Joint Task Force
National Capital Region Medical

INSTRUCTION

NUMBER 1400.02
NOV 0 9 201

J-1
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 of TRICARE 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 will 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




JTF CAPMED-I 1400.02
NOV 0 9 2011

4. POLICY. Itis 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.



http:www.capmed.mil
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8. EFFECTIVE DATE. This Instruction is effective immediately for non-bargaining unit
employees. It will go into effect for bargaining unit employees upon the completion of statutory
bargaining obligations.

Executive Director for Administrative Operations
By direction of the Commander

Enclosures
1. References

Responsibilities

Procedures and Requirements for Performance Appraisal

Recognizing and Rewarding Accomplishments Based on Performance

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

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

Deputy Secretary of Defense Action Memorandum, “Civilian and Military Personnel
Management Structures for the Joint Task Force National Capital Region — Medical,”
January 15, 2009

Comprehensive Master Plan for the National Capital Region Medical, April 23, 2010
Supplement to the Comprehensive Master Plan for the National Capital Region Medical,
August 31, 2010

DoD 1400.25-M, "DoD Civilian Personnel Management System," date varies by Volume
TRICARE Management Activity Administrative Instruction No. 30

Sections 2301, 5335(a), and subchapter I of chapter 43 of title 5, United States Code
Subparts H and I of section 315, subpart B of section 430, and sections 430.208(b)(1), 432,
531.404(a)(1), 531.405, and 531.407 of title 5, Code of Federal Regulations

Section 7431(c) of title 38, United States Code

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

RESPONSIBILITIES

1. COMMANDER. JTF CAPMED (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)).

b. 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 of the single-year increase in basic pay as a result
of a QSI under this Instruction) or other accomplishments.

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

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

b. 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 (J-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.

b. Provide training and orientation on the performance appraisal program for employees and
rating, reviewing, and approving officials.

3 ENCLOSURE 2
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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
permanently 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 performance appraisal program
responsibilities.

7. APPROVING OFFICIALS. Approving officials shall:

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

b. Review and act on recommended performance ratings with monetary recognition in a
timely manner, ensuring accuracy and conformance 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 performance plans and ratings in a timely manner.

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

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

d. Ensure that only those employees whose performance exceeds normal expectations are
rated above Acceptable.

e. Forward performance 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 performance 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.

7 ENCLOSURE 2
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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.

8 ENCLOSURE 2
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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
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2. PERFORMANCE PLAN

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 of the 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 warrants 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 of the 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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RECOGNIZING AND REWARDING ACCOMPLISHMENTS BASED ON
PERFORMANCE

1. PERFORMANCE AWARDS

a. A performance 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
performance on one or more critical elements is rated Exceeded.

b. JTF CapMed MTF Commanders and Center Directors must ensure their annual
expenditure for performance 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 performance (including
performance 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 performance 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 CITF.

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 of the employee's appraisal period for which the rating of record 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
performance on a relative basis, so that higher performance 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 determining the amount of a
performance 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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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 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.

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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USING THE RESULTS OF PERFORMANCE APPRAISAIL 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 if his 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. Ata
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 of the 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.
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(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 final.

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.

17 ENCLOSURE 5



JTF CAPMED-I 1400.02

NOV 09 2011
ENCLOSURE 6
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EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

PRIVACY ACT STATEMENT
Authority: S 11.5.C. Secions 2301 — 4305

PRINCIFAL PURPOSES: Uses for performancs planning and results reporting documentation
requirgments for the Performance Appraisal Program for eneral Schedule, Federal Wage System, and
Certain Cther Enaloyess.

ROUTIME USES: Mons.

DISCLOSURE: Perscnal identification infermation is copied by the smployse s rating official from other
files. Thusg, tnere is no situaticn where the employes must chooss betwesn discloging or not disclosing
personal infornation. Employse signatures or the lack of signatures on Pans A, B. € and D Jdo not cannote
employes verification of any personal inferosatian an the forne,
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EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

INSTRUCTIONS FOR COMPLETING

PART A. PART D. EMPLOYEE PERFORMANCE PLAM AND RESULTS
REPORT

1 Ratng officale are responsibis
identifying informancn in Section ©, Blogss 1-7, =

r e msuning trat all

! The~e are twe bas ¢ rrethods that can oz used for developing criicsl
camp e alernznis for Ferformancs Flans.
2 Altmsbegnrng of the appra sal periad 51 uoon the ", ¥ou may use the generic Performance Elements in Pant G as =

£ ent=ancs in @ 72w pos wen, the ratng off 2ial semplats “or tailor g ele ments to an individual eroiayee s Fan.
s 3zcton || wih emzioyes input. The ratng ang neric starcards are also providec tmstw ' 3ss st emplowess!

~g ofcials acorove toz final plan supsrvisars in deveoping Flans.
3. The rating officidl, reviewing aficial, ano emocyes san | I The second methed iz o develep individualized eritca elements
and date Secton IIl Blosk separate from the gene-: template that are uniqus to an employss's
‘ . ] L costion

4 Theeorg nz of Pan A s retainzc by the ratng oFcial

and a copy oy the emoloysz. Errplayecs 300 supenvisors shoua cares iy revew tae information in
_A i ) Fart 0 and determ == the aoplican ity of the infornation hersin and

5 PartD, Number 7 is zrequirss crit 2al elemsnt for all zetermine trz most sopropriate method of devs oping performance

s.pervsers. You should cooy and oaste the “requirec clans, 3elzctng enz of the 30ovs options, or combining trs we. may

s=ction of the supenysory e =ment o tns fome under Part | Zagilitzte Plan deveooment

A. The remainder of t~e =/lzments recommendss “or

S.penisers 302 optional COMPLETION INSTRUCTIONS.

*. The Form 5 uss for ceformance 'anning and results reporting
PART B. cocumentaton, A POF-illable '.'a-'sic" o’ the ooricn is available on
capmed moounder Cwiliz- Personnel.

1 Approzimately midway torough the appraisal ceriod. tme

rating o cia complzies Sectons 13-4 ll, FatE anc 2. 3=ncthe original of tn= comeisted form to the Lator ans

rreets Wit the =mooyee to discuss the =mp oyee's Mansgzment Employee Restions Brancn, CHRC Specfic AT
peromancs (3 CFR <20.207:b1. Adational progress nformation will be orovidss toyou. Therating offc = ans employss
reviews shal be corcucted and cocumented =35 sha’ retain 2 copy.

necessany.
. ) 2. The 3dm nstratve office shall =ta » perormancs files in a securs

2 The employee may snter comments in Zection |, znvronment for a perad of no more than 2 yeste

Elock 2

L]

Th= rating oz 2 and emolayss sign 3nd ozte Sectien
. Block 10, upen completion of the progress rsview(s).

4 Thecrgnz ¢ P31 B 5 r=tain=c by the ratng efaial
and a copy oy the emoloyss

PART G.

1 Whin 20 2ays of the end of the rating oeriod, the rEing
official completss Secicns | |, anz |, Sleck 10.a. Block
i1 a. oro. is comp =ted only i monetary recognit on s
recornmendsc. The rating official signs and o3tes Sscton
IV, Block 12.2.

The rating oz 2 discussss the recormmendss rating of
record 300 3Ty Mo i—xarf =cogn sien recommendation witn
-z reviewing 3~d soonowing ofizialis), as approoriats.
Tre r—mewmg and aooToving cfcials comeolets Sectan I,
Blocks 0.k, ane a of ©., s F0oropriab = reviewing
and 1pprc Ying ¢ .:ﬁ =gn anc date S=ation [V Bock
12b.or12c., a8 3pprcp"~e

53 Thzrating offic = discussss the approved ratng anc
3Ny MOoNeLary recogniton witt the empleyee Trz
employsz comg etes Section IV, Bock "2.d 372 may
anach coo nents.
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EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

(Read the Prnvacy Act slatement and Instructions on Pages 1 and 2 before complefing this form.

PART A
SECTIOH | - {DEMTIFYING INFORIMATION
1. EMP_OYWEE MAWE ILact Firchk, Midds “nitial} Z 23N (lact 4 3. Sating Forled
dig sy 2. FACM (7Y MM DD b TC 17y MO0
& TITLE ‘ §. SESRIE3 ‘ ¥ ORADE 7. OFFICE

SECTION M - PERFORMAMCE PLAM

8. CRITICAL ELEWENTZ (Lot 27 182zt ona. 3utrosmally not nvors than fye. Develid cpecifio slemeritt or uza slemanic onm: attacted =t with srpanizat on

cpeolf o Mmasuss)

SECTION Il - PERFORMAMNCE PLAHN SIGHATURES
. PEAFORMANCE FLAN (S:9n wher 20 IG ecvtalicred

F § F E PR NMTEC HAME SMI TTLE DATE
- n,zfl:'m.mm AErTeIal AtAni e o PR NTEDC HAME SHT TTLE CaTE
| o. EMPLOYEE 2IONATURE IEmployee’s slgnature Ir doabes rewlew ard cloowscion with khe OATE

Ra7rg QMlclal. it oz not meseczardy mean Fat the amploree agrasc with the Infoarmailcn on
‘thle farm.|

20 ENCLOSURE 6



ITF CAPMED-I 1400.02
NOV 0 9 201

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

PART B

SECTION | - IDENTIFYING INFCRMATIOHN
1. EMALOYEE NAME jLact Firct. Mlod:s mitialy | 2. 2N flaczd aigas) | 8. =at og Pering

A FROM (¥ Y )MMO D) [ o.7C v yvmMwiDD)

& TITLE 5 szalEz | 5. GRADE ‘ 7. OFFICE

SECTIOHN 1]l - PROGRESS REVIEWS

5. EM?_OYEE SELF AS2EZIMENT

[ 5. AATING GFFICIAL AS3ESEWENT

SECTION Il - PROGRESS REVIEW(S) SIGNATURES
10. FRGORESS REVIEWIS! (5190 when roview /5 fonducton. )

[—— - FFIC y PRINTED HAWE AND TTLE OATE

b. EMFLOYEE ZIGNATURE (Emplores'c clgnatuge \ncloatac review and dicaucclon wih the RATE
Razirg OMlolal. t coez not meceszariy msan thatthe employse agrese wha the Information on

o
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Bl 0 PEREORM2 . AND RES! : REPOR
PART C
SECTION I - IDENTIFYING INFORMATION
1. EMPLCTEE N&WE [Loct. Firct, MIGA s InftIal) | 2. S8H llacs 4 dlg=c) | 3. makng Perioc
3 FROMIYYYCMMOD: | 5. TG [VVTYMEDD)

& TITLE § BZmIES | & 7. QFFICE

SECTION 1} - RESULTS

8. CRIT CALELSWENT RATINGZ (U = Unzossplable, M = Ma%, E = Sxcesdsd, NP = Wig1 Ratac|

3. b. 4. | R a.

B. HARRATIVE T ZUPPORTELEMENT RATING § OF CTHER THAN MET [Required)

(¥ @ narrabve continued oN 50D SHOOL I —I X o (maivioual Development Blan sftzshea)

SECTIOHN Hll - RATING OF RECORD AND MONETARY RECOGMITION

10. IATING OF REGORD

a. RECOMMENIED For Raing CMfiolal - Plag= an <57 to ina (2 of the apprapriats cummary love])

LEVEL { - UNACCEPTABLE | | LEVEL 3 - ACBERTASLE | | LEVEL 6 - SXCELLENT

b. 1% 32 2pplloakis.) 1¢ rxfing = ohanged. 12 raviewing or approwing offleszl muct provida a writtan exdianation.|

REVIEWING OFF LIAL APPROVED CHANGED TG

APPRIVING 2FFICIAL APPROVE D CHANZED TC:

E 17, MONETARY RECOGNITION |X 2z 2pplivables

|For S:ating CMfiolal) iFer Revhew ng Qi) {For sopraving Mol

3. PERFORMANCE AWARD RECCMMENIED APPRCVED | CHAMZEDTD SPPROVED

CHAMRED TO

|20y Rating CAfolalt LFor Savlawm,

IFor approving OfMciall

b. GUALITY STEF INCREAS
reacrd G required.y  YES HD

SECOMMENDED |A Lewsl 6 rating of APBRCVED | D'SAPFROVED | APPROVED

SECTIOHN IV - RATING SIGNATURES

DIZAPRRCVWED

PRNTED HAWE SHI TITLE DATE

ISWINS AEELSIAL 2 1AM ATIIEE PRIXTED NARE SMTITTLS DATE
[~ X RE | PRNTED NAYE AMITITLE DATE
d. EMFLOYEE SP3MATURE [Empoyes C clgnaium ncloat=c review ard dicarcsion with the Sat'ng Gimzlal. It DATE
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Part D

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT
PERFORMANCE ELEMENTS

The first five Critcal Slements will prskakly k2 applcails t2 all

oz Tons to some degree. T-to Elemeess @, 7.ard 35* uly b2
irclader ir parformancs plars wher Spproprate. Supsriscrs should
carsfly r2v 2w stardarss urder 23 e emer:, noluds all soadands
whizh spply 10 the postion, ond asd sppeogrions Wasorptve anguage
wheee ing saied 1tz bracketed, italicized potons of this guiranse

4. Quality of ¥Work
- o consistantly semorsiraies carrent knowlzdgs of Fald

- Worsis cons mertv well researched, thor gk y analyzad. [inciude
crherinaice of good quality worw sporopniats to duliss pemormes 35T
grage leve!, including the expected 'sve! of sugendsary conro! or
JSUT |

(d

- Wark 3 corsistertly accd-ate,
lzgical.

corplete.

- Werk conzetenty reflects sound pn:.*ess.cm" judgmer:.
[Oescnps inaing C‘F}udw“l‘er"’ aproraeriais b e grade level, such as
weaighing 3ksmatives, considenng imphicghons, resogmizing winsn
dirzclisn from sugensrs is necessary or agorognate. siz)

2. Productivity

- War is comz siently planned and prorfized te -ef et missior and
orgar zatizhal reads. (The standard should 5 pecy the level of
FUDEiEsy input or controd of planming sxpecisd artne g'adf- FEFEN
SUCH a5 “Wih minimaliaenasioraiieaular sugenisoy ML

- Wark is cons sertly com) Wi m asiaklished d2aw nes.

- Corsistertly advizes supenvisor 3nd others corizemad when 1
becomas necessary 10 sxtend deaxines du2 to croumstances beyord
the eme cyee’s contral.

- Waoric coas sertly ploaned o ersue e ciznt 1ae o rescatoes.

- The voluma of wors demz consistenty cortriputas 1o argar Z3tional
goals. (fthe wark of the crgar’zation can be quantifed, t s stanea-d
cowd state that the volama of wo-< withie 1 specifisd imeframe mests
the organzation's aumerca’ goals. Numedcal goss must kowsver, ke
redzsnable, atanak'e and ratiorally apesrtoned amang employeas

3. Quality of Written Communications

- Zrafis ars corsistertly S2ar, elevant, concise, wel orgonized, ard
seprogriate 1o aud ence, (Whare spptogriate for the grade level,
stavsard may state tiat gaks rarly r2gqu 2 adeitions| research ar
sutstartia reorganization

- Fimisked products are cors staetly frae of spallieg amd grarmratcal
erors comfom 1o apgrogriate off ce formats, ane approgsiately
irzopoeats s2v ew and'cs coomdiraton of mitlal drafte. | tere i3 some
way 1o guantfy and rack the total numest of wetter wors products it
may ke possie s 10 bdild ar soceetble erot rate into the sandsed.

Erro- rates must seec Ty whether they aeply 10 frished or draft woek
groudcts k2 raasorakle and atiainzble, ank must ee uriforT iy oeplies )

-Wrter wors consistently s=quces 2 2vel of sugsmiscry sevisw
..ppmp e to fe grade level. [The stardard shouly g2scrie e eve!
susk a5 rarsly requ es suesaatve sditing.” VWhers
Jppropriste, the sandsed can state hat “drafts rasely =oute 2 s2cang
rEWHte” oF “Peyar rexdire 3 secord ~2write due to failurs 1o ime emen:
SURSMISOF'S instructons.”

4. Guality of Oral Communicatiors

- Briefings and other oral presern:,
~wamized, aczweate, and agrogeate to auxiznce. [Stzndand should
degonibe whatever inaiciz of ane-cided communicanans eforis ars
as

one e consistantly clear. we -

=

‘

propnate, Moluding sspropnsts respsnses o questions or commeants
from gudienss. |

- Az reetings snd in vereal 2xchangas with others, consisienty
conveys informabon accurate w, advosates effectively, [ stens carsfully
i FEspons approerately. (Agan, the standard shsuid dezsribe
gdamonal indicia if auality intercharges, dsgending on nawre of
pasiticn.)

5. Teanwork and Cuztomar Responsivensas

- Cons wently ensweas appropriate coo-diraton S0 that concete
mdiviaals ane crgar zatians are incleder in sadior inforrad of
gacisors ard acticns.

- Comg sierdy keeps sapsay st wiskmed of articieated proklems anz,
whare apgrogiiate, swagests 50 UTons of aovises supesvisor of towse
of actior emp oyee proposes s 2 o

- DAz stertly works wel wr othars and mairia ne 5 professcns
g2meanor in dealirgs with co-worsess, ¢oerts andd supenisos,
neading apgroprate =espest for culural sthnic gender ard cther
wfiesences and full cocperstion wir the equsl e e oymer: cpeorur iy
ED325S WHRH NECES5IY.

- Congistently pa-ticipatas i teaw o group effors effectivaly by
""peratng with cthers. demorstrating Jppropriote raspect to v 2ws of
thars resporiing constructvaly o orticsm o wssentng vews

- Cons'stertly responds 1o r2quests for micematior or 335istance Hom
clients ard others owsside the crgarzation n 3 timey fashion. (The
standard may specify 3 reasonakle tesponse tme o specific types of
raquess swck 33 “carsslertly retums telephone call= v the close of
the rex: busmess gay.” Motz that this weasure of resgansiveness o
clisnts, 2fo., should b2 ¥surauished from measJres of organizing and
eiortizing work to mee: deadlin2s, 25 measured nertod 2lemen: 2
Swove.)
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Part D (continued)
EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

PERFORMANCE ELEMENTS

g, Security The following standards dascribing tha suparvision of office
function and performanse of subzrdirates may ba wtilized in
) Tris shavla b2 3 ssparare oritca! elament .v..-ae taver hendling senative | conjunstion with the abovs mandarory sritical slemant
orcizssiied infamatisa (5 3 signieant sam ofthe 2molayes’s outiss,
Abzslue staqasrds pamuning no defiziencizs are accentable inthe - Comestentiy ersless 0T waors is @striuted in ar eguitab 2 manear
security ared.. i ' kazed or the waersy. comeexity, and sersinity of tasks, exsting work
) ‘ l209s, and te capalilties are exesrence of sukardinates.

- Atizvos all requirsd s2cdrity edelings. IF any kriefings are Tissed dae
to Zcumsiancas k-‘-)‘cna‘ the eTg nyes = comtrs . praTaty 38w - Reguiz-y monitsrs e woek load of sisorsnates. e .Jdi»'g fiumbe-
SUESHY S3F arg targes - substitube keiafag. snel hatese of assigimants and e 2xgerdad on spectis s gnfizar
maters and on catgoras of rowte maness. Requests for staffing

- Follows al ru2s and procadu-2s for geopes hang ng of sla cranges ars Farokghly swopcaed ang s2s gned 1o ensure effzant
materals. furction of the offize

FEESHSE SEIUPTY v GlTtioNs to the gropsr authodites. - Cong sterty provides claar ard constructive faekack to subomdirates
show their gesistmarce, ircluding tirmely and sceurate perforrance
Jppraizals, ronzes of perfoemance deficisnz2s, ard perforrance
WIS and r2coge Tion.

- Trmpt

FOR SUPERYISORY EMPLOYEES
- Frometly ang corsistantly ade-223e3 perfarmarss ad consde:
7. NANCATORY CRITICAL ELEMENT FCR 3UPERVISORY gafoencies of suborenates wi spproprisie guidsace comsslieg,
EMPLOYEES sndior wisciel ne.

L3¢ [eguired text as follows: - Prompaty ond consistanty provides positive feenack sout superse

o performance or individwal osks, includieg =2cogr Ton ar awards,

CRITICAL ELEMENT: whzre agprogHiate, 1o suksrdnates.

Align waorkforca decisiors in aczordance with quidarce. Sucgort

smp oyes pefarmarse ir scoeo-darce with peformarce maragerent
system. Focds o marovieg skills 13 betes swopaor i performance
sed ntamalisxemal commier cat ors.

- Cons siently ersie2s imey prepa-anak of gerfarmance stardaras
which oonform 1o avaaklz guivanse.

- Copsisterdy maintaies agprocdate documentaton b swppc4
garformance ape-aisals awards, and pe-fomarce o cordust-hised

priesitety 0

STANIARDE:

Swgpor: complizacs wh spplizable gudarse/lswsreguisticns. To
sugport prafessioral develogmers, swgervisors will faster 3 rzcults-
crented parformarce ow e by parsorally participatieg » at leas: twa
trair ng events per ye3=—3 mir vam of ars raning codrce and me
Eraciss franing event reated 1 prmaey jok -\esporsbii‘ﬁes or
erkarced orpanizational performancecomrur ization. Supesvisos will
jnzntify 2 2009 DEOM] survey nitatve for o sowssion, ime 2mer: wiin
thel woew 3422, ant dosd TSRt Via mestag mikwtes.  Carry ol
supsry sory mespors ailiies in accordance vt e3usblished dead nes,

- Enzures hat ndivigaal tainmg needs of supoadiratzs 5 regulary
evalusied ond that w3'mirg is provded corsistert wih the agency staff
gavelcgmant plae aad agsney goals.

- Coms siently ensieas that offce budgats ars davelopad tat comply
Wi budgesey eclices and corshants ard 2nak 2 ke office 13
szsoralish its miss o in g trasly and effcent Tanes-

- Corzistzntly managss the office budget 1o sesdre compliance vt
spploakle poices and regulstions.

- Come stently makes workplase sac sions ok tha kasis of meet, eats
suordnates Ty Jad ersuras that 2veryors ungsr the swerisors
sugemision cors stertly respects cutwedl, etnic. ganss- o sabilty-
rzlates ard oteer difererces iv the worae ace.

rifv respoads prometly ard sffectivaly o complaints 2bown
the corduct of subomdirates, castomars and peers inclwing, where
approprize, saekiry the s3siztance of e Squa’ Jpecrtanity [EED)
Frog-am Off ce, courszing o decigining ndividaals enzagirg n
Magg o ate conEw, 2potng eroblems o chaw of command, and
chtainig diversity and EED mainna.
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Part D {(continued)
EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

PERFORMANCE ELEMENTS

8. Program Management (for nan-awpsrsianry managars)

- Carsistertly 2caperatzs with e EED prosess nc ddieg mfarming
ueger leve monagemer: of the existerce of e complamt ard of the | (These skould b2 2 prog-am manzgemsr: elerant for ron-

St2ps 2 sigervisor elans 1o take 1o sddress it igantfyieg poschic s;pe IS0y Managers wish nc Jad ziandaed for those
res0 utions a5 2ary in te complant eocess 35 possice ary esponsbilties a5 wall as for the - ZEL resporsielites.|
#izcussing thew with EED sounseists, resecnuing prompty snd Uy
to e aests i3t mformiation fom ESD irvestigsiors, ard maxng =21f - Jarsistanty ensdres tiat 3] warkplace 2oz ons rade i the
v3 akle to work with Jger 3y repraserIzives. ManIger's pragraT 3-2a are based oF mert pracples and prog-an
rexdire v Bt

- Comesenty ersi-as that effants to -=orws, promote, tair, ang

prowide cther ogporn t2c for sdvansemern: within the marager s
pr\. gram areas are agprog-iately made bo waximize te areg of
competitior, includ rg corswiation wik the EZ0 offcs 1o ensure that
Aeproprabe TeEs ar2 t3ven 1o recrit individuals whase sex, race,
maticnal arigin, o disakd Ty 13745 may ke dnwsr-represented in the
vearkforce

- Tonsistznty ensdres $at supsnisors espoad aperog-ately ww EX0
carmplants, whether forma o nfgrmal, trat thew have \.ur—ent:ram,r-;
in EED pr:«:r-iurr-' ar-:é s5u28, ard tha ey have acc2ss to and

o} CiT

D;;‘OF‘JEH‘ 452 3¢ . PESESHT . ark EEC sezauress
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PART I. 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 of his 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 (1)).

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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performance rating. A written or otherwise recorded appraisal of performance compared to the
performance standard(s) for each critical element on which there has been an opportunity to

perform for the 90-day minimum appraisal period. A performance rating may 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. A well-defined performance standard describes
management's expectations for Acceptable performance 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
performance standards of critical elements.

QSI. An additional, faster-than-normal step increase that may be granted in recognition of high-
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 performance 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. Normally 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 Level 1. 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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