicable policies 
contained in this instruction, 

(5) Establishes assessment criteria to evaluate program effectiveness, 

(6) Communicates DPMAP policy updates to BUPERS activities and responds to 
requests for information, 

(7) Advises managers on performance-related issues, 

(8) Manages the submission of annual perfonnance ratings with the Office of the Civilian 
Human Resources (OCHR) Operations Center and the Defense Civilian Personnel Data System 
(DCPDS), and 

(9) Schedules and administers DPMAP training on a regular basis for new employees 
coming onboard. 

b. Heads Organizational Units (e.g., department heads, officers in charge, commanding 
officers) 

(1) Implements DPMAP per BUPERS policy, 

(2) Ensures supervisors and employees in their organization complete performance 
management training, 
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(3) Establishes a command-level performance awards review board (PARB) to govern all 
awards and recognition for the command and submits requests to BUPERS-05 for approval of 
P ARB composition that deviates from guidelines outlined below in subparagraph 6c(l ), 

(4) Funds and executes awards budget at the approved DoD and Department of the Navy 
(DON) approved levels of total adjusted salaries, 

(5) Responds to BUPERS-05 required actions within required timeframes, and 

(6) Identifies a performance management liaison for the organizational unit. 

c. Perfonnance Management Liaison. The performance management liaison coordinates 
with the managers, employees, and BUPERS-05. 

(1) Coordinates performance appraisal submissions and advises leadership and 
BUPERS-05 of any issues related to established timeframes, 

(2) Ensures performance appraisals are completed within established timeframes, 

(3) Administers P ARB meetings and prepares records for review and consideration, 

(4) Documents operational guidelines for PARB in the form of DON and BUPERS 
policy, and 

(5) Tracks and reports command progress on performance training requirements and 
performance plans as outlined in paragraph 7. 

d. Rating Officials and Higher-Level Reviewers (HLR) 

(1) Develops and approves written performance plans, per reference ( a), for each covered 
employee based upon work assignments and responsibilities within 30 days of the beginning of 
the performance period, 

(2) Provides continuous feedback to employees throughout the performance period and 
starting on 1 April 2026, provides three progress reviews during the performance period (see 
outlined requirements listed in enclosure (2)), 

(3) Recommends and or approves a rating of record for each employee, 

(4) Continuously rewards and recognizes employees throughout the performance cycle 
(as appropriate). (Note: Do not wait until the end of the performance cycle to recognize 
employees), and 

(5) Contacts BUPERS-05 any time during the performance period if employee 
performance is detennined to be at the unacceptable level. Follow all guidelines established by 
5 U.S.C., chapter 43 and DON guidance. 
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Employees. Employees are encouraged to participate in mid-year progress reviews and 
year-end assessments. Employees are also encouraged to: 

(1) Participate in the development of critical elements, 

(2) Identify and record their accomplishments and results throughout the appraisal 
period,and 

(3) Provide timely written self-assessment input for progress reviews, closeouts, and 
annual assessments. 

7. MyPerformance Appraisal Tool. The MyPerformance appraisal tool, located in MyBiz+ at: 
https://compo.dcpds.cpms.osd.mil/,is the only automated appraisal tool that has been authorized 
for use in administering and documenting activities under DPMAP. This tool is used to create, 
review, and approve performance plans. It is also used to document modifications to 
performance plans, progress reviews, and employee input on his or her individual performance 
and performance appraisals. When supervisors or employees do not have access to the 
MyPerformance appraisal tool, they must use the paper.copy of DD 2906 Department of Defense 
Civilian Performance Plan, Progress Review and Appraisal to document performance. DD 2906 
may be accessed at: https://www.esd.whs.mil/Directives/forms/. 

complete DPMAP training to successfully implement DPMAP. In-person training will be 
announced as scheduled. 

9. Action. BUPERS activities will provide reports to BUPERS-05 at the start of the 
performance cycle, mid-year, and at the end of the performance cycle indicating the status of 
performance plans for all employees. 

a. Records created as a result of this instruction, regardless of format or media, must be 
maintained and dispositioned for the standard subject identification codes (SSIC) 1000 through 
13000 series per the records disposition schedules located on the Department of the 
Navy/Assistant for Administration (DON/AA), Directives and Records Management Division 
(DRMD) portal page at https://portal.secnav.navy.mil/orgs/DUSNM/DONAA/DRM/Records­
and-lnfonnation-Management/ Approved%20Record%20Schedules/F orms/ Allltems.aspx. 

b. For questions concerning the management ofrecords related to this instruction or the 
records disposition schedules, please contact your local records manager or the DON/ AA DRMD 
program office. 

11. Review and Effective Date. Review and Effective Date. Per OPNA VINST 5215.17 A, 
BUPERS-05 will review this instruction annually around the anniversary of its issuance date to 
ensure applicability, currency, and consistency with Federal, DoD, Department of the Navy 
policy and statutory authority using OPNA V 5215/40 Review of Instruction. This instruction 

8. Training Requirements. All BUPERS employees and rating officials are required to 

10. Records Management 

4 

https://portal.secnav.navy.mil/orgs/DUSNM/DONAA/DRM/Records
https://www.esd.whs.mil/Directives/forms
https://compo.dcpds.cpms.osd.mil
https://12430.4D
https://portal.secnav.navy.mil/orgs/DUSNM/DONAA/DRM/Records
https://www.esd.whs.mil/Directives/forms
https://compo.dcpds.cpms.osd.mil/,is
https://12430.4D


 

  

  

  

 

BUPERSINST 12430.4D 
20 Jul 2026 

will be in effect for 10 years, unless revised or cancelled in the interim, and will be reissued by 
the 10-year anniversary date if it is still required, unless it meets one of the exceptions in 

OPNA VINST 5215.17 A, paragraph 9. Otherwise, if the instruction is no longer required, it will 

be processed for cancellation as soon as the cancellation is known following the guidance in 
OPNAV Manual 5215.1 of May 2016. 

12. Form 

a. DD 2906 Department of Defense Civilian Performance Plan, Progress Review and 
Appraisal is available at: https://www.esd.whs.mil/Directives/forms/. 

b. BUPERS utilizes MyPerformance in My Biz+ to retain completed performance appraisal 
forms. If MyPerformance is unavailable, BUPERS activities will store completed electronic 

DD 2906 forms into the approved records management system, and then later upload them into 
My Performance page once it becomes available. 

Deputy Chief of Naval Personnel 

Releasability and distribution: 

This instruction is cleared for public release and is available electronically only via BUPERS 
Web site: https://www.mynavyhr.navy.mil/References/BUPERS-lnstructions/. 
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DEFINITIONS 

The following is a glossary of common terms used in this instruction: 

Acceptable Performance - Performance that meets an employee's performance requirement(s) or 
standard(s) at a level of performance above "Unacceptable" in the critical element(s) at issue. 

Activity or Command - A field installation, headquarters command, or headquarters office with a 
commander, commanding officer, or officer in charge who has delegated budget authority. 

Appraisal - The process under which performance is reviewed and evaluated against the 

Award - Recognition for individual or team achievement that contributes to meeting 
organizational goals or improving the efficiency, effectiveness, and economy of the Government 
or which is otherwise in the public interest. 

Critical Element - A work assignment, goal, objective, or responsibility of such importance that 
unacceptable performance on the element would result in a determination that an employee's 
overall performance is unacceptable. Only critical elements may be used in DPMAP. 

Day - Unless otherwise specified, calendar day. 

Higher-Level Review (HLR) - A senior level management official, normally above the level of a 
rating official. 

Narrative Statement - An assessment conducted when an employee or first-level supervisor 
leaves a position or ceases to have rating responsibilities when the employee has been in a 
position for more than 90 days and has more than 90 days remaining in the performance period. 

Perfonnance - Accomplishment of work assignments or responsibilities. 

Perfonnance Period - The established period-of-time for which performance will be reviewed 

Performance Plan - All of the elements that describe the expected performance of an individual 
employee. A plan must include all critical elements and their related performance standards. 

Performance A wards Review Board (PARB) - A group of senior leaders of an organization 
whose responsibility is to review and approve all awards at a strategic level for fairness, 
appropriateness, and adherence to merit system principles. 

and a rating of record prepared. 

Enclosure (1) 
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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. 

Position Description - Officially documents managements' assignment of major duties, 
responsibilities, and organizational relationships to a position. Because it serves as the official 
record of the classification of the job, it can be used to make other personnel decisions, such as 
deriving critical elements. 

Progress Review - Required conversations with an employee about perfonnance as it relates to 
critical elements measured against applicable performance standards. 

Rating of Record- The performance rating level assigned at the end of an appraisal cycle for 
performance of agency-assigned duties over the entire cycle. 

Rating Official - A rating official, generally an employee's first-line supervisor, is responsible 
for establishing performance plans for his or her employees based upon the parameters identified 
in this policy, carrying out required performance reviews with employees, taking action as 
necessary to correct less than satisfactory performance, and recommending a summary level and 
rewards recognition for performance (as appropriate) to the HLR. The rating official must be a 
management official as described in reference (b) and is typically the immediate supervisor. 

Unacceptable Performance - Performance of an employee that fails to meet established 
performance standards in one or more critical elements. 

2 Enclosure (1) 
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PERFORMANCE PLAN REQUIREMENTS 

DPMAP System. The DPMAP is a three-tiered system. The possible ratings of record areee
"5" - Outstanding, "3" - Fully Successful, and "1" - Unacceptable." Per reference (a), eachee
employee mustehave an approved written performance plan based on work assignments andee
responsibilities no later than 30 days after the start of the performance period, their onboard date,ee
or the date they move into a new position.ee

Critical Elements. Non-supervisory plans are limited to two critical elements. Supervisoryee
plans are limited to three critical elements. Each element must have associated performanceee
standards that define expectations. All employee plans require standards written at the "Level 3 -
Fully Successful" and "Level 5 - Outstanding" levels. Supervisors should develop performanceee
standards for critical elements. Critical elements are only used to measure individualee
performance; therefore, supervisors must not establish critical elements for team performance.ee
Whenever possible, performance standards should include specific, measurable, achievable,ee
relevant, and timely (SMART) criteria.ee

3.eePerformance Elements. The number of supervisory performance elements for supervisorsee
must equal or exceed the number of non-supervisory (technical) elements. Performance plansee
for supervisors must also contain the supervisory critical elements outlined in enclosures (3) andee
( 4). These elements hold supervisors accountable for duties such as:ee

a.eePlanning, monitoring, developing, correcting, and assessing employee performance,ee

b.eeRecruiting, hiring, and onboarding of new employees, andee

c.eeThe execution of equal employment opportunity (EEO) responsibilities.ee

4.eeStandard Supervisory Critical Elements. Standard supervisory critical elements have beenee
established by the Office of Personnel Management (OPM) and DON to standardize supervisoryee
and EEO requirements (see enclosures (3) and (4)). Additionally, performance plans for specificee
types of positions, such as those with safety or security requirements, must include at least oneee
critical element that addresses any specific requirements. Refer to reference (a) for moreee
information.ee

5.eeMinimum Period to Receive a Rating Record. To receive a rating of record, an employeeee
must have a minimum of 90 days under an approved performance plan in the same position. Ifee
necessary, an employee's rating period may be extended by the rating official with approvalee
from the HLR beyond the end of the rating period to ensure the minimum 90-day period is met,ee
as long as the extension does not interfere with the ability to manage any part of the rating andee
rewarding process for the employee's organization. This approval should only be given after theee
performance management liaison is consulted. If such an extension would interfere with ratingee
and rewarding activities, then it should not be given, and the period of perfonnance should beee
added to the beginning of the subsequent rating period. In this situation, the employee's close­
out rating from the previous supervisor would become the rating of record.ee
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Modifying Plans - A performance plan is a flexible living document and should be reviewed 
and discussed throughout the appraisal cycle. Plans may be modified as organizational goals and 
priorities, and employee responsibilities change. All approved modifications to performance 
elements or standards must be discussed with the employee, and the employee should 
acknowledge the revisions in the MyPerformance appraisal tool or on the DD 2906. If 
considering a change to an element or standard within 90 days of the end of the appraisal cycle 
when work requirements change or new duties are assigned, the supervisor may: 

a. Review the element or standard at the beginning of the next appraisal cycle, 

b. Update the plan. If the employee does not have an opportunity to perform the new 
element( s) for the minimum 90-day period, do not rate the element( s ), or 

c. Extend the appraisal cycle by the amount of time necessary to allow 90 days of observed 
performance under the revised element or standard. Extending the appraisal cycle will affect the 
start date of the employee's subsequent appraisal cycle; however, the subsequent appraisal cycle 
should still end as scheduled. 

a. Performance discussions are required throughout each appraisal cycle to ensure 
employees receive timely feedback, clear expectations, and ongoing support. For a standard 12-
month performance cycle that initiates and concludes in a fiscal year (FY), supervisors will 
conduct and document five performance discussions: an initial performance plan discussion, 
three quarterly progress reviews, and an annual appraisal at the end of the cycle. 

Standard 12-Month Cvcle (1 October - 30 Seotember 2026) 

Required Discussion II Timing 
!Initial Performance Plan DiscussionllBeginning of the cycle 

!Progress Review #1 !!Quarterly 
!Progress Review #2 !!Quarterly 
!Progress Review #3 !!Quarterly I 

7. Progress Reviews 

!!Annual Appraisal !!End of cycle (4th quarterly check-in)! 

During progress reviews, employees should be informed of how they are progressing with regard 
to their critical elements. To the maximum extent possible, progress reviews will be informative 
and developmental in nature and will focus on future performance expectations. The rating 
official is required to provide inputs on progress reviews. Employee self-assessment input is 
optional. 
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8. Narrative Statements - Narrative statements should be completed when 
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b. Progress reviews do not require the assignment of a rating of record; however, at any 
time during the performance period, that perfonnance is determined to be unacceptable in one or 
more critical elements of the employee's performance plan, per reference (a), the employee is to 
be formally notified in writing and given a reasonable opportunity to demonstrate acceptable 
performance. 

c. The rating official and employee sign and date the performance appraisal form to indicate 
the progress review was conducted. Failure by an employee to sign will not void the content of 
the plan or progress review. The employee's signature under the employee acknowledgement 
indicates the employee has received the progress review but does not necessarily constitute 
agreement with it. If the employee refuses or is unable to sign, the rating official must document 
the employee acknowledgement and select "Unable to Sign," "Refused," "Other," or "No 
System Access" from the drop-down arrows for acknowledgment. If "Other," enter method in 
"Other Method" text box. 

a. An employee completes a detail or temporary promotion of more than 120 days under 
established critical elements. This requirement also applies to employees on loan from another 
activity or agency for more than 120 days. 

b. An employee changes positions, is promoted, or moves to a new agency or activity after 
being under established critical elements for a minimum of90 days. 

c. The rating official leaves the position after the employee has been under established 
critical elements for a minimum of 90 days. In this situation, the employee may continue under 
the same performance plan unless changed by the new rating official. 

d. If there are less than 90 days remaining in the performance period, the RO should 
complete the annual appraisal and assign a rating of record instead of the narrative statement. 

Annual Appraisals - An annual appraisal must be conducted for each employee at the end of 

a. Employees provide their rating officials with self-assessment inputs of their 
accomplishments for each of their critical elements compared to their assigned performance 
standards on DD 2906 no later than 15 calendar days after the end of the performance period. 

b. Rating officials are required to consider employee self-assessments and prepare written 
assessments of employee performance and contribution to mission no later than 30 calendar days 
after the end of the performance period. Written assessments will be used to justify 
recommended ratings of record to the HLR. 

3 Enclosure (2) 
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c. The rating official's recommended performance ratings are subject to the review and 
approval by the HLR. If the HLR changes the performance rating, the rationale for doing so 
must be documented in writing. 

d. Rating official and HLR assessments must document the employee's accomplishments in 
a manner that articulates how the individual met the appropriate career level, element level, and 
reward recommendation level performance standard. 

e. The rating official and employee sign and date DD 2906 to indicate the annual appraisal 
was conducted. Failure by an employee to sign will not void the content of the plan or annual 
appraisal. The employee's signature under the employee acknowledgement indicates the 
employee has received the annual appraisal but does not necessarily constitute agreement with it. 
If the employee refuses or is unable to sign, the rating official must document the employee 
acknowledgement and select "Unable to Sign," "Refused," "Other," or "No System Access" 
from the drop-down arrows for acknowledgment. If"Other," enter method in "Other Method" 
text box. 

f. When a rating of record cannot be prepared by the time specified, the performance period 
may be extended to meet the minimum 90-day period as long as the extension does not interfere 
with the ability to manage any part of the rating and rewarding process for the employee's 
organization. A rating of record should be prepared as soon as practicable once the necessary 
conditions have been met. This extension may only be granted after consultation with the 
performance management liaison. 

a. Descriptions of Performance Rating Levels. The performance rating assigned should 
reflect the level of the employee's performance as compared to the standards established. Some 
samples that may be useful in developing standards for an employee are provided in the 
following subparagraphs. The samples provided below are from reference (a) and are intended 
to be illustrative only, do not apply to all work situations, and must be tailored to each particular 
circumstance. 

Level 5 - Outstanding. (a) Produces exceptional results or exceeds expectations well beyond 
specified outcomes. (b) Sets targeted metrics high and far exceeds them (e.g., quality, budget, 
quantity). (c) Handles roadblocks or issues exceptionally well and makes a long-term difference 
in doing so. (d) Is widely seen as an expert, valued role model, or mentor for this work. (e) 
Exhibits the highest standards of professionalism. 

Level 3 - Fully Successful. (a) Effectively produces the specified outcomes and sometimes 
exceeds them. (b) Consistently achieves targeted metrics. ( c) Proactively informs supervisor of 
potential issues or roadblocks and offers suggestions to address or prevent them. ( d) Achieves 
goals with appropriate level of supervision. 

10. Rating of Record 

4 Enclosure (2) 
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Level 1 - Unacceptable. (a) Does not meet expectations for quality of work; fails to meet many 
of the required results for the goal. (b) Is unreliable; makes poor decisions; misses targeted 
metrics (e.g., commitments, deadlines, quality). (c) Lacks or fails to use skills required for the 
job. ( d) Requires much more supervision than expected for an employee at this level. 

b.eeAccomplishments in each critical element are assigned an individual element level ofee
"5" - outstanding" "3" - fully successful," or "l" - unacceptable" after having been compared to 
the performance standards in the employee's performance plan. Ratings are based on a 
comparison of performance against written performance standards. All performance element 
ratings are averaged to calculate the rating ofrecord, which reflects the employee's overall job 
performance during the appraisal cycle based on the table below: 

Ratin!! Level Rating Criteria 

Level 5 - Outstanding The average score of all critical element performance ratings is 
4.3 or greater, with no critical elements being rated a "l" 
(Unacceptable), resulting in a rating ofrecord that is a "5." 

Level 3 - Fully Successful The average score of all critical element performance ratings is 
less than 4.3, with no critical elements being rated a "I" 
(Unacceptable), resulting in a rating ofrecord that is a "3." 

Level 1 - Unacceptable Anv critical element rated as "1." 

c.eeAn "unacceptable" rating of record is assigned only if performance on one or moreee
critical elements is appraised as unacceptable. Rating officials are required to contact BUPERS-
05 prior to assessing performance as unacceptable. 

d.eeThe performance appraisal form is signed electronically and dated by the employee,ee
rating official, and the HLR. The employee's signature under the employee-acknowledgement 
signifies the employee has received the rating but does not necessarily constitute agreement with 
it. If the employee refuses to sign or is unable to sign, the rating official must document the 
employee acknowledgement and select "Unable to Sign," "Refused," "Other," or "No System 
Access" from the drop-down arrows for acknowledgment. If"Other," enter method in "Other 
Method" text box. 

process per reference (a) and using the administrative grievance procedure outlined in referenceee
(f), or (where applicable) through the negotiated grievance process established in the collectiveee
bargaining agreement.ee

12.eDiscrimination Complaints. If dissatisfaction with a performance appraisal or rating is basedee
upon discriminatory factors, a pre-complaint should be initiated with the command EEOee
counselor. Pre-complaints are processed per reference (g). Contact infonnation for the EEOee
counselor is prominently posted throughout BUPERS facilities or the EEO office may beee
reached at Phone: 901-874-3023.ee

11.eGrievances and Appeals. Employees may raise issues relating to the performance appraisalee
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SUPERVISORY CRITICAL ELEMENT 

Manages an aligned, engaged, and high-performing team leading by example, and developing 
and executing a mission-aligned vision. Creates and maintains a positive, safe work 
environment. Upholds high standards of integrity and ethical behavior. 

• Ensuring compliance with applicable laws, regulations, and policies including merit system 
principles and prohibited personnel practice. 

• Effectively attracting and retaining a high-caliber workforce and acting in a responsible and 
timely manner on all steps in the recruihnent and hiring process. 

• Providing opportunities for orientation and tools for enabling employees to succeed. 

• Identify current and future position requirements to ensure recruitment. 

• Completing all performance management tasks in a timely manner ( e.g., planning, 
monitoring, and evaluating) and addressing performance and conduct issues. 

• Acting as a good steward of public funds. 

• Ensuring EEO principles are adhered to and addresses allegations of discrimination, 
harassment, and retaliation. 

• Supports the Whistleblower Protection Program by responding constructively to employees 
who make protected disclosures under 5 U.S.C., section 2302(b)(8), taking responsible actions to 
resolve disclosures, and fostering an environment in which employees feel comfortable, making 
such disclosures to supervisors or other appropriate authorities. 

• Effectively develop and champion innovative ideas to improve the organization and create an 
environment to foster innovation. 

Enclosure (3) 
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SUPERVISORY CRITICAL ELEMENT: HOLDING EMPLOYEES 

ACCOUNTABLE 

1. Part 1 Critical Element Title: Holding Employees Accountable 

a. Performance Element and Standards: Ensures subordinate's commitment to efficient 
work execution. Models self-accountability and holds subordinates accountable for high-quality 
results. Recognizes, supports, and rewards excellent work from employees supervised. Timely 
and efficiently addresses poor and mediocre performance of employees supervised, including 
seeking appropriate action up to removal from the Federal service. Takes appropriate action 
when employees report concerns of illegal conduct or waste, fraud, or abuse. 

Fully Successful: The supervisor consistently demonstrates the following behaviors and 

(1) Ensures that subordinates are committed to executing work efficiently and 
effectively, modeling self-accountability in all tasks. 

(2) Holds subordinates accountable for delivering high-quality results, setting clear 
expectations and standards. 

(3) Actively recognizes, supports, and rewards excellent work of employees, fostering a 
culture of achievement and motivation. 

(4) Addresses poor and mediocre performance in a timely and efficient manner, 
implementing corrective actions as necessary, including considering removal from Federal 
service (if appropriate). 

(5) Consistently takes appropriate action when employees report concerns of illegal 
conduct or waste, fraud, or abuse. 

* Please see continuation of this Critical Element in "Holding Employees Accountable 
(Continued) " 

2. Part 2 Critical Element Title: Holding Employees Accountable (Continued) 

a. Performance Element and Standards: Outstanding performance in this element reflects a 
supervisor who not only meets the basic requirements but exceeds them by creating a high­
performing team that consistently delivers exceptional results, while maintaining a positive and 
compliant workplace culture. 
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Outstanding: The supervisor consistently demonstrates the following behaviors and 
results: 

(I) Consistently demonstrates and instills a strong commitment to efficient work 
execution among subordinates, leading by example and optimizing processes to enhance 
productivity. 

(2) Achieves exceptional results through subordinates by setting clear and ambitious 
goals, and providing the necessary resources and guidance to exceed expectations consistently. 

(3) Proactively identifies and celebrates outstanding contributions from employees, 
implementing innovative recognition programs that significantly boost morale and 
motivation. 

(4) Effectively manages performance issues with a strategic approach, resulting in 
noticeable improvements in employee performance and engagement. Demonstrates skillful 
handling of complex and sensitive employee situations, including successful resolution of 
performance related challenges using the full range of administrative actions. 

(5) Fosters a transparent and supportive environment where employees feel safe to report 
concerns of illegal conduct or waste, fraud, or abuse. 

Note: Part I and 2 of the Holding Employees Accountable element must be combined into one 
element upon the increase in the character limit within the MyPerformance tool. Until the 
character limit increase in the MyPerformance tool, parts 1 and 2 should be entered as two 
separate elements. 
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