Standing Operating Procedure No. M08                                             October 5, 1998
Performance Appraisals (No Accompanying Award)

ASSISTANT SECRETARY OF THE ARMY

(MANPOWER & RESERVE AFFAIRS)

CIVILIAN PERSONNEL POLICY

LABOR/MANAGEMENT EMPLOYEE RELATIONS

1.  PURPOSE:  This Standing Operating Procedure outlines tasks for preparing, finalizing, and processing a completed performance appraisal. 

2.  APPLICABILITY:  This SOP applies to all Army employees serviced by an Army Civilian Personnel Advisory Center and a Civilian Personnel Operations Center.  Within DA, employees are covered by the Total Army Performance Evaluation System (TAPES), detailed in AR 690-400, Chapter 4302.  Within TAPES, there are 2 component subsystems, Senior and Base Systems.  The Senior System covers ST, SL, GM, WS/GS-9 and above, employees in equivalent levels in other pay plans and grades, and career interns.  The Base System covers WL, WG, WS/GS-8 and below (excluding career interns) and equivalent levels in other pay plans (e.g., Power Plant Trainees).  NOTE:  Organizations with laboratory reinvention or laboratory demonstration authorities may have different uses for performance appraisals, so processing discussed in this SOP may differ slightly. 

3.   PROCESSES AND RESPONSIBILITIES:   

I. Managers are responsible for knowing the due date of appraisals for employees under their supervision.  Appraisals are due in the CPAC 45 days after the close of a rating cycle.  Rating cycles are normally a year in length, but may be shorter or longer for a variety of reasons, including a change in position assignments, lengthy detail to a different position for which no performance plan was developed, early departure of the rater, etc.  Although there are provisions in the TAPES regulation for annual and special ratings, only annual ratings are entered into DCPDS and filed in the OPF/EPF.  A special rating may be attached to an annual rating and incorporated as part of the rating if a rating official decides to accept a special rating for part of the rating period (e.g., when the employee was assigned to a position with different performance objectives or to another supervisor).

II. The rating official will request input from the employee about the employee's performance during the rating period.  The rating official must assure that the employee's support form has been approved at least 120 days prior to the end of the rating period.  If the employee has not had a support form for the minimum period of time and the employee has not had a rating of record elsewhere for an equivalent annual period, the rating period must be extended.  The rating official must contact the CPAC to determine whether a rating is due and the new date when a rating is due.  An employee's input about accomplishments may be requested beginning shortly prior to end of the rating period.  The supervisor will complete the report form, attach the support form, and forward the completed appraisal to the CPAC.

a. When submitted, the signature of the rater (and senior rater when used or required) must be on the form.  The employee's signature must also appear, or a notation about why the employee's signature is omitted.  The rater (and senior rater, when required) signatures must be dated, since this is a required data element.  The overall rating must agree with the formula assigned for the percentage of individual objective/responsibility ratings.  Each objective/responsibility must individually be rated, be marked as not ratable, or be lined out and omitted {BPM block 1}.

b. CPAC will review for regulatory compliance on at least a spot-check basis.  Areas of review will include, as a minimum, inclusion of support form with report form, employee is rated under appropriate system, rating of individual objectives/responsibilities, use of correct formula to establish overall annual rating, agreement between rater and senior rater ratings, support form approved and in place minimum of 120 days.  The results of CPAC ratings regulatory reviews will dictate whether to increase or decrease rate of review.  Ratings with identified irregularities will be coordinated with managers, as appropriate.  Every effort will be made to correct ratings by notation in the CPAC, rather than return them to managers to correct minor errors.  When necessary, however (e.g., support form has not been in place 120 days, employee rated under incorrect subsystem, no support form attached to report form), ratings will be returned to manager for correction {BPM block 2}.

c. The CPAC will forward completed, correct annual ratings of record to CPOC for action.

III. CPOC will update DCPDS.  Input will include rating, rating pattern, end of rating period, effective date, due date for next rating {BPM block 3}.  CPOC will file copy of rating in employee OPF/EPF.

4.  REFERENCES AND RELATED DOCUMENTS:  

a.
PERMISS topics:


Annual Rating

Base System Checklist 


Off-Cycle Rating 


Performance Based Actions 


Performance Management Program - Overview

Performance Objectives/Responsibilities

Performance Plans 

Performance Ratings 

Senior System Checklist 


Within-Grade-Increase  

b.
DA PAM 690-400, Chapter 4302

c.
Title 5, Code of Federal Regulations, Parts 430, 432 

d.
Title 5, U. S. Code, Chapter 43






APPROVED BY:  _______________________

                                                                       
       Elizabeth B. Throckmorton

                                                                       
       Chief, Policy & Program 

                                                                         
       Development Division

