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NAVAI R | NSTRUCTI ON 12430. 5

From Conmmander, Naval Air Systens Command
Subj : PERFORVMANCE MANAGEMENT PROGRAM

Ref : (a) 5 U S. C 4300
(b) 5 CFR 430
(c) DoD 1400.25M Subchapter 430, “Performance
Managenent ”
(d) SECNAVI NST 12430.4 of 11 Aug 97
(e) DON I nmpl enentation Gui dance 430-01 of 1 Cct 97

Encl: (1) Naval Aviation Systens Team Performance Appraisa
(NAVAI R 12430/ 1 (3/98))
(2) Additional Performance Requirenents

1. Purpose. To publish conmand policy for evaluating
performance of civilian enpl oyees per references (a) through (e).

2. Scope. This instruction applies to the Naval Aviation
Systens Team (TEAM and its Program Executive Ofice (PEO
civilian personnel with the exception of enployees covered under
the Denonstration Project, Senior Executive Service enpl oyees,
non- appropri ated fund enpl oyees, enpl oyees on appoi nt nents of

| ess than 120 days, and enpl oyees excl uded from coverage by ot her
applicable law or regulation. 1In the event of a conflict between
this instruction and a negoti ated agreenent, the provision(s) of
the agreenment will prevail.

3. Modification. NAVAIRI NST 12430.4 (Performance Eval uation
Suppl ement (PES) for Integrated Program Team (1 PT) Menbers)
remains in effect but will be reviewed and nodi fi ed as necessary
to reflect Navy’'s change to a two-level summary performance
rating system The IPT team|eaders will continue to be expected
to provide specific input during the devel opnent of an |IPT
menber's performance plan. In addition, IPT | eaders wll
continue to provide summary performance eval uation input to be
used by the supervisor when evaluating a team nmenber's

per f or mance.

4. Background. This instruction neets all the regulatory
requi renents and procedures set forth in references (a) through
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(c). References (d) and (e) changed Navy’' s performance
managenent programto a two-level summary rating program which
apprai ses an enpl oyee’s performance as being either at the
“Acceptabl e” or at the “Unacceptable” level. This instruction
provides clarification of how performnce managenent wll be
conducted within the TEAM

5. Policy. Performance managenent is an integral part of any
human resources program |Its objective is to provide an
opportunity for supervisory-enpl oyee dial ogue to inprove

organi zati onal effectiveness in acconplishing m ssion

requi renents and goals and to encourage enpl oyees to continuously
i nprove, support team endeavors, devel op professionally, and
performat their full potential. |PT, Externally D rected Team
and other team | eaders are expected to provide neani ngful input
to the relevant supervisor when a team nenber's performance pl an
i s devel oped, throughout the performance year and when an overal
final rating is devel oped for a team nenber.

6. Definitions

a. Acceptable Performance. Performance of an enpl oyee which
nmeets the established perfornmance requirenent(s) or standard(s)
at the “Acceptable” level in all critical elenents of an
enpl oyee’ s position.

b. Appraisal Period. The established period of tine for
whi ch performance will be reviewed and a rating of record
prepared. The performance appraisal period will begin 1 August
and will end 31 July. To receive a rating of record, an enpl oyee
must have served for a m nimum of 90 days under an approved
performance plan, in the sanme position and under the sane first
| evel supervisor. |If necessary, the enployee’s appraisal period
w Il be extended beyond the cycle ending date to insure the
m ni mum 90 day appraisal period is net.

c. Cose-out Rating. An appraisal conducted when an
enpl oyee or first level supervisor |eaves a position after the
enpl oyee has been under established performance standards for a
m ni mum of 90 days. C ose-out ratings wll be in witing and
used in deriving the rating of record, and may in sone cases,
beconme the rating of record.

d. Citical Elenent. A work assignnent or responsibility of
such inportance that “Unacceptabl e” performance on the el enent
woul d result in a determnation that the enpl oyee’ s overal
performance i s unaccept abl e.
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e. Progress Review. A review of the enployee’s perfornance
whi ch is conducted m d-way through the appraisal period.
Progress reviews do not require the assignnent of a summary
| evel, however, the first-Ilevel supervisor shall sign and date
NAVAI R 12430/ 1 (3/98), Naval Aviation Systens Team Perfor mance
Appr ai sal, enclosure (1), and request the enployee do the sane.
Open two-way communi cation focusing on m ssion requirenents and
goal s, organi zational effectiveness inprovenents, and
devel opnental objectives is strongly encouraged.

f. Rating of Record. The performance rating prepared at the
end of an appraisal period for perfornmance over the entire
apprai sal period. The rating of record is the enpl oyee’'s
official performance rating for pay, performance-rel ated awards,
and retention purposes.

g. Summary Rating. The overall rating assigned when
conducting a close-out rating or rating of record. The two
summary rating levels are: “Acceptable” and "Unacceptable.”

h. Acceptable Performance. Performance of an enpl oyee which
nmeets the established performance standard(s) in all critical
el enent s.

i. Unacceptable Performance. Perfornmance of an enpl oyee
which fails to neet the established performance standard(s) in
one or nore critical elenents.

7. Action

a. Activity heads will inplement this instruction and
facilitate the negotiation of this instruction with the | ocal
| abor uni ons.

b. Supervisors wll:

(1) Conmunicate wth the enpl oyee regardi ng m ssion
requi renents, the performance el enents and standards, and the
enpl oyee’ s devel opnent al needs;

(2) Establish and discuss performance standards with
enpl oyees within 30 days after the beginning of each appraisal
period, and/or of each detail or tenporary pronotion expected to
| ast 120 days or |onger;

(3) Solicit feedback fromthe progran project team
| eaders throughout the performance rating cycle;
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(4) Provide assistance to enployees in inproving their
performance if at any time during the appraisal period their
performance is determned to be “Unacceptable” in one or nore
critical elenents;

(5) Conduct a mninmum of one progress review m dway
t hrough the appraisal period;

(6) Prepare a close-out rating if either the enpl oyee or
t he supervisor | eaves the position prior to the conpletion of the
apprai sal peri od;

(7) Recommend enpl oyees for awards throughout the
performance rating cycle; and

(8) Prepare a rating of record for each covered
enpl oyee. This includes a rating for each el enent and the
assi gnnent of a summary | evel.

c. Enployees are expected to maintain acceptabl e performance
and encouraged to actively participate in enpl oyee-supervisory
di scussi ons of performance standard devel opnent, m d-year
performance eval uati ons, and end of the year performance
apprai sal s.

8. Inplenentation. The use of a standard perfornance nanagenent
procedure and formare intended to support a comobn TEAM w de

per f ormance managenent process. Both are intentionally
stream i ned and strai ghtforward.

a. Setting Performance Standards

(1) The first level supervisor will provide perfornmance
standards to enployees within 30 days after the begi nning of each
apprai sal period, and/or of each detail or tenporary pronotion
expected to |last 120 days or longer. The supervisor is to neet
with the enpl oyee to discuss and review m ssion requirenents, the
enpl oyee’ s devel opnental needs and the performance el enent(s) and
standard(s). The first level supervisor will sign and date
NAVAI R 12430/1 (3/98) and then request that the enpl oyee sign and
date the form A copy of the formis to be provided to the
enpl oyee; the original is kept by the supervisor.

(2) NAVAIR 12430/1 wll include all critical performance
el emrents and rel ated standards. Mbst non-supervi sory enpl oyees
w Il have one elenent: “Execution of Duties.” Mst Team Leaders
wll have two critical elenents: “Execution of Duties” and
“Leadershi p and Organi zati onal Support.” Mst nmanagers and
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supervisors will have three elenments: ®“Execution of Duties,”
“Leadershi p and Organi zati onal Support” and “Personnel
Managenment / EEQ.” Supervisors may further clarify and define
critical elenents and standards by whatever neans practical (e.g.
menor anduns, verbal communications, e-mail, etc.). Supervisors
may al so use the “Additional Critical Elenments/Witten Comments”
section of NAVAIR 12430/1 to further clarify and define critical
el emrents and st andards. In addition, supervisors are rem nded
that the formis sinply a docunentation and comruni cation tool.
Per f or mance managenent i ncl udes conti nuous open conmuni cation
(on-goi ng, focused discussions of m ssions, goals, objectives,
expectations, etc.) between the supervisor and the enpl oyee

t hroughout the appraisal period.

(3) Specific provisions of |aw, regulation, and
Departnent of Defense (DoD) policy require certain nmatters be
considered in the performance eval uations of sone enpl oyees.
Except as provided in enclosure (2), this does not require the
establ i shment of specific performance el enents and standards
addressing the individual’'s performance. Enclosure (2) provides
t he additional DoD performance eval uation requirenments along with
t he designated references for guidance. For enpl oyees whose
positions require an additional critical elenment not already
covered in the three generic performance el enments, supervisors
may use the “Additional Critical Elenents/Witten Comments”
portion of the formto identify and rate these requirenents.

(4) At the tine the perfornmance standards are set,
supervisors nust certify on NAVAIR 12430/1 that the enpl oyee’s
position description is current and accurate. |f the position
description is not current, supervisors nmust take action to
revise the position description and forward it through the |ocal
approval chain for appropriate action. Supervisors shoul d
communi cate with the enpl oyee about any revisions to ensure the
changes are conpl ete.

b. NMonitoring and Rating Performance

(1) Feedback. Supervisors are encouraged to solicit
f eedback of the enployee’ s performance fromas many applicable
sources as appropriate (i.e., Team | eaders, |PTs, custoners,
etc.).

(2) Progress Review. The first |evel supervisor nust,
at a mninmum conduct a docunented review of an enpl oyee’ s
performance m dway through the appraisal period. Enployees wll
be informed of their success in neeting the standard(s) of their
critical elenent(s). To the maxi num extent possible, progress
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reviews wll be informative and devel opnental in nature and w |l
focus on future performance. The supervisor and enpl oyee w ||

di scuss the enpl oyee’s acconplishnents, update priorities, and
define new assignnments and expectations. Progress reviews do not
require the assignnment of a summary level. The first |evel
supervisor will sign and date the formindicating that the review
was conducted. The enpl oyee should then sign and date the form

(3) "Unacceptable" Performance. |[If at any tine during
t he apprai sal period an enployee’s perfornmance is determned to
be “Unacceptable” in one or nore critical elenent(s), the
supervi sor nust communi cate the performance deficiency and the
expectations to the enployee in witing. The servicing Human
Resources O fice should be contacted for guidance on the
procedural requirenents and the second | evel supervisor should be
advi sed of the issues.

(4) dose-out Ratings. Cose-out ratings shall be
conduct ed when an enpl oyee conpletes a detail/tenporary pronotion
of 120 days or |onger under established performance standards or
if an enpl oyee changes positions, is pronoted, or noves to a new
agency/activity, after being under established standards a
m ni mum of 90 days. The supervisor should check *CLOSE-QUT
RATI NG on NAVAIR 12430/ 1 and assign a summary rating. The first
| evel supervisor will sign and date the formindicating that the
cl ose-out rating was conducted. The enpl oyee should then sign
and date the form Signatures indicate only that the revi ew has
been acconplished. A copy of the conpleted formis given to the
enpl oyee. C ose-out ratings nust al so be conducted when the
first level supervisor |eaves the position after the enpl oyee is
under established performance standards for a m ni num of 90 days.
In this situation, the enpl oyee nmay conti nue under the sane
per f or mance pl an.

(5 Ratings of Record. Normally within 30 days after
the end of the appraisal period, a witten rating of record wll
be given to each enpl oyee. The supervisor should check ”"RATI NG
OF RECORD' on NAVAIR 12430/ 1 and assign a summary rati ng.

Supervi sors may use the “Witten Coments” section of NAVAIR
12430/ 1 to acknow edge speci al acconplishnments. The first |evel
supervisor wll sign and date the formindicating that the rating
of record was conducted. The enpl oyee should then sign and date
the form Signatures indicate only that the review has been
acconplished. The signature of the reviewing official is only
required in the event of an “Unacceptable” rating. A copy of the
conpleted formis given to the enployee, a copy is kept by the
supervisor, and the original is forwarded per the |ocal operating
procedures to have the rating recorded.




NAVAI RI NST 12430.5
14 May 98

(a) |If, at the end of the appraisal period,
t he enpl oyee has not conpleted the 90-day m ni num peri od of
per formance under the current performance standards, but has
received a close-out rating during the sanme appraisal period, the
cl ose-out rating may becone the rating of record. The check for
“CLOSE- OUT RATI NG’ shoul d be crossed out and “RATI NG OF RECORD
shoul d be checked on the form (the new supervisor nmust initial
the form. |If the enployee has not received a close-out rating
during the sane appraisal period, the appraisal period shall be
extended to ensure the m ninum 90 day requirenent is net.

(b) The end of the appraisal period also marks the
begi nni ng of the new performance managenent cycle. This is the
appropriate tine to discuss and sign the next appraisal period s
Per f ormance Apprai sal using NAVAIR 12430/ 1.

9. Relationship to other Personnel Actions

a. Wthin-Gade Increases. Federal Wage System (FW5) and
CGeneral Schedule (GS) enployees will receive wthin-grade
i ncreases when eligible provided their performnce equates to an
“Acceptabl e” rating of record.

b. Pronotions. To be pronoted, an enpl oyee nust be
performng at the “Acceptable” level on all critical elenents.

c. Probationary Period. Evaluation of the enployee’s
performance, as well as other considerations such as conduct and
reliability, will serve as a basis for the decision to retain or
renove an enpl oyee from Federal Service during the initial
probati onary period. Evaluation of the supervisor’s performance
under the Personnel Managenent/EEO critical elenent wll serve as
a basis for the decision to retain or renove a supervisor from
hi s/ her position during the supervisory probationary period.

d. Reduction-in-Force (RIF). During a RIF enpl oyees are
pl aced on a retention register in tenure groups on the basis of
their tenure of enploynent, veteran's preference, |ength of
service and performance ratings. The three nost recent
performance ratings of record received in the last four years
i npact the enployee's retention standing for R F purposes.

e. Awards. Thr oughout the appraisal period, awards shoul d
be used to acknow edge and notivate enpl oyees by recogni zi ng and
rewardi ng significant individual, team or organizational
achi evenments and contributions. A wde variety of award options
are avail abl e: Special Act, Tinme-off, Honorary, |nformnal
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Recogni ti on, On-the-Spot, etc. The awards process wll be
covered by a separate instruction. Contact the servicing Human
Resources O fice for procedures and requirenments governing

awar ds.

f. Quality Step Increases ((SlI). The purpose of a Sl is to
provi de appropriate incentives and recognition for excellence in
performance by granting faster than normal step increases for GS
enpl oyees. Careful consideration should be given before
recommending a QSI. To be eligible, GS enployees:

(1) Must not have received a SI within the previous 52
weeks;

(2) Must have received a rating of record of
“Accept abl e”;

(3) Denonstrated sustained performance of high quality
significantly above that expected at the “Acceptable” |evel
(1.e., exceeded the “Acceptable” criteria depicting excellent
quality of work provided ahead of schedule and with | ess than
nor mal supervi sion);

(4) Made a significant contribution to the
organi zation’s m ssion; and,

(5) Must denonstrate a basis for reasonabl e expectation
that the high quality performance will continue in the future.

10. Gievances. Enployees may raise issues relating to the
per formance apprai sal process through the adm nistrative
grievance procedure, or where applicable, the negotiated

gri evance procedure.

11. Forms. NAVAIR 12430/1 (3/98) is available locally and w |
be el ectronically accessible.

12. Effective Date. The policy contained in this instruction is
effective i medi ately.

13. Review. The Head, Cvilian Personnel Prograns and Poli cy,
AIR-7.3.1, will review this instruction annually.
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DI STRI BUTI ON: FKA1A (established quantity); other 2 copies
SNDL: FKAlA (Deputy Commanders, Assistant Conmmanders,

Comptrol l er, Command Speci al Assistants, Designated Program
Managers, Admi nistrative Oficers, Conpetency Team Leaders, and
Depart ment Heads and Division Heads); FKR

Copy to: (2 copies each unless otherwi se indicated) SNDL: C21 (1
copy); FKAL1A, AIR 7.5 (1 copy), AIR7.2.5 (5 copies),
ORI G NATOR S CODE (5 copies);

St ocked: Defense Distribution Depot Susquehanna Pennsyl vani a,
Bl dg 05, 5450 Carlisle Pike, Mechanicsburg, Pa. 17055-7089



