UNITED STATES MARINE CORPS

PERFORMANCE APPRAISAL REVIEW SYSTEM

	PART 1

	NAME OF EMPLOYEE

     
	SOCIAL SECURITY NUMBER

     

	POSITION TITLE

     
	SERIES AND GRADE

     

	LOCATION OF EMPLOYEE (DIVISION/SECTION)

     
	RATING PERIOD

     

	RECORD OF REVIEWS AND FINAL APPRAISAL

	                       STANDARDS    DATE          PROGRESS REVIEW DATE    FINAL RATING    DATE

	SUPERVISOR
	     
	     
	     

	EMPLOYEE
	     
	     
	     

	REVIEWING OFFICIAL

(UNACCEPTABLE

ONLY)
	     
	     
	     

	                     FORMCHECKBOX 
  RATING OF RECORD            FORMCHECKBOX 
         INTERIM APPRAISAL

	                            FORMCHECKBOX 
  ACCEPTABLE             FORMCHECKBOX 
  UNACCEPTABLE

	EMPLOYEE’S POSITION DESCRIPTION IS CURRENT AND ACCURATE?

                                 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

If NO, then the supervisor will rewrite Position Description within 60 days.

	CRITICAL ELEMENTS

	ELEMENTS                                                                  RATING
	A
	U

	FOR SUPERVISORS/MANAGERS

1. WORK UNIT MANAGEMENT

Plans, organizes, directs efforts and evaluates programs/projects to accomplish assigned mission.  Determines, communicates, and implements effective guidelines and procedures.  Sets realistic and responsive short-term and long-term goals to accomplish the organization’s priorities, requirements and objectives.  Meets responsibilities on time and within budget allocations.  Unit work is of good quality and continuous improvement is evident.

2. ORGANIZATIONAL SUPPORT
Keeps chain of command informed of work requirements, actions and accomplishments.  Timely supports serviced organizations/customers.  Complies with administrative regulations and procedures.  Interfaces with appropriate organizations for needed support including personnel, monetary requirements, and supplies/equipment.  Complies with ongoing program areas of internal control, integrity and efficiency.  Adheres to safety policies, regulations and procedures. Develops and maintains productive work relationships within the chain of command.

3. PERSONNEL MANAGEMENT
Adheres to merit principles.  Uses sound position management.  Assigns/delegates work, sets objectives, and holds subordinates responsible for timely completion of work.  Develops/establishes position/job descriptions and ensures they are current and accurate.  Establishes performance plans, appraises/recognizes/performance.  Motivates employees.  Encourages professional development.  Makes recommendations/take appropriate personnel actions.


	
	


NAVMC 11408 (9-98) (EF)

SN:  0109-LF-070-1500

	CRITICAL ELEMENTS

	ELEMENTS                                                                  RATING
	A
	U

	4. EQUAL EMPLOYMENT OPPORTUNITY

Supports DON/activity EEO program goals and objectives.  Applies and adheres to EEO principles.  Support is demonstrated by participating in activity EEO events.  Ensures a work environment free of sexual harassment and discrimination.  Resolves EEO issues.  Is understanding of differences.  Attends required training during the appraisal period; informs, briefs and trains subordinates on EEO program goals/objectives and sexual harassment guidelines.  Encourages staff involvement in EEO functions.

5. SAFETY
Complies with safety policies, procedures and regulations.  Assumes an active role in the safety and health process by implementing/developing safety initiatives and procedures attends training, safety meetings and informs new employees of safety related issues.  Is knowledgeable concerning the identification, and resolution of safety deficiencies; uses established procedures to resolve safety issues and report unsafe conditions.  Communicates with others in a team approach to ensure a safe and healthful workplace is maintained.
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	NON CRITICAL ELEMENTS

	ELEMENTS                                                                  RATING
	A
	U
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	COMMENTS OF SUPERVISOR

	     


	                                                                                   YES      NO       NOT APPLICABLE
The opportunities in Civilian Leadership Development (CLD) have been discussed      FORMCHECKBOX 
       FORMCHECKBOX 
              FORMCHECKBOX 

with the employee.

An Individual Leadership Development Plan (ILDP) has been initiated by the          FORMCHECKBOX 
       FORMCHECKBOX 
              FORMCHECKBOX 

employee and their mentor.




NAVMC 11408 (9-98) (EF)

SN:  0109-LF-070-1500
