Employee's Name: ____________________
Appraisal Period: _________________


	[image: image1.png]



	National 
Aeronautics & Space 
Administration
	NASA Employee Performance Communication System (EPCS) For Supervisors


	Employee:      
	Rating Official:      

	Organization:      
	Appraisal Period:      


	Performance Management Signature Instructions

	Planning Discussion

	· The rating official meets with the employee to discuss performance expectations.

· The employee has an opportunity to provide input to the performance plan.  

· The rating official makes the final decision on performance elements, standards, and indicators for the performance plan.

· Both the rating official and employee certify the performance plan by signing the Planning Discussion signature block below.

	Progress Review Discussion(s)

	· At a minimum, one progress review must be held during the appraisal period, generally mid-point in the period.  

· The rating official offers the employee an opportunity to provide input relative to the performance elements, standards and Indicators.

· Either the rating official or employee may initiate a progress review at any time during the appraisal period.

· At the mid-term review, the rating official and employee modify the plan as needed and initial the Progress Review signature block below.

	Development Discussion(s)

	· The rating official discusses training and development needs with the employee during the mid-term review and annual appraisal.

· Either the rating official or employee may initiate a discussion at any time during the appraisal period.

· Both the rating official and employee initial the Development Discussion signature block below.

	DISPOSITION OF FORM: This form is subject to the provisions of the Privacy Act.  The original signed form shall be retained in the Employee Performance File for 4 years.

	Planning Discussion

	Employee Signature
	Date

	Rating Official Signature
	Date

	Progress Review Discussion(s)

	Employee Initials/Date

	Rating Official Initials/Date

	Development Discussion(s)

	Employee Initials/Date

	Rating Official Initials/Date


	Performance Plan

	In accomplishment of the performance elements and standards below, the employee shall abide by the NASA Values of Safety, The NASA Family, Excellence, and Integrity.


	Element 1: Strategic Alignment

	Standard: Demonstrates a commitment to the Agency’s Vision, mission, and goals.

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Organizational goals and objectives are aligned with the goals and objectives of the Agency’s Strategic Plan and consistent with the Integrated Budget and Performance Document.

Program/project/organizational plans, goals, and objectives are clear, measurable, realistic, and aligned with the organization’s strategic goals and objectives.

Employees’ performance plans and work assignments are linked to achieving the organization’s strategic goals and objectives.

	Comments:      

	Element 2: Health and Safety

	Standard: Demonstrates a commitment to the Agency’s #1 core value – Safety is the first consideration before any other Agency or organizational goal or objective.

	NASA Strategic Plan
	
Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Employees of the organization understand and comply with applicable safety and occupational health standards, rules, regulations, policies, and procedures.

Safety walkthroughs, inspections, and audits are routinely conducted and corrective action is expeditiously taken when any unsafe condition and/or procedure is identified.

An organizational environment exists where NASA employees and contractors feel free to raise health and safety concerns without fear of retribution.

Employee and/or contractor concerns and/or opinions on health and safety issues are seen as an integral part of NASA operations and acted upon appropriately.

Health and safety activities are recognized as opportunities to improve the health and safety of the workplace and are voluntarily participated in.

Training and instruction on safety issues are provided to employees, as appropriate.

Safety, health, and environmental protection practices are demonstrated and evident in the workplace.

	Comments:      


	Element 3:  Equal Opportunity/Diversity

	Standard: Demonstrates a commitment to and support of equal opportunity and diversity by complying with the Agency’s EO laws, regulations, policies, and procedures.

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Required training is successfully completed.

Real or potential complaints of discrimination are addressed quickly and effectively.  

Disagreements, disputes, or complaints of discrimination are resolved, if possible, by engaging in Alternative Dispute Resolution.

An organizational environment exists where employees value individual and cultural differences, treat one another with respect, and have an opportunity to excel.

A commitment to equal opportunity is evident in hiring, assignments to career-enhancing projects, and in all other personnel decisions.

A working environment that is free of discrimination and harassment of any kind and accessible to individuals with disabilities has been created.

	Comments:      


	Element 4: Collaboration and Teamwork

	Standard: Demonstrates a commitment to One-NASA by promoting collaboration and teamwork among the organization’s employees and with other managers and teams across Centers and organizational boundaries.

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Working partnerships and collaborative relationships with employees and others are created and encouraged.

Collaborative solutions are effectively sought and utilized to obtain better results than could have been achieved otherwise.

Knowledge of best practices and lessons learned and resources are shared to accomplish tasks and projects with a NASA-wide approach and benefit.

Working relationships with others are cooperative and reflect respect for differing approaches, and disagreements are handled and dealt with in a professional manner.

	Comments:      


	Element 5: Communications

	Standard: Demonstrates a commitment to creating and sustaining an environment conducive to open, honest, and effective communications.

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Oral and written communications are open and honest, yet aware of and sensitive to individual and cultural differences of the audience.

Information is usually accurate and effectively presented (e.g., presented in a clear, concise, and well-organized manner).

Written materials generally follow NASA’s prescribed standards and style and are infrequently returned for substantial revision.

Oral communications are generally courteous and the views and divergent opinions of others are respectfully listened to and given full and fair consideration. 

An organizational environment has been created where open and honest communications among all levels – up, down, and across the organization – is encouraged, expected, and respected.

	Comments: 



	Element 6: Work Objectives

	Standard: Demonstrates a commitment and personal responsibility to strive for excellence and high-quality results that are aligned with and ultimately contribute to the achievement of the mission and goals of the Agency.

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Organizational objectives are usually met within agreed-to costs and schedule milestones.

Budget submissions are usually complete, defensible, and timely.

Opportunities to improve processes, products, and services and to reduce costs are, when possible, identified and improvement efforts initiated.

Internal and external customers’ needs and expectations are adequately identified and considered when making decisions, identifying solutions, and resolving conflicts.

Commitments, both to internal and external customers, normally meet requirements and expectations for high-quality products/results.

Opportunities for training and development, with a focus on broadening Agency-wide perspective, are sought and, when feasible, accepted.

	Comments: 




	Element 7:  Human Capital Management

	Standard: Demonstrates a commitment to the strategic management of human capital by identifying current and future workforce competencies, including succession planning, needed to successfully execute the organization’s goals and objectives.

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated
	Merit principles and rules are adhered to and applied in promotions, selections, and all other personnel actions.

Generally the organization’s employees understand: (1) The organization’s goals and objectives; (2) How their work and developmental assignments are aligned with the organization’s goals and objectives; and (3) How their performance will be assessed and measured based on their performance and results achieved.

Awards and recognition are appropriately and fully and fairly utilized to recognize employees’ performance and achievements.

Performance and conduct issues are generally addressed in a timely manner and resolved in a fair and consistent manner.

Employees are assessed, encouraged, and, when possible, provided with educational, developmental, and growth opportunities to enhance performance, skills, and abilities and competencies needed to meet current and future Agency workforce needs

	Comments: 



	Element 8: [Insert position-specific element here. Additional elements may be added by the Rating Official.]

	

	NASA Strategic Plan
	

Element Rating:
	Performance Indicators:  

To attain the “Meets or Exceeds” standard for each element, the rating official must be generally satisfied that:


	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Critical
 FORMCHECKBOX 
Non Critical

	
 FORMCHECKBOX 
Significantly Exceeds

 FORMCHECKBOX 
Meets or Exceeds
 FORMCHECKBOX 
Fails to Meet
 FORMCHECKBOX 
Not Rated


	

	Comments:      


	Performance Appraisal

	Narrative Summary (Summarize the employee’s significant achievements and results for the appraisal period.)

     


	Rating of Record

	 FORMCHECKBOX 
 Distinguished
	 FORMCHECKBOX 
 Meets or Exceeds Expectations
	 FORMCHECKBOX 
 Fails to Meet Expectations

	Rating Official Signature/Date
	*Reviewing Official Signature/Date (Not Required for “Meets or Exceeds” Rating)

	Acknowledgement

I acknowledge receipt of this rating; however, my signature on this form does not imply agreement or disagreement with the rating.

	Employee Signature/Date


Element 1
Element 2
Element 3
Element 4
Element 5
Definitions

· Critical Element – A work assignment or responsibility of such importance that unacceptable performance in that element would result in a determination that an employee's overall performance summary rating is Fails to Meet Expectations.  Such elements shall be used to measure performance only at the individual level [5CFR 430.203]

· Non-critical Element – A dimension or aspect of individual, team, or organizational performance, exclusive of a critical element, that is used in assigning a performance summary level.  Such elements may include, but are not limited to, objectives, goals, program plans, work plans, and other means of expressing expected performance.  Failure on a non-critical element cannot be used as a basis for a performance-based adverse action nor can the employee’s performance be summarized as Fails to Meet Expectations overall based on that failure [5 CFR 430.203].  Note – non-critical does not mean not important.

· Performance Standard – A broad statement of expected accomplishment or behavior.

· Performance Indicator - An expression of a performance threshold, requirement, or expectation written at the "Meets Expectations" performance level that, when possible, should identify the measure(s) that will be used to evaluate the performance. A sufficient number of performance indicators must be identified for each standard to clearly communicate what has to be done or achieved in order to meet the standard. The performance indicators identified for each performance standard may be accepted as written or modified to reflect more accurately the expectations for the employee and his/her position.  In addition, both the employee and supervisor may suggest additional or alternative performance indicators.
Performance Element Rating Levels

· Significantly Exceeds Expectations – Performance that consistently exceeds the performance standard to an exceptional degree for the element.  

· Meets or Exceeds Expectations – A broad range of performance that at least fully meets or may exceed the performance standard and identified performance indicators for the element.  

· Fails to Meet Expectations – Performance that fails to meet the established performance standard and identified performance indicators for the element.

Performance Summary Rating Levels

· Distinguished (Level 5) – All rated critical and non-critical elements must be rated as “Significantly Exceeds Expectations.”

· Meets or Exceeds Expectations (Level 3) – All rated critical elements must be rated as “Meets or Exceeds Expectations.”

· Fails to Meet Expectations (Level 1) – Performance for any critical element that is rated “Fails to Meet Expectations.”

Element 1
Element 2
Element 3
Element 4
Element 5
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