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LESSON 12
HOURS:  1

TITLE:  PERFORMANCE EVALUATIONS

I.   LEARNING OBJECTIVES

A.  
Know the role of the enlisted performance evaluation with regard to advancement and detailing and demonstrate the ability to complete the evaluation form.

B.  
Comprehend the role of officer fitness reports with regard to promotion and officer detailing and demonstrate an ability to complete a fitness report form.

II.  REFERENCES AND TEXTS
A. Instructor reference:  BUPERSINST 1610.10 (Series), "Navy Performance Evaluation System" (Available at: https://buperscd.technology.navy.mil/bup_updt/upd_CD/BUPERS/INSTRUCT/161010.pdf.)

B.
Student texts:  None

III. INSTRUCTIONAL AIDS

A. PowerPoint slides included with this guide or instructor-prepared transparencies

B.  
LCD projection system or overhead projector

C.  
Computer 

D.
Fitness Report Form (projected on screen/monitor or distributed to students)

IV. 
INSTRUCTOR PREPARATION:  Review references and lesson plan. 

V.  
SUGGESTED TEACHING METHODS AND PROCEDURES:  Lecture/Discussion

VI. 
INTRODUCTION  







     

(On Slide #1)


A.  
GAIN ATTENTION:  When the time comes for you to be selected for promotion or command, the selection board will not have the opportunity to call you in to talk to you and form an opinion on how good an officer you are. For the board, "you" will consist primarily of the fitness reports your commanding officers have written on your performance over the years. In the same way, when one of your subordinates comes up for promotion or selection to a special program, the first resource called on will be the evaluations you have written. 

B.  
OVERVIEW:  The purpose of this lecture is to familiarize you with the Navy's Performance Evaluation and Reporting System and improve your skills in drafting evaluations and counseling input. It will be impossible for you to effectively develop yourself or your subordinates if you aren’t able to record and report a quality evaluation. In this lesson, in addition to examining the Navy's Evaluation and Reporting System, we will also look at the Privacy Act Statement and the concept of confidentiality. 

C.  
LEARNING OBJECTIVES:  Review the learning objectives for this lesson.
D.  
METHOD/MEDIA:  This lesson will be taught using the lecture method, aided by the use of various slides. 

TRANSITION:  Are there any questions about our subject today or how we will accomplish our task?  If not, let’s begin by discussing how performance evaluations are linked to specific traits.   

VII. PRESENTATION



   




      (Off Slide #1, On Slide #2)

A. Concept of Performance Evaluation. The Navy needs a personnel evaluation system for two primary reasons:
1.  
First, evaluating personal performance helps us make decisions when selecting the best person for a particular job, a promotion, additional training, and/or a commendation. Information about your career performance is required by Navy Regulations to be recorded and maintained on Naval personnel to "reflect their fitness for the service and performance of duties." The Navy's performance evaluation system was developed as a method for measuring an individual's performance in specific trait areas against set criteria and also for communicating the documented performance to selection boards.
2.  
Secondly, personnel need feedback on their performance. They need to know how they measure-up to established standards. The Performance Evaluation system creates an objective (How does this differ from subjective?) record of your performance which becomes the primary document for Navy selection board decisions. It is also a valuable tool for self-improvement, training, and development. For these reasons, it is absolutely crucial that you personally verify all information contained in your final evaluation for accuracy (i.e., dates, misspelled words, etc.) prior to signing your evaluation.

   (Off Slide #2, On Slide #3)

B.  
Basic Elements of the Performance Evaluation Reporting System
(Off Slide #3, On Slide #4)

1.  
The Rating System.  The evaluation section of the eval form consists of seven major categories or performance traits. The categories are either marked with a numerical value or marked “Not Observed” (NOB) by the rater. The numerical values and their meanings are as follows:

5.0 Greatly exceeds standards

4.0 Above standards

3.0 Meets standards

2.0 Progressing

1.0 Below standards

The eval form is set up to establish a grade of 3.0 as the standard. Each individual needs to realize that assignment of a 3.0 grade means that the member is performing in full compliance with the listed standards. This provides members a realistic measure of their performance.

(Off Slide #4, On Slide #5)

2.  
The Seven Performance Trait Categories.  The seven performance trait categories are:
a.  
Professional knowledge – Evaluation of the individual’s technical knowledge and practical application ability.

b.  
Quality of work - Evaluation of standard of work and value of the end product.

c.  
Equal Opportunity - Fairness, respect for human worth.

d.  
Military Bearing/Character - Appearance, conduct, physical fitness, adherence to Navy Core Values.

e.  
Personal Job Accomplishment/Initiative – Quantity of work and willingness to take responsibility.

f.  
Teamwork – Ability to work productively in a team.

g.  
Leadership – Ability in the areas of organizing, motivating, and developing others to accomplish goals.

(Off Slide #5, On Slide #6)

Transition:  These two elements are used together to arrive at an overall numerical evaluation of an individual’s performance. For each performance trait, a determination is made of the individual’s performance against the standard -- that is, is the individual above, at, or below standards and by how much? The grade selection is based on a fair comparison of the Sailor’s performance against other personnel in the command or known to the rater and against the amplifying criteria contained at the intersection of each grade and each performance trait on the evaluation form. Now, let’s look at some inputs that should be gathered prior to preparing the report.

(Off Slide #6, On Slide #7)

C.  
Midterm Counseling Report.  Planned and scheduled counseling is a major focus of the Navy’s performance evaluation system. Counseling is to be performed at the midpoint of each evaluation cycle and also when the fitness or evaluation report is signed. The purpose of performance counseling is to identify individual strengths and weaknesses in order to recognize accomplishments, encourage professional development, and improve communication between supervisor and subordinate. The midterm counseling session is particularly important in helping the individual recognize shortcomings which need to be corrected. This permits the subordinate to make changes early to avoid having negative characteristics included in the evaluation or fitness report. 

 (Off Slide #7, On Slide #8)

D.  
The Brag Sheet.  The "brag sheet" is the means by which you and your subordinates present a documented account of performance for consideration by the performance evaluation process. This is the single most powerful instrument available to influence evaluations. You must record your accomplishments and relate them to impact on the mission -- the mission of your division, your department, your command. You must require subordinates to do the same. You cannot expect someone else to remember all the good things you have done over the past year. You need to keep a written list of your accomplishments; relying on memory may result in you forgetting something significant that you did months ago. Superior performance, undocumented, will get you NOWHERE. Sustained superior performance, well documented, will make the difference! 
TRANSITION:  Now that the basic evaluation process is familiar to you, let’s look at some of the other parts of the evaluation and see where they fit in.

(Off Slide #8, On Slide #9)

E.  
Other Important Blocks.  It isn’t enough just to fill in the grades for each performance trait. Other blocks on the form also tell a story to someone reading the evaluation or fitness report to a selection board. For what future jobs is the individual being recommended? What is the promotion recommendation? What is the Sailor’s ranking against his peers? The following points require careful consideration before the form is ready to be signed.

1.  
Dates.  Always ensure that the dates on fitness reports and evaluations provide day-to-day coverage. In other words, ensure that the beginning and ending dates of your reports and those of your subordinates are two-blocked (closed together) without gaps. Gaps in reports between the ending date of one report and the beginning of the next can cause a selection board to reject your package for promotion or selection.

2.  
Periodicity.  Ensure that your reports and those of your subordinates are always submitted on time. BUPERSINST 1610.10 contains the specific dates for submission of reports according to paygrade.

3.  
Job Recommendations.  When filling in the Assignment Recommendation block on the form, be specific. Vague entries can lead to vague jobs. Also, ensure the recommendation is appropriate.  It should indicate that the individual is aiming for the next level of accomplishment.  (For example, division officer is recommended for a department head assignment, etc.) 

4.  
Promotion Recommendation and Ranking.  Promotion recommendations are controlled. For a given number of individuals in a promotion category, only a limited number can be listed in the "Early Promote" and "Must Promote" blocks. This requires serious consideration to be given to ranking all the individuals of that particular promotion category carefully. This is where a complete record of accomplishments can be of great help. 

(Off Slide #9, On Slide #10)

F.  
The Rater and Reporting Senior.  The rater for all personnel should be someone who is very familiar with their day-to-day performance. This is usually accomplished by a supervisor who works with the individual. For example, the rater for E-1 through E-6 personnel will be a Chief Petty Officer. The rater will also be responsible for carrying out formal counseling responsibilities at regular intervals. The Reporting Senior is normally the individual’s commanding officer, although Chief Petty Officers may act as reporting seniors for members in paygrades E-4 and below.

(Off Slide #10, On Slide #11)

TRANSITION:  It’s crucial after reviewing all this information to look at the performance evaluation one last time to ensure everything is correct. Follow the checklist shown on this slide, and you’ll get a good product.  Are there any questions on the material we’ve discussed thus far? Before completing this lesson, one last point must be covered. Fitness reports and evaluations and the material used to prepare them contain highly personal information and must be safeguarded and handled appropriately.

(Off Slide #11, On Slide #12)

G.  
Confidentiality and Privacy Act Considerations
1.   All documentation of performance must be available to subordinates for review upon request, but must be kept confidential from others who are without an official need-to-know.

2.   The Privacy Act of 1974 places limitations on files that may be maintained on individuals. Personal notes or records may be kept as memory aids regarding the performance, conduct, and development of persons supervised. These are not prohibited by the Privacy Act as long as the following guidelines are adhered to:

a.  
They are kept and maintained only for the personal use of the supervisor who wrote them.

b.  
They are not circulated to anyone else.

c.  
They are not under the control of, or required by, the Navy.

d.  
They are kept or destroyed as the supervisor who wrote them sees fit.

e.  
The information is safeguarded and protected to preclude unauthorized disclosure.

f.  
They are not regarded as a secret file and are used openly as memory aids when discussing a member’s performance.

Lack of confidentiality will break down trust and confidence. Details divulged during counseling sessions are privileged information unless there is an official need-to-know.

(Off Slide #12, On Slide #13)

TRANSITION:  Let’s take a few moments to review what we’ve learned by answering a few questions. 

VIII. DISCUSSION QUESTIONS






      

A.  
How do you keep track of your performance contributions?

Answer: By keeping a thorough record of individual accomplishments.

B.  
What is the primary purpose of the evaluation report and counseling record?

Answer: Its purpose is to create an objective record of performance on which official actions may be based. It is the primary document for the Navy selection board decisions.

C.  
What are some other uses?

Answer: 

1.  Self-improvement

2.  Training and development

IX.  SUMMARY
 


      


     

An evaluation system provides communication between the person who assigns the work and the person who performs it. It provides the opportunity for these individuals to discuss what they expect from each other and how well those expectations are being met. The Navy's performance evaluation system is designed as a method for comparing an individual's performance in specific trait areas against set criteria. Periodic evaluations effect our advancement. They influence the final multiple score on advancement examinations and are used by selection boards to determine who is best prepared to advance to a higher paygrade or be selected for a commission or other special program.

The "brag sheet" is your means to present a documented account of your performance for consideration in the performance evaluation process. Routinely recording your accomplishments as they relate to the mission of your division, department, or command will have a powerful impact at evaluation time, since the counselor is required to report it. Performance evaluation systems are also closely tied to motivation and can be a powerful motivational tool, if properly administered.  
Are there any final questions?
INSTRUCTOR’S NOTE


Ensure LCD or overhead projector is in place and presentation  is ready.  Have the introductory slide on screen.
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