	NAVAL AIR STATION SIGONELLA
NON-U.S. CITIZEN MANAGER/SUPERVISOR PERFORMANCE APPRAISAL FORM

	1.  NAME OF EMPLOYEE


	2.  PAYROLL NUMBER



	3.  POSITION TITLE


	4.  SERIES AND GRADE



	5.  ORGANIZATION


	6.  RATING PERIOD

FROM:              TO:  

	7A. RECORD OF REVIEW AND FINAL APPRAISAL/SIGNATURE AND DATE

	NAME
	ESTABLISHED

SIGNATURE/DATE
	PROGRESS REVIEW

SIGNATURE/DATE
	CLOSEOUT

SIGNATURE/DATE
	FINAL

SIGNATURE/DATE

	RATER 

  
	
	
	
	

	EMPLOYEE


	
	
	
	

	7B.  REVIEWING/APPROVING OFFICIAL SIGNATURE/DATE       FOR UNACCEPTABLE RATINGS ONLY

	8.  RATING OF RECORD                             

                                                                         ACCEPTABLE                             UNACCEPTABLE

	9.              CERTIFICATION OF POSITION DESCRIPTION / JOB DESCRIPTION ACCURACY

                      POSITION / JOB DESCRIPTION IS                                          POSITION / JOB DESCRIPTION IS NOT CURRENT

                           CURRENT AND ACCURATE                                                   AND ACCURATE – REDESCRIPTION REQUIRED

	10.  CRITICAL ELEMENTS                                                                                                

                                                                                                                                    RATING LEVEL 

                                                                                                                                                                 A                   U              

	1.  WORK UNIT MANAGEMENT

      A:  Plans, organizes, direct 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

      A:  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 chain of command.  


	
	

	3.  PERSONNEL MANAGEMENT

      A:  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/takes appropriate personnel actions.  


	
	

	4.  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.


	
	

	Personal Data subject to the Privacy Act of 1974

SEE REVERSE FOR CONTINUATION

Enclosure (3)                    




NON-U.S. CITIZEN MANAGER/SUPERVISOR PERFORMANCE APPRAISAL FORM

CONTINUATION

	11.  ADDITIONAL ELEMENTS:  Additional elements are not critical elements but may be used for 

                                                award recognition.  Assign a rating as:  Exceeded (E), Met (M), 

                                                         Not Met (NM)       

                                                                                                                                                          ADDITIONAL ELEMENTS

                                                                                                                                                              E                M            NM

	1.  LEADERSHIP

     Presents a positive , professional image.  Leads by example.  Shows initiative.  Assumes/accepts responsibility.  Makes 

      rational decisions.  Gets things done through others.  Demonstrates sound judgement, adaptability, and integrity.  Is   

      ethical.  Promotes change as required, and is creative/innovative.  Possesses administrative and technical knowledge for 

      effective organizational performance.  Takes care of staff.  Resolves issues, and takes charge.
	
	
	

	2.


	
	
	

	3.


	
	
	

	4.


	
	
	

	5.


	
	
	

	12.  SUPERVISOR COMMENTS:  Comments concerning performance.  Used for exceptional performance, below fully successful performance and/or special conditions; e.g., comments on progress review; explanation of closeout and final appraisal; and /or any clarifying information.

	

	13.  PERFORMANCE RECOGNITION:  (optional)

	14.  INSTRUCTIONS FOR COMPLETING PERFORMANCE MANAGEMENT REVIEW: 

	1.  RATING:  Complete rating process for closeout and final appraisal.

2.  RATING OF RECORD:  Normally, annual, end of performance period rating based on summary level assigned.  Provide employee a copy of the rating.

3.  SUMMARY LEVEL:  Assign a summary level based on a comparison of performance against written standards.  Convert element ratings to one of two levels:  “Acceptable” or “Unacceptable.”  (Note:  An “Unacceptable” summary rating is assigned if and only if, performance on one or more critical elements is appraised as “Unacceptable.”  Refer to Activity Procedures.

4.  MAINTENANCE OF RECORD:  Submit original rating of record to the Human Resources Office for record purposes.  Follow activity procedures for performance recognition.




















































































































































































