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SUBJECT: Performance Appraisal Program for DoD Civilian Employees 

References: See Enclosure 1 

1. PURPOSE. This Instruction, in accordance with References (a) through (d), establishes a 
performance appraisal program for covered employees that complies with the Department of 
Defense (DoD) Performance Appraisal System (subchapter 430 of DoD 1400.25-M (Reference 
(e)) and aligns to the requirements ofTRICARE Management Activity Administrative 
Instruction No. 30; title 5, United States Code; and title 5, Code of Federal Regulations 
(References (f) through (h)). 

2. APPLICABILITY. This Instruction: 

a. Applies to General Schedule (GS), Federal Wage System (FWS), Physician and Dentists 
Pay Plan, Senior Level (SL), and Scientific or Professional (ST) employees assigned to Joint 
Task Force National Capital Region Medical (JTF CapMed) Headquarters, Walter Reed National 
Military Medical Center, Fort Belvoir Community Hospital, and the Joint Pathology Center. 

b. Does not apply to individuals who: 

(1) Occupy excepted service positions for which employment is not reasonably expected 
to exceed 90 days in a consecutive 12-month period. 

(2) Are serving in positions under a temporary appointment for less than 1 year. 

(3) Agree to serve without a performance evaluation, and win not be considered for a 
reappointment or increase in pay based in whole or in part on performance. 

(4) Are excluded from coverage under other applicable law. 

3. DEFINITIONS. See Glossary 
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4. POLICY. It is JTF CapMed policy that: 

a. The objective of performance management is to improve individual, team (where 
applicable), and organizational performance. The annual performance period is from October 1 
to September 30. 

b. The purpose of the performance appraisal program is to communicate and clarify 
organizational goals to employees; identify individual and, where applicable, team accountability 
for accomplishing organizational goals; identify and address developmental needs for individuals 
and, where applicable, teams; assess and improve individual, team, and organizational 
performance; use appropriate measures of performance as the basis for recognizing and 
rewarding accomplishments; and use the results of performance appraisal as a basis for 
appropriate personnel actions, consistent with merit system principles in section 2301 of 
Reference (g). 

c. The method for deriving and assigning a summary level may not limit or require the use 
of particular summary levels (i.e., establish a forced distribution of summary levels). Methods 
used to make distinctions among employees or groups of employees on the basis of their 
performance may be used for purposes other than assigning a summary level including, but not 
limited to, award determinations and promotion decisions. 

d. Employees must occupy a covered position on the last day of the appraisal period to be 
eligible for a performance rating or performance-based monetary recognition. 

e. Only one type of monetary recognition may be approved for performance during an 
appraisal period (i.e., either a performance award or a quality step increase (QSI)). 

f. A QSI may be approved no more frequently than once within any consecutive 104-week 
period and then only when the employee is expected to remain in the same position for at least 
60 days after the effective date of the QSI and the high-quality performance is expected to 
continue. 

g. Employees promoted or appointed during the appraisal period are not eligible for a QSI. 

5. RESPONSIBILITIES. See Enclosure 2 

6. PROCEDURES. See Enclosures 3 through 6 

7. RELEASABILITY. UNLIMITED. This Instruction is approved for public release and is 
available on the Internet from the JTF CapMed Web Site at: www.capmed.mil. 
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8. EFFECTIVE DATE. This Instmction is effective immediately for non-bargaining unit 
employees. It will go into effect for bargaining unit employees upon the completion of statutory 
bargaining obligations. 

,(~~.tl1//
~rlA~LL 
Executive Director for Administrative Operations 
By direction ofthe Commander 

Enclosures 
1. References 
2. Responsibilities 
3. Procedures and Requirements for Performance Appraisal 
4. Recognizing and Rewarding Accomplishments Based on Performance 
5. Using the Results of Performance Appraisal as a Basis for Appropriate Personnel Actions 
6. Employee Performance Plan and Results Report 

Glossary 
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ENCLOSURE 1 


REFERENCES 


(a) 	 Deputy Secretary of Defense Memorandum, "Establishing Authority for Joint Task Force ­
National Capital Region/Medical (JTF CapMed) and JTF CapMed Transition Team 
(Unclassified)," September 12,2007 

(b) 	 Deputy Secretary of Defense Action Memorandum, "Civilian and Military Personnel 
Management Structures for the Joint Task Force National Capital Region - Medical," 
January 15, 2009 

(c) 	 Comprehensive Master Plan for the National Capital Region Medical, April 23, 2010 
(d) 	 Supplement to the Comprehensive Master Plan for the National Capital Region Medical, 

August 31, 2010 
(e) 	 DoD 1400.25-M, "DoD Civilian Personnel Management System," date varies by Volume 
(f) 	 TRICARE Management Activity Administrative Instruction No. 301 

(g) 	 Sections 2301, 5335(a), and subchapter I of chapter 43 oftitle 5, United States Code 
(h) 	 Subparts H and I of section 315, subpart B of section 430, and sections 430.208(b)(1), 432, 

53 1 A04(a)(1 ),531.405, and 531.407 of title 5, Code of Federal Regulations 
(i) 	 Section 7431(c) oftitle 38, United States Code 

I Release of this document is restricted by the TRJCARE Management Activity (http://www.tricare.mil/tma/) 
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ENCLOSURE 2 

RESPONSIBILITIES 

1. COMMANDER, JTF CAPIvLED (CJTF). The CJTF shall: 

a. Ensure the development, implementation, application, and evaluation of a performance 
appraisal program that complies with the DoD Performance Appraisal System (subchapter 430 of 
Reference (e)). 

h. Establish the annual awards budget ceiling for JTF CapMed MTFs and Centers for 
payment of performance awards under this Instruction and superior accomplishment, special act 
or service, and other authorized cash awards. 

c. Approve monetary awards that would grant more than a gross cumulative total of $5,000 
to a GS Physicians and Dentists (GP), FWS, SL, or ST employee in a fiscal year for performance 
(including performance awards and the value ofthe single-year increase in basic pay as a result 
of a QSI under this Instruction) or other accomplishments. 

2. DIRECTOR, MANPOWER AND PERSONNEL 0-1), JTF CAPMED. The Director, 
Manpower and Personnel (J-l), JTF CapMed shall: 

a. Oversee, coordinate, and monitor the enforcement of the performance appraisal system as 
outlined in this Instruction. 

h. Report to the CJTF the status of compliance on the performance appraisal system and the 
basis of personnel action as listed in Enclosure 5. 

3. DIRECTOR, RESOURCES 0-8) JTF CAPMED. The Director, Resources (J-8) JTF 
CapMed shall determine the civilian awards budget allocation for JTF CapMed MTFs and 
Centers. 

4. DIRECTOR, CIVILIAN HUMAN RESOURCE CENTER (CHRC). The Director, CHRC 
shall: 

a. Advise and assist rating, reviewing, and approving officials in carrying out their 
performance management responsibilities. 

h. Provide training and orientation on the performance appraisal program for employees and 
rating, reviewing, and approving officials. 
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c. Review performance ratings and performance-based recognition for compliance with 

applicable laws, rules, regulations, policy, and provisions of this Instruction. 

d. Process approved summary ratings and performance-based recognition. 

e. Update and maintain employee performance files in accordance with section 293 of 
Reference (h). 

f. Provide feedback on performance management to the Director, J-1. 

5. MTF COMMANDERS AND CENTER DIRECTORS. MTF Commanders and Center 
Directors shall: 

a. Ensure expenditures on performance awards under this Instruction and incentive awards 
for GP, FWS, SL, ST, and Senior Executive Service employees assigned to the organization 
pelmanently or temporarily (including on details) do not exceed the awards budget allocation. 

b. Approve or disapprove, within the awards budget allocation, nominations for monetary 
recognition (including performance awards and the value of the single-year increase in basic pay 
as a result of a QSI under this Instruction) and incentive awards for GP, FWS, SL, and ST 
employees that would grant a gross cumulative dollar amount not in excess of $5,000 per 
employee per fiscal year. 

c. Recommend in writing to the CJTF (through the Director, CHRC) approval of a monetary 
award that would cause the gross cumulative dollar amount of monetary recognition (including 
performance awards and the value of the single-year increase in basic pay as a result of a QSI 
under this Instruction) and incentive awards granted to a GP, FWS, SL, or ST employee to 
exceed $5,000 in a fiscal year. Such justification shall document the employee's performance 
and accomplishments, why he or she is deserving of cumulative monetary recognition that 
exceeds $5,000 in the fiscal year, and that there are sufficient awards funds available to pay the 
recognition. Authority to recommend such approval may not be delegated. 

6. HEADS OF HUMAN RESOURCE (HR) DEPARTMENTS AND HR LIAISONS. Heads of 
HR Departments and HR Liaisons shall: 

a. Work with designated Department points of contact to ensure that all employees have 
established performance plans and that performance appraisal forms are properly completed 
prior to submission to the CHRC for filing in official personnel folders. 

b. Provide reports on performance appraisal program administration within their activities. 

c. Provide information and reports as requested to the JTF CapMed Human Capital Office 
and CHRC to support regional analysis and reporting on overall program administration. 
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d. Participate in the training of new supervisors on perfonnance appraisal program 

responsibilities. 

7. APPROVING OFFICIALS. Approving officials shall: 

a. Resolve any disagreements between subordinate rating and reviewing officials on the 
establishment of employee perfonnance plans and recommended ratings and perfonnance-based 
recognition. 

b. Review and act on recommended perfonnance ratings with monetary recognition in a 
timely manner, ensuring accuracy and confonnance with regulation, policy, and provisions of 
this Instruction. 

c. Ensure that monetary recognition does not exceed available allocated funds. 

d. Review and decide on requests for reconsideration of approved ratings. 

8. REVIEWING OFFICIALS. Reviewing officials shall: 

a. Ensure that subordinate raters complete perfonnance plans and ratings in a timely manner. 

b. Review employee perfonnance plans and ratings prepared by rating officials to ensure 
consistency and equity throughout and across the organization. 

c. Approve or recommend approval of perfonnance plans and ratings prepared by 
subordinate raters, giving fair consideration to any employee self-evaluation. 

d. Ensure that only those employees whose perfonnance exceeds nonnal expectations are 
rated above Acceptable. 

e. Forward perfonnance appraisals recommending monetary recognition to the appropriate 
approving official for approval, disapproval, or change. 

f. Review requests for reconsideration of a denied within-grade increase (WGI) and advise 
the employee of the determination and appeal right (as applicable). 

g. Complete, secure approval of, and communicate approved perfOlmance plans, ratings, and 
performance-based recognition in the absence of the rater or if the rater fails to do so. 

9. RATERS. Raters shall: 

a. Communicate organizational goals, objectives, and priorities to employees. 
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b. Encourage employee participation in establishing and revising performance plans, as 

necessary. 

c. Discuss performance plan elements and standards with employees prior to the issuance of 
the plan; provide a written copy of the plan at the beginning of each appraisal period (or no later 
than 30 days after the beginning of each appraisal period or assignment of an employee to a 
position) and when plans are revised during the appraisal period. 

d. Review and evaluate performance, comparing results achieved with performance plans. 

e. Conduct one or more progress reviews with the employee during each appraisal period, in 
addition to providing regular, candid feedback on the quality of employee performance during 
the appraisal period. 

f. Prepare performance ratings and any performance-based recognition recommendations in 
a timely manner, giving consideration to any special ratings, employee self evaluations, etc. 

g. Discuss approved ratings with employees. 

h. Use the results of performance appraisal as a basis for appropriate personnel actions. 

10. EMPLOYEES. Employees shall: 

a. Provide input to the performance plan. 

b. Take responsibility to continuously improve performance, support team endeavors, 
develop professionally, and perform at their full potential. 

c. Ask the rater for clarification of the performance plan, should they have questions 
concerning performance expectations. 

d. Propose changes in the performance plan to raters during the appraisal period, as needed. 

e. Identify work problems and cooperate with raters to resolve them. 

f. Complete training and development assignments to meet current or future job performance 
needs. ' 

g. Provide a self-evaluation of performance during the appraisal period to the rater within 7 
days of the end of the appraisal period, if they wish. 
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ENCLOSURE 3 

PROCEDURES AND REQUIREMENTS FOR PERFORMANCE APPRAISAL 

1. OVERVIEW. In the JTF CapMed, performance appraisal is a dynamic, continuous process 
requiring effective communication between supervisors and employees (see Figure). When 
properly implemented, performance management provides a link between individual employee 
or group expectations, organizational goals, and ultimately either the rewards employees receive 
for their contribution to mission accomplishment or the attention they receive when performance 
expectations are not met. 

Figure. Performance Appraisal Cycle 

• 	 Discussemployee performance 

• 	 Provide the employee with a Summ(7)' RaUna 

• 	 Determrne if the employee iseliarbleJor • 	 Identify Critical Elements for upcomrna years 
performance awards • 	 Identify developmental and troininB needs 

• 	 Explain a rievance process ifnecessary 
• 	 Create a plan for monitorinB performance and 

communicatinB throuahout the year 

Month 61 	 1 

Month 1 	 Month 12 

Planning 	 Rating
• 	 Check employee proar'ess 

• 	 Providefeedback on performance 

• 	 Adjust Critical Elements ifnecessar), 

\\ ./ 
)1' 

Monitoring & Developing 

2. 	PERFO~CEPLAN 

a. An Employee Performance Plan and Results Report (Enclosure 6) shall be prepared for 
each employee permanently assigned to a position for 90 days or more, or temporarily assigned 
to a position for 120 days or more. The performance plan shall be completed and signed within 
30 days of the beginning ofthe performance appraisal cycle or the employee's arrival on duty. 
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b. Raters may use the standard elements and standards provided on the last two pages of 

Employee Performance Plan and Results Report (Enclosure 6) with job- and organization­
specific measures or other elements and standards that describe the requirements of the position. 

c. Employees are encouraged to participate in developing the performance plan. 

d. Disagreement over the content of the plan should be resolved by the rater and employee, 
if possible. The rating and reviewing officials have approval authority over the content of the 
performance plan. 

e. Collateral duties are not an integral part of the position and will usually not be included in 
performance plans. However, raters must be aware that the impact of assigned collateral duties 
on established performance standards may require revision of employee performance plans. 

f. A performance standard or standards describing acceptable performance (i.e., performance 
at the element rating level "met") must be established for each critical element. Absolute (i.e., 
pass/fail) standards are permissible only when a single instance of failure to meet the standard 
could result in death, injury, breach of national security, or great monetary loss. 

g. Standards of conduct (e.g., for tardiness, absenteeism, insubordination) shall not be 
included in performance standards. Similarly, personal traits (e.g., resourcefulness, 
dependability) are rarely an appropriate basis for performance appraisal. Conduct problems 
normally will be corrected through disciplinary procedures, rather than by the performance 
appraisal process. 

h. Special requirements: 

(1) Personnel management or HR management must be a separate critical element for 
supervisory positions and include an assessment of the supervisor's performance in equal 
employment opportunity. 

(2) Performance plans shall provide for appraisal of performance on any other critical 
elements required by law, regulation, or policy. 

3. PERFORMANCE MONITORING 

a. Raters are encouraged to have ongoing discussions with employees concerning 
performance. In addition, to the maximum extent possible, progress reviews shall be informative 
and developmental in nature and shall focus on how to improve future performance. 

b. At a minimum, there shall be one progress review approximately midway through the 
appraisal period. This review shall be scheduled and include a discussion of the employee's 
performance relative to each critical element; changes in priorities, responsibilities, and 
resources; performance successes and deficiencies; how deficiencies may be corrected; and 
proposals for developing the necessary skills for effective performance. The midyear progress 
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review, and any other progress review(s), shall be documented in Part B of the Employee 
Performance Plan and Results Report (Enclosure 6). 

c. A review shall be scheduled if the employee's assignment changes significantly during the 
appraisal period. Changes in mission, organization, technology, or priorities; revisions to 
position descriptions; or changes to performance standards that were set too high or too low may 
require revised performance plans. Changes in performance plans should be made no later than 
90 days before the end of the appraisal period to allow the employee sufficient time to perform 
under the revised plan. 

4. PERFORMANCE RATING 

a. Employees will be encouraged to provide a self-evaluation of performance to the rater 
during the appraisal period for consideration in preparation of the recommended rating. 
Employee self-evaluations should be completed and turned in to the rater no later than 7 days 
after the end of the appraisal period. 

b. Within 20 days of the end of the appraisal period, the rater will prepare a proposed Part C 
of the Employee Performance Plan and Results Report (Enclosure 6). The official shall consider 
the performance during the entire appraisal period (i.e., the employee's actual performance) 
compared to the current performance plan, performance during the appraisal period under other 
plans as evaluated, and/or summary ratings provided for other positions. 

c. When preparing performance ratings, the rater shall assign one of four element ratings for 
each critical element: Unacceptable, Met, Exceeded, or Not Rated. Employees are entitled to 
the element rating that most accurately describes their performance compared to the performance 
standard(s) for the element during the appraisal period. Not Rated shall be used only when an 
employee has had no opportunity to demonstrate performance on an element (e.g., performance 
standard revised too near the end of the appraisal period). Only elements that are rated shall be 
considered in determining the summary rating level. An employee shall not be penalized for 
what he or she was not permitted or given the opportunity to do during the appraisal period. 

d. One of three summary rating levels, based on assigned element ratings, shall be used to 
describe the quality of the employee's overall performance. The following shall be used to 
determine the overall rating: 

(1) Level 5 - Excellent: Exceeds performance standards for all critical elements and is 
deserving of an overall summary rating level of Excellent. 

(2) Level 3 - Acceptable: Meets performance standards for all critical elements and is 
deserving of an overall summary rating level of Acceptable. 

(3) Level 1 - Unacceptable: Fails to meet performance standards for one or more critical 
elements. 
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e. When an employee exceeds the performance standards for all critical elements but one, 

and his or her performance on all other elements exceeds the Met level to the degree the 
employee walTants a summary rating of Excellent, the JTF CapMed MTF Commanders or 
Center Directors may approve a deviation to an Excellent summary rating level. Deviation to or 
from the Unacceptable summary rating level is not permitted per section 430.208(b)(1) of 
Reference (h). 

f. Performance ratings and performance-based personnel actions shall be reviewed and 
approved by officials at a higher level in the organization than the rating official. When there is 
disagreement over the proposed rating, the disagreement shall be resolved by the approving 
official. When the Department Heads of the JTF CapMed organization are the raters, higher­
level review and approval of Excellent (Summary Level 5) and Acceptable (Summary Level 3) 
ratings and awards is not required. 

g. The complete original approved Employee Performance Plan and Results Report 
(Enclosure 6) with all signatures and dates are due in the CHRC no later than 45 days after the 
close ofthe rating period, unless an approved extension has been given. 

h. Raters shall contact the JTF CapMed CHRC for guidance when: 

(1) It is not possible to assign an annual rating of record based on actual observed 
performance for the required minimum 90 days on an established performance plan. 

(2) The supervisor or employee will leave before the end of the rating period. 

(3) An employee is detailed or temporarily promoted for 120 days or longer. 

(4) An employee's performance is Unacceptable on any critical element, or improves to 
the Acceptable level after the issuance of a performance improvement plan. 

5. UNACCEPTABLE PERFORMANCE. Supervisors and raters must address poor 
performance whenever it occurs, not merely at the conclusion of the rating period. Whenever the 
supervisor considers an employee's performance to be Unacceptable on one or more critical 
elements, the rater must contact the JTF CapMed CHRC for advice and guidance. Regulations 
require that the rater must notify the employee in writing of the specific nature of the employee's 
performance deficiencies and take action to assist the employee in improving his or her 
performance. Such assistance may include, but is not limited to, formal training, on-the-job 
training, counseling, closer supervision, and issuance of a performance improvement plan to 
offer the employee a reasonable opportunity to improve. Also, the employee must be informed 
in writing that performance of a critical element must reach and be sustained for 1 year at the 
Met level for retention in the position. If the employee's performance remains at the 
Unacceptable level after a reasonable opportunity to improve (in no case will the length of time 
be less than 30 days), action shall be initiated to reassign, demote, or remove that employee from 
the position based on Unacceptable performance. 
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ENCLOSURE 4 


RECOGNIZING AND REWARDING ACCOMPLISHMENTS BASED ON 

PERFORMANCE 


1. PERFORMANCE AWARDS 

a. A perfonnance award is a lump sum cash payment which may be granted to an employee 
whose most recent rating of record is at least Acceptable (Summary Level 3) and whose 
perfonnance on one or more critical elements is rated Exceeded. 

b. JTF CapMed MTF Commanders and Center Directors must ensure their annual 
expenditure for perfonnance awards under this Instruction and for all other civilian cash awards 
is within their allocation. 

c. Subject to the awards budget allocation, MTF Commanders and Center Directors may 
approve monetary recognition that would not grant a cumulative gross total of more than $5,000 
per fiscal year to an employee covered by this Instruction for perfonnance (including 
perfonnance awards and the value of the single-year increase in basic pay as a result of a QSI) 
and other accomplishments. A cumulative total that would grant a covered employee more than 
$5,000 in a fiscal year (including the value of the single-year increase in basic pay as a result of a 
QSI) requires written justification from the MTF Commander or Center Director through the 
Director, CHRC to the CJTF. Such justification shall document the employee's perfonnance and 
accomplishments and why the employee is deserving of cumulative monetary recognition 
(including the value of the single-year increase in basic pay as a result of a QSI) that would grant 
him or her in excess of $5,000 in the fiscal year. The memorandum must include a statement 
that there are sufficient awards funds available within the organization's awards allocation to pay 
the award. The MTF Commanders or Center Directors may not delegate the authority to initiate 
such requests. The approving authority is the CJTF. 

d. When an award is paid as a percentage of basic pay, the rate of basic pay shall be that in 
effect on the last day ofthe employee's appraisal period for which the rating ofrecord was 
approved and shall not take into account any adjustments made after that date. 

e. JTF CapMed MTF Commanders and Center Directors are encouraged to recognize 
perfonnance on a relative basis, so that higher perfonnance awards are approved for employees 
receiving higher ratings than the awards for those receiving a lower rating in the same unit at the 
same grade. The following subparagraphs provide guidance in detennining the amount of a 
perfonnance award based on the most recent rating of record: 

(1) Excellent: 2.5 percent to 5.0 percent. 

(2) Acceptable: 1.0 percent to 2.4 percent. 
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2. QSl 

a. A QSI may be granted to an employee assigned to a permanent position in the GS or GP 
who receives an Exceeded rating on each critical element of his or her performance plan and a 
rating of record of Excellent (Summary Level 5). The Excellent (Summary Level 5) rating shall 
not have been derived by using the summary-level deviation provision. A QSI may be approved 
no more frequently than once within any consecutive 1 04-week period, and then only when the 
employee is expected to remain in the same position for at least 60 days after the effective date 
of the QSI and the high-quality perfOlmance is expected to continue. 

b. Employees promoted or appointed during the appraisal period are not eligible for a QSI. 

c. A QSI will not change the effective date of the employee's normal WGI, except where 
receipt of a QSI places an employee in the fourth or seventh step of a grade. In these instances, 
the waiting period for a regular WGI is extended by 52 weeks under the graduated waiting period 
schedule prescribed in law and regulation (section 5335(a) of Reference (g) and section 531.405 
of Reference (h» . 

d. A QSI is effective normally on the first day of the first pay period following approval. If 
an employee completes the required waiting period and the conditions of eligibility for a WGI 
that is to be effective on the same date as the approved QSI, the increases shall be processed on 
that date in the order that will provide the maximum benefit to the employee. 
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ENCLOSURE 5 


USING THE RESULTS OF PERFORMANCE APPRAISAL AS A BASIS FOR 

APPROPRIATE PERSONNEL ACTIONS 


1. PROBATION ON INITIAL APPOINTMENT TO A COMPETITIVE POSITION. An 
employee may be removed at any time during the probationary period ifhis or her performance 
is less than Acceptable (Summary Level 3). The rating official shall advise the employee in 
writing as to why he or she is being terminated and the effective date of the termination. As a 
minimum, the notice shall consist of the official's conclusions as to the inadequacies of the 
employee's performance. A termination for Unacceptable performance during a probationary 
period must be effective prior to the end of the employee's tour of duty on the day before the 
anniversary date of the employee's appointment. See subpart H of section 315 of Reference (h). 

2. PROBATION ON INITIAL APPOINTMENT TO A SUPERVISOR OR MANAGERIAL 
POSITION. An employee who, for reasons of supervisory or managerial performance, does not 
satisfactorily complete the Supervisory or Managerial probationary period is entitled to be 
assigned to a position of no lower grade and pay than the one the employee left to accept the 
supervisory or managerial position. See subpart I of section 315 of Reference (h). 

3. WGI. In order to be eligible to receive a WGI, an employee's most recent rating of record 
must be Acceptable or better. Supervisors will contact the JTF CapMed CHRC if an employee's 
performance is not at the Acceptable level and the employee is due to receive a WGI. If the rater 
determines that the employee is not performing at the Acceptable level, he or she shall complete 
an Unacceptable rating of record and notify the employee in writing of the negative 
determination. The JTF CapMed CHRC will provide advice and guidance to the rater in 
preparing the necessary notice. 

a. The employee or his or her designated representative may request reconsideration of a 
negative determination. The employee or his or her representative should contact the JTF 
CapMed CHRC for information on requesting reconsideration. 

b. If the negative determination is overturned, the employee shall be so informed, and the 
effective date of the WGI shall be retroactive to the original due date. 

c. If the negative determination is sustained, the employee will be informed in writing of the 
reasons for the decision and of the right to appeal the decision to the U.S. Merit Systems 
Protection Board. For an employee covered by a collective bargaining agreement, a 
reconsideration decision that sustains a negative level of competence determination is reviewable 
only in accordance with the terms of the agreement. 

d. When a WGI has been withheld, the rater may at any time thereafter prepare a new rating 
of record of the employee's performance and grant the WGI when he or she determines the 
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employee has demonstrated sustained performance at an acceptable level of competence. At a 
minimum, the determination should be reviewed within 52 weeks and at least annually 
thereafter. When a previously denied WGI is granted in the above circumstances, the effective 
date of the WGI shall be the first day of the first pay period after the acceptable level of 
competence determination is made. 

4. PROMOTION. Due weight shall be given to performance appraisals and incentive awards in 
qualification and selection for promotion. 

5. TRAINING AND DEVELOPMENT. The appraisal process should be used to identify 
opportunities for improving/enhancing knowledge, skills, abilities, and job performance. Such 
opportunities may be entered at the end of the appraisal period in Part D of the Employee 
Performance Plan and Results Report (Enclosure 6). 

6. ACTIONS BASED ON UNACCEPTABLE PERFORMANCE. At any time during the 
appraisal period that the rater determines an employee's performance to be Unacceptable in one 
or more critical elements, the rater shall contact the JTF CapMed CHRC immediately for advice 
and assistance. Because Unacceptable performance can ultimately result in an employee's 
reduction in grade or removal from Federal Service, it is essential that applicable laws and 
regulations are observed and that the employee is provided with an opportunity to improve his or 
her performance to the Acceptable level. 

7. REDUCTION IN FORCE. Ratings of record are used as the basis for granting additional 
retention service credit in a reduction in force (section 351 of Reference (h)). 

8. REQUESTS FOR RECONSIDERATION OF AN APPROVED RATING OF RECORD. 
Employees not covered by a negotiated labor agreement may request reconsideration of their 
approved rating of record. The request for reconsideration must be filed in writing with the 
approving official within 15 days ofthe date the employee became aware of the approved rating, 
as documented in Block 12.d. of Section IV of Part C of the Employee Performance Plan and 
Results Report (Enclosure 6). 

a. The request must include: 

(1) The employee's name, position title, series, grade, and assigned organizational entity. 

(2) The name, address, and telephone number of the employee's representative, if any. 

(3) The date the employee was notified of his or her approved summary rating. 

16 ENCLOSURES 




JTF CAPMED-I 1400.02 


NOV 0 9 2011 
(4) A clear and concise statement of the specific reason(s) the employee disagrees with 

the rating, based on his or her demonstrated performance in relation to the performance standards 
for each critical element at issue. 

(5) The element and summary ratings the employee believes are warranted based on his 
or her demonstrated performance in relation to the performance standards for each critical 
element at issue and derivation of the resulting summary rating. Sufficient detail must be 
included in the request to show how, why, and in what manner the employee's performance 
warrants a higher rating than the one received, based on demonstrated performance for each 
critical element at issue. 

(6) The employee's signature and the date signed. 

b. The time limit to request reconsideration of an approved rating of record may be extended 
if the employee has good cause for failing to request reconsideration within 15 days. 

c. The approving official will review the request for reconsideration, the rating, and 
supporting documentation from the rater and the employee, and render his or her written decision 
to the employee no later than 30 days after receipt of the request. If the decision is to grant the 
relief sought by the employee, a new Employee Performance Plan and Results Report (Enclosure 
6), using the same dates as the original, shall be accomplished and forwarded to the JTF CapMed 
CHRC Labor and Management Employee Relations Division, along with a complete copy of the 
reconsideration file. If the decision is not to grant the requested relief, the employee shall be so 
informed of that decision in writing. The decision of the approving official is [mal. 

9. GRIEVANCES OF AN APPROVED RATING OF RECORD. Employees who receive an 
Unacceptable rating of record and who are not represented by a union with a negotiated labor 
agreement may file an administrative grievance. Employees represented by a union with a 
negotiated agreement may file a grievance in accordance with the applicable negotiated 
procedure. 
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ENCLOSURE 6 

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 

PRI'ift,CY ACT STATEMENT 

PRINCIPAL PURPOSES: sed for perfom,;)I cee pla nnin9 and results reporting documenta" on 
requirements fo r the Pe-rformance .Appraisal Prc'gr.am for G,ener31-S,;hedule, Feder<ll 'oN3.;e System, and 
Certain Comer Em,oloyees, 

R.O UTIf·~E USES: Hone. 

DISCLOSU RE: Personal i jentifj::;ajion if io m137icor1 is ·c:opicj by the empk:.-yeee's mtin,;) ~FfiGi<.11 from ~}tl'ler 
fi les. Thus, tnere is no situation '#1 ere tee en pfoyee must choose between disclosin; or nc-: disclosing 
persona l i fcrn~ atio n . Employee signatllres or the lad of signatures on Paris A B. C .:md D do n01 connote 
en'ployee .,,-erifi8.:l 'ion of any p ers,~,n,]1 infom',ation on me iNn'" 
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EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 
INSTRUCT10NS FOR COMPLETING 

PART A. 

1 R2.1ing offic -3I ~. are res ::.) "~ib ~ '·:,r ~"surinQl t"at all 
identifying infQ"'1131icn in !2s :tion " Bloc;:s l,T, ~. 

lX'mp ;-1.; 

2 At t, ·~ be ;! " . ng ~,f the appra '531 period .:,r .t'Dn lr,e 
emplo~'* s ent'.:m~ in ;3 ~S'II po~ l;cn , 1he rat " ;I eff .i31 
oon'p s:es Soect on I I ':h emt' :> ~'eEc inpu!. The rat "g .=c', 
fe.'iew '1 , c'f ::ials ;3l:It'-o~'e tr ~ 'inal plan 

:; Th:.:- rating onc := , ~1?1j =lllng official, ana ~n· ::-:!r'E":- s gn 
and d 3 t~ Sect 'On III Blcck 9 

4 Ti,,. erig ".:;' 0' P~'i A s -et3 i -~ byme rat - , C'f d 31 
and .3 ccp}' c"~' lhe en DloY·:E. 

5 Part D, N. '11 l:;e - 7 is .3 requir~ crit.:~al eleri1e- t fe - all 
s" penr SCI'S. '··ou should OODY and ooste lhe ' requireQ" 
s~ction of the s. penr '50rj e ~ len; - :0 t"~ 'om, unde' PJre 
A. Ths remainder of t" e e';'11ent5. recon' 'T1endec ' or 
~.• pe~' scrs :;'·s cp j onal 

PART B. 

1 Appro:.in' ..;,]"I, midI 1",1" t '--,:ough lhe appraisal ::-"riod t" e 
ra .ing -rda co11pleles Sect ns 1 .:%."d II , Part B 3nc 
IT ~ets "Iit" the em c- c' ~'ee te. disC'. 55 the (S11P oyee's 
perorr'- .3nc;: f:: CFR -<3Q.207,:b :, ). Ado :ienal progre.s 
re'."ie"i'5shal be 00"' cted ' -d 0 "umemed ,,5 
nece:,s.JI)'. 

::: The ,." ployee IT."''i ents'!X'n' 11ents in ~ eoction I , 
510ck 8 

~ Th~ r;J ting .of' ic .,,- ;Jnd eo ::?I o~'s= sign ~- d ",1e Seoclien 
II . Sloc': 10, upen ro.11plelicn of t " ,= prv;'::e!;S 's"'iel"l(s). 

4 The erig "~ e' ~,;.n B S 'et3i - ,"," by 1he rat -. of"ial 
and" cop:. t ..y the en·~· lo~'H . 

PART C. 

1 'N min :20 0 3',,5 of 1he end "f the rating ~·.~riod, the '~1ing 
oiicial ,cmplet';s. Seelie - s I I, ~ -- II, Bleck 10. a. e el: 
11 a. or ~'. is calTlp ,,;jed only i' monetary recognit'on s 
reoom11end.;<.J. The ..atin c'ficial signs ~"d c~les ~3 .:.::t'O r, 
1\'. Slod: 1::.a. 

:: Thl? rating m e~ disc.·55?5 tll-= reeoo mendec rat ing of 
record .=c' .:.."'1 n'c -<:l ;Jrl r;,;.ccgn l ien rE<O::<11mendation wit" 
t'~ re ',oiewing r d ~:'r· '~' vi - , o'fi 'al,:s:l, as aPP ,=,c'riate. 
T-e r";'"iewi ng ·:;:o d ';'C,NO'I ., c'f "ials cor ::>Iete Sect ,:" I , 
Bleck '5 .O.b. r ll I .03 o r ~'., as ",~,.::> ropriav=. T s reviewing 
and appro'."ing c,nc ·: s s ', - anc date ~~.tion I',,'. S ocl<. 
12 b. or . 2.. , 3 S approp ~';;le 

; !he r;Jting oAe .,,- disc_sses t" S app'o\'ed rat - g ~-"C 
an~ monet:lry' reeognit :,n wit- the 1?11pleyee T-<: 
emplo ~.' :-.:- con'::· E'tl:-S ';t?cticn ,\t, =oc:k ": .d ~-t:: rna,. 
3tiJch (l .)ctJ 11ents. 

PART D. EMPLOYEE PERFORMANCE PLAr~ Ar~.D RESULTS 
REPORT 

Tile'" are rile bas " n'emcds mat can r~ useod fer de'.'eloping c" li C-21 
elem ~-ls 'or Perf0"'11anCe F 3ns. 

'. ····0. ma~' use me g eneric Pe-rorm:mC.<:- Ele11ents in Part D as ::. 
l empla"" 'or iaile' - _ ele1lents t·:o an indi'.'idual em ::,-c'~'ee 5 F an. 
:::'snerie st:;.ro-3rtis are also P'Ollideo t",;.t.... ass· '5t employe,.,; 
sup':'-!Jis()rs in del/€- -Iping Pbn~.. 

:. The second mS1hcd i= c0 de-.'elcp indi'.'iduali::ed crit C3 elem..nt; 
,ep.:;.r~lO: fr':,' l tll~ gene'; lo:mplatE< that are uniquEc to 03 - employ.~~'~ 

:'00; -ncn 

En'p '-'1ees ·=cc super.'is c<"S 5h,=-" ~ oar",'" 11\; re'. "W~' = inform3tio~ in 
Part 0 and deterrr - e the .:; t' pli~:· Ifly eT:he inf0"'11a1ion herein and 
c eteml ine t- ·s mOS1.:%L'propriate 1lethod of de'/e . ping ,r"2rfc "'11anCe 
:, lan~ . Sele-~t· 9 c - ~ e" the ·;l:·o~'.s options, or -:cmbining t's tile " a, 
racilit.:lJe Plan de~'e 'ODme-l 

COr.!PLETlotl ItISTRUCTIOtJS. 

'. The ;:'~ "1 1 -S U=';<J 'or r·s.-fcMlance ~' ';' ' ning ~nd '25ults reporting 
· OC'. 11entat 'Y . A PDF,Tillable 'i~'5ic- c' the :x,rtic~ is a'."ailable on 
,;Jp1Ied unde' C '~ i l i :;: - Personn.;1. 

2 . SE-"' the original of t' s comr- Sl ed fo."'11 to t" =. l ·:%c-=, a-,;; 
Man -~"e-i En'p f ee R':' .};l ic"5 ,,'anc- , ~HR~ Spec fie p~::: 
~ fc ",ation will be :<'c,vid: to you ~ rating on e.:% an ' emplo~'~ 
sha retain ~ ropy', 

"" The adn • 'Strat '"e offieo: shall -"t3 " perormanc: 'iles in ;3 seC'. r,. 
~nli "~" 'lenl fer ;!t 'P:;'-- d 07 - .0 ITJI;re r" ~'" :3 ~\=--1"=. 

19 ENCLOSURE 6 


http:nece:,s.JI
http:Appro:.in


------ ------------------------------------------------------------------

JTF CAPMED-I 1400.02 

NOV 0 9 2011 

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 
(Read the PrivacyActBfatemeutand Instructions on Pages 1 and 2 be.frJR! campJeling this fwm. 

PART A 


SECTION I - IDENTIFYING INFORMATION 

I . EM? _C' ~" EE N.! ~ E IL,u,t FlrGt. MI ~ r23:' lInttl:.I:, Z_ :3 S,N 0 2llr;:t 4­

·:ll~ ~tc:, 

1 b. TO 

~ . TlT.:..E J 6. S=;;;IE~ I .,.OR~~E I" OFFI·t'E 

SECTION II - PERFORMANCE P:LAN 

.. 

0 . 

d . 

---------------------------------------------------------------------------------------~.. 

SECTION III - PERFORMANCE PLAN SIGNATURES 

DATE 

~.':~'. ". ' ~ ~~"~'~I .,~ ,.. . -, '" 0 OA TE ~ ' ;'-'~--

o. EM ? _O','EE 8IG WAiUR;:; IErnpl':'Y$o '''" ", lg .ni1tlJ rD Ird~~<:. r.e'..·le""· lIr.::I '::IG o..:,~c;lo n wlbn t,1"10 OA TE 

R-!"!Jr-;;J orn OI;]!. It co ~:: n01 rit>C~G.:~~rl l~· rr;eZ'ln ~t'..:.t tno .e ' mpI01!~·~ :.~re&[, wtth t.,.." Ir,rC<rm o!."l lc'.l' cl n 
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EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 

PART B 


SECTION I - IDENT~FYmG lUFORMATION 

1. EM.?1.0 '(EE Nt. 'II.! E IL3C.t. Flr'Ct. M'~d ~ lnlt.l~I:, :2. t.5.~~ (Iole": 4 .:Ilg :! t;, ) 

• ,"I T!. E I · S=~IE~ IS. (l R.< r 'E 

~--------------~ 
SECTION II - PROGRESS RSVIEWS. 

9. R"' rJNG CFFICIA~ A SS= SS.ll ENT 

SECTION III - (PROGRES.S REVIEW{S ) SIGNAT'URES 

OA TE I PRL'VTEC tl.o l! E ;'Nl) T:,.L.= 

b . EMPLO'fee .!· IC ..NAru ;:e (=,"'!'Ipl o:r·~ ' c. GI ~ n~,ure lnC·!c3tec. re '/l&w -!. :ld d [r;jJ uccl.c·n '~ J:'lh ~h<e OA IE 

R~'I r:::~ o rnol.,' . j CijJoe.; nc·t necoc-vl r:ly n:·&lIin :h.:!-t tho! emplo:r~ e Zl q! reec wth tn., lr..:t(, rm .!~ l on on 

~-' 
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EMPLOYEE PERFORMANCE PlAN AND RESULTS REPORT 

PART C 

SECTION I - IDENTIFYING INFORM.ATION 
1. EM?2..0 '( EE NA~E IL~t;t. Fln::;t, MJ cid :.'ie j nttl~l) 

~ . ~P'OM ·:'('('r" (.fMMID O ~ ! :n. r e· 

_J 
' . finE , . SE"~IES Iil. QR.o:>E 11.oFF,¢e 

S .ECTIOt-J II - RESU.LTS 

SECTION III - RATING OF RECORD AND MONETARY RECOGNITION 

I L, = '~! EL1- !.)N ACC=?T~SLE I LE\.'EL~-..l.C C:=?TA5L!: L I LE'c!EL6-:: ,X C El l..ENi 

I RE '.' IEW INB 'OFF : C I~L I'.PPRC\'ED I CHANGED , c·: 

I ~PPR ·O'.' IN ,3 OFFoIC' lAL APPRQ VE", 

11. oW C}ilETA RY R =C0"3 .Hlno~1 IX iN· ~l3pllo~ble:i 

b . G ALlrt StEP IN ' ~REAS: :: ;:;: E COMME ~\OEO It.. 'IJ'te1 6 n ~ql o~ A-.?..?RC\' E'u J [J iSh PFRO 'lo'ED 

rZN ( ·rd Ie L·~=1 \,,;' ~ re d .) ~es _______ NO______ 

PE 

SECTION IV - R.ATING SIGNATURES 

I PA :~IEO N .r. ~E ~N D T ITLE 

I 

d _=..w. PLO ~· EE ·!' I .~ t~t.TU RE I:M P }J10<! r; r; 1~ ml':ule Knc l o tl ~ t. re v Iew "r;d ·jl€oQl:&cl o l1 ..... tt h :h~~~ t:rtO Ofl"loltll . It 

I ~ " 

~PPR O'.' EO 

DATE 

DATE 

DATE 

DA'T E 

1 DI ·!A'? i'iWVED 
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Part 0 

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 
PERFORMANCE ELEMENTS 
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Jnd r-;,'~Jnnl> .:I ~"OF' ::Jtely. (Again. !T',; star.dard sro~uld c'=",::r.i.!;e 
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F-o::ess vn- at"i rj 6'<~E-ss.:l~' , 

- Cc>n~ ·;:H :t~· P J~' 'P:lte~ ir. leu if, 0' 9"OW eifor:s ei!.cti'J ~ly 10), 
~JperJtn9 ~,ith ethers. ;:n10rtstr,;:ir9 ,JjOprcpriu:e r~~jOec( 10 ',e~i-= :oj 
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EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT 
PERFORMANCE ELEMENTS 
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GLOSSARY 

PART 1. ABBREVIATIONS AND ACRONYMS 

CHRC Civilian Human Resource Committee 

CJTF Commander, Joint Task Force National Capital Region Medical 

FWS Federal Wage System 

GP GS physicians and dentists 

GS General Schedule 

HR Human Resource 

JTF CapMed Joint Task Force National Capital Region Medical 

QSI quality step increase 

SL Senior Level 

ST Scientific or Professional 

WGI within-grade increase 

PART II. DEFINITIONS 

acceptable level of competence. Performance by an employee that warrants advancement of the 
employee's rate of basic pay to the next higher step of the grade or the next higher rate within the 
grade ofhis or her position, subject to the current rating of record assigned from the most 
recently completed appraisal period being Acceptable or Excellent, completion of the requisite 
waiting period for advancement to the next higher step of the grade of the employee's position, 
and nonreceipt of an equivalent increase (an increase or increases in an employee's rate of basic 
pay equal to or greater than the difference between the employee's rate of basic pay and the rate 
of basic pay for the next higher step of that grade or the next higher rate within the grade (section 
531.407 of Reference (h))) during the waiting period. 

appraisal. The process by which performance is reviewed and evaluated. 

appraisal period. The established period of time for which performance will be reviewed and a 
rating of record will be prepared. The minimum appraisal period is 90 days. 
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appraisal program. The specific procedures and requirements established under the policies and 
parameters of the JTF CapMed performance appraisal system. 

appraisal system. DoD-wide policies and parameters established for governing performance 
appraisal programs under subchapter I of chapter 43 of Reference (g) and subpart B of section 
430 of Reference (h). 

approving official. The individual in the employee's performance appraisal chain who reviews 
and approves performance ratings and performance-based monetary recognition. 

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. Such elements shall be used to measure performance only at the 
individual level. 

current rating of record. The rating of record for the most recently completed appraisal period as 
provided in Enclosure 3. 

day. Calendar day. 

element rating. The rating used to describe the appraisal of each element of an employee's 
performance plan (Exceeded, Met, Unacceptable, or Not Rated). 

GP. GS physicians and dentists paid market pay under section 7431(c) of title 38, United States 
Code (Reference (i)). 

opportunity to improve. A reasonable chance for an employee, whose performance has been 
determined to be Unacceptable in one or more critical elements, to demonstrate Acceptable 
performance in the critical element or elements at issue. The minimum duration of an 
opportunity period to improve is 30 days. 

performance. The accomplishment of work assignments or responsibilities. 

performance appraisal. The process of reviewing and evaluating the accomplishment of work 
assignments or responsibilities. 

performance appraisal system. See appraisal system. 

performance award. A lump sum payment to recognize and reward achievement on the basis of 
performance as reflected in the employee's most recent rating of record. 

performance plan. All of the written or otherwise recorded performance elements that set forth 
expected performance. A plan must include all critical elements and their performance 
standards. 
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perfonnance rating. A written or otherwise recorded appraisal of perfonnance compared to the 
perfonnance standard(s) for each critical element on which there has been an opportunity to 
perfonn for the 90-day minimum appraisal period. A perfonnance rating may include the 
assignment of a summary level. 

perfonnance standard. The management-approved expression of the perfonnance threshold(s), 
requirement(s), or expectation(s) that must be met to be appraised at a palticular level of 
performance. A perfonnance standard may include, but is not limited to, quality, quantity, 
timeliness, and manner of performance. A well-defined perfonnance standard describes 
management's expectations for Acceptable perfonnance of a critical element based on the duties 
and responsibilities of the position and the authority of the incumbent to perform. It must be 
reasonable and attainable by a competent employee, be set at a level high enough to meet the 
needs of the position and to motivate the employee toward excellence, and leave room for the 
employee to exceed the standard. 

permanent position. A position filled by an employee whose appointment is not designated as 
temporary by law and does not have a definite time limitation of 1 year or less. 

progress review. Communicating with the employee about performance compared to the 
perfonnance standards of critical elements. 

~. An additional, faster-than-normal step increase that may be granted in recognition ofhigh­
quality performance by a GS employee who has not reached the maximum pay rate for the grade 
in which his or her position is placed, has not received a perfonnance award for the same 
appraisal period, and has received an Exceeded rating on each critical element of his or her 
performance plan and an Excellent (Summary Level 5) rating of record for the most recently 
completed appraisal period. 

rate of basic pay. The rate of pay fixed by law or administrative action for the position held by 
an employee before any deductions and exclusive of additional pay of any kind. 

rater. Nonnally the employee's first-level supervisor who prepares the employee's written 
performance plan and rating. 

rating of record. The performance rating prepared at the end of an appraisal period for 
performance over the entire period and the assignment of a summary level, or a more current 
rating prepared when a WGI decision is not consistent with the most recent rating prepared at the 
end of an appraisal period (part 531.404(a)(1) of Reference (h)). 

reduction in grade. The involuntary assignment of an employee to a position at a lower 
classification or job grading level. 

removal. The involuntary separation of an employee from employment. 

reviewing official. An individual in the employee's supervisory chain, normally the rater's 
immediate supervisor. 
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special rating. A rating prepared for performance over a period other than the entire annual 
appraisal period. Special ratings shall be considered in preparing the annual rating of record, but 
shall not be the basis for granting a performance award or QSI. 

summary level. The overall rating of the employee's performance derived from the critical 
element ratings. The three summary levels are: 

Excellent, Summary Level 5. Employee performance that exceeds performance standards in 
all critical elements of such employee's position. 

Acceptable, Summary Level 3. 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. 

Unacceptable, Summary Levell. Employee performance that fails to meet established 
performance standards in one or more critical elements of such employee's position. An 
Unacceptable summary rating shall be assigned if and only if performance on one or more 
critical elements is appraised as Unacceptable (section 432 of Reference (h)). 

summary level deviation. When only one element is rated Met and performance on all other 
elements exceeds the Met level to the degree the employee warrants a summary level of 
Excellent (Summary Level 5), JTF CapMed MTF Commanders and Center Directors may 
approve summary level deviations. 
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