DI-3100

November 2004

U.S. DEPARTMENT OF THE INTERIOR

Employee Performance Appraisal Plan

	Employee Name and Social Security Number: 

	Title/Series/Grade: Assistant Engine Module Leader GS-455-05-06

	Duty Station: 
Grand Junction, Colorado
	Appraisal Period:
	From:  
	To:  


Part A:  Notification of Standards:  Signatures certify that critical elements and performance standards were discussed.  Critical elements and performance standards are contained in Part E.
	Employee:


	Rating Official:
	Reviewing Official (if applicable*):



	Date:


	Date:
	Date:


*If determined by Bureau/Office

Part B:  Progress Review:  Signatures certify that performance was discussed.

	Employee:


	Date:
	Rating Official:
	Date:


Part C:  Summary Rating Determination:  To determine a summary rating, assign one of the numerical rating levels that accurately reflects the employee’s performance for each of the critical elements (Use only whole numbers: Exceptional = 5 points; Superior = 4 points, Fully Successful = 3 points, Minimally Successful = 2 points, and Unsatisfactory = 0 points.)  See reverse for complete instructions for assigning a Summary Rating.

	Element Number
	Numerical Rating

	1 (Safety)
	

	       2 (Leadership)
	

	3 (Management)
	

	4 (Suppression and Preparedness)      
	

	5 (Project Work)
	

	
	Total:
	


	Total Numerical Rating
	
	÷
	Number of Elements
	4
	=
	Numeric Summary Rating
	


Part D:  Overall Summary Rating:  Use conversion chart below to determine Summary Rating.  Check the appropriate box:
	
	Exceptional
	4.6 – 5.00 AND No critical element rated lower than “Superior”.

	
	Superior 
	3.6 – 4.59 AND No critical element rated lower than “Fully Successful”.

	
	Fully Successful 
	3.0 – 3.59 AND No critical element rated lower than “Fully Successful”.

	
	Minimally Successful
	2.0 – 2.99 AND No critical element rated lower than “Minimally Successful”.

	
	Unsatisfactory
	One or more critical elements rated “Unsatisfactory”.

	

	Employee:


	Rating Official:
	Reviewing Official: (if applicable):



	Date:


	Date:
	Date:


Check here if Interim Rating:  ______

Employee’s Signature above certifies that the overall summary rating was discussed.  Reviewing Official’s signature is required for Exceptional, Minimally Successful and Unsatisfactory ratings, and otherwise if determined by Bureau/Office.

Instructions for Completing the Employee Performance Appraisal Plan

Establishing Critical Elements and Performance Standards

Critical elements (at least one, but no more than five) should be established for each employee at the start of the performance year.  Through these elements, employees are held accountable for work assignments and responsibilities of their position.  A critical element is an assignment or responsibility of such importance that Unsatisfactory performance in that element alone would result in a determination that the employee’s overall performance is Unsatisfactory.  Please see the Performance Appraisal Handbook for more detailed information.

Performance standards are expressions of the performance threshold(s), requirement(s), or expectation(s) that must be met for each element at a particular level of performance.  They must be focused on results and include credible measures.  You may use the Benchmark Performance Standards from the Performance Appraisal Handbook (in conjunction with individually established performance standards) to describe, for each element, credible measures such as quality, quantity, timeliness and/or cost effectiveness, for at least the “Fully Successful” level.  Rating officials are strongly encouraged to develop performance standards at additional levels, to ensure that the employee has a clear understanding of the level of performance expected.

Progress Reviews

A progress review should be conducted at approximately mid-way through the rating period.  Part B should be completed after the progress review.  Any written feedback or recommended training can be noted on a separate sheet and attached to the employee performance appraisal plan.

Assigning the Summary Rating

A specific rating is required for each critical element to reflect the level of performance demonstrated by the employee throughout the rating period.  Only one numerical rating level is assigned for each critical element.  Before the rating official assigns a summary rating, he/she should consider all interim summary ratings received for the employee during the annual appraisal period.  The summary rating is assigned as follows:

A. Review the employee performance appraisal plan and assess how the employee performed relative to the described performance standards.

B. Appropriately document the employee’s performance with a narrative summary that describes the employee’s achievements for the critical elements as compared to the performance standards.  A narrative must be written for each critical element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.  This narrative should contain examples of the employee’s performance that substantiate and explain how the employee’s performance falls within the level assigned.  There is a block provided for the narrative summary for each critical element.

C. In Part C of this form, assign one of the numerical rating levels that accurately reflects the employee’s performance for each of the critical elements (Use only whole numbers: Exceptional = 5 points, Superior= 4 points, Fully Successful = 3 points, Minimally Successful = 2 points, and Unsatisfactory = 0 points).

D. Add up the numerical rating levels to get a total.

E. Divide the total by the number of critical elements to get an average.  (Elements that are “not rated” because an employee has not had a chance to perform them during the rating year are not assigned any points and should not be used to determine the average rating.)

F. Assign the employee a summary rating based on the table in Part D of this form.

Note:  Whenever an employee is rated “Unsatisfactory” on one or more critical elements, the overall rating must be “Unsatisfactory” (regardless of total points).  The rating official should immediately contact the servicing human resources office.

Part E:  Critical Elements and Performance Standards:  List below each of the employee’s critical elements (at least one, but no more than 5) and their corresponding performance standards.  If Benchmark Standards are used, indicate “Benchmark Standards are attached” in the space below, and ensure they are attached to this form.

	Critical Element 1:
	SAFETY

	Performance Standards

	Exceptional
	· The superior level is fully met.

· 0 avoidable accidents occurred for crew during the rating period.  

	Superior
	· The fully successful level is fully met.

· The Leader develops and implements a comprehensive physical training program that is healthful and successful in establishing fitness.

· After analyzing hazardous conditions (risk assessment), the hazards are mitigated to the lowest possible level and documented, and that documentation is provided to supervisor.  

	Fully Successful
	· The Assistant Fire Engine Module Leader typically provides for the crews safety and welfare by
· regular discussions regarding preventive measures
· Assures the crew regularly uses personal protective equipment (PPE).  
· Personally uses, teaches, and emphasizes “6 minutes for safety.”

· Regularly uses tailgate safety sessions. 
· Within the rating period the Leader has been involved in no more than one instance of preventable and non-life threatening safety infractions.
· 100% of employees have the following required training.
· Defensive driving

· RT-130 (annual fire refresher)

· CPR and First-aid

· Work capacity test

· Assistant Engine Module Leader and crew participate daily in the physical training program. 

· Assistant Engine Module Leader has a class “B” Commercial Drivers License with appropriate endorsements.



	Minimally Successful
	· The Leader performs minimal follow-up actions on the accidents and fails to take prevention efforts.

· A spot check of training records show 1 individual (within an average 5 person crew) has not received required annual training.

· The Leader or a crew member has been sighted for failing to wear PPE or observed not wearing PPE when required.

	Unsatisfactory
	· There is little indication based on a review of the crew’s overall safety record that safety issues have been addressed by the leader.

· There is minimal or no record indicating that required safety training has been conducted.

· There has been little or no significant follow-up after an avoidable accident has occurred.

	Narrative Summary

	Describe the employee’s performance for each critical element.  A narrative summary must be written for each element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.



	Rating for Critical Element 1:

[ ] Exceptional-5    [ ] Superior-4     [ ] Fully Successful-3      [ ] Minimally Successful-2    [ ] Unsatisfactory-0


	Critical Element 2:
	LEADERSHIP

	Performance Standards

	Exceptional
	Achieves all elements in Superior and:

· The employee demonstrates excellent leadership skills and with only rare exceptions develops effective working relationships with others.  
· The employee immediately handles difficult situations with subordinates with professionalism and effectiveness, and demonstrates foresight in correcting situations that may cause future problems before they arise.  
· The employee encourages independence and risk-taking among subordinates, yet takes responsibility for their actions. 
· The employee is open to and solicits the views of others, and promotes cooperation among peers and subordinates, while guiding, motivating and stimulating positive responses.  

· The employee demonstrates a strong commitment to fair treatment, equal opportunity and the affirmative action objectives of the organization, and has a significant positive impact on achievement of goals in this area.  
· In addition, the employee demonstrates innovation and specific positive achievements in meeting other management obligations such as safety, internal management controls, merit systems principles, performance management, and management of conduct and discipline issues.

· The Assistant Fire Engine Module Leader is recognized for extraordinary leadership skills by their crew, peers and supervisors (identifying such traits as inspiring trust, a desire to develop the skills of others, etc.) Read two or more leadership books each year.
· Read two or more leadership books each year.


	Superior
	Achieves all elements in Fully Successful and:
· The employee demonstrates good leadership skills and establishes sound working relationships. 
· The employee almost always handles difficult situations with subordinates with professionalism and effectiveness.  
· The employee shows good judgment in dealing with others and considering their views.  
· The employee has a strong sense of mission and seeks out responsibility. 
· Read one leadership books each year.


	Fully Successful
	· Engine module passes the annual readiness review.
· Crew ready room and personal work stations are kept clean and maintained for safety and appearance. 
· The employee is a capable leader who works successfully with others and listens to suggestions.
· The employee generally handles difficult situations with subordinates with professionalism and effectiveness.  
· The employee also works well as a team member, supporting the group’s efforts and showing an ability to handle a variety of interpersonal situations.   


	Minimally Successful
	· The employee sometimes fails to motivate subordinates and promote team spirit; provide clear assignments and performance requirements or sufficient instructions to subordinates; provide sufficient explanation of organizational goals to subordinates; satisfy customer needs and/or meet customer service objectives; and/or meet production or mission goals in a timely and quality manner.  



	Unsatisfactory
	· The employee usually fails to motivate subordinates and promote team spirit; often provides unclear assignments and performance requirements or insufficient instructions to subordinates; frequently fails to provide sufficient explanation of organizational goals to subordinates; generally fails to satisfy customer needs and/or meet customer service objectives; and/or frequently fails to meet production or mission goals in a timely and quality manner.  
· The employee’s work with others consistently fails to show an understanding of the importance of fair treatment and equal opportunity.  

	Narrative Summary

	Describe the employee’s performance for each critical element.  A narrative summary must be written for each element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.



	Rating for Critical Element 2:

[ ] Exceptional-5    [ ] Superior-4      [ ] Fully Successful-3      [ ] Minimally Successful-2     [ ] Unsatisfactory-0


	Critical Element 2:
	MANAGEMENT

	Performance Standards

	Exceptional
	Achieves all elements in Superior and:

· Assistant Engine module participates in the preparation of documents such as :

· Wildland Fire Situation Analysis

· Wildland Fire Implementation Plan

· Prescribed Fire Plans

· National Environmental Policy Act documents

	Superior
	Achieves all elements in Fully Successful and:
· Is involved with preparing the end of the year report.
· When an evaluation of new equipment is appropriate, a report of suitability is submitted to the UCR equipment committee in a timely manner.

	Fully Successful
	· The employee’s work with others shows an understanding of the importance of fair treatment and equal opportunity and meets all management commitments related to providing a safe working environment, merit systems obligations, performance management, and internal controls, and management of conduct and discipline issues.

· All evaluations for assigned crew have been completed and sent to the servicing personal office.

· Assistant Engine Module Leader and assigned crew meets minimum experience and training requirements as described in both the RED-BOOK and the UCR training charter for current position. 

· Ensure that crew member IDP’s have been established at the start of the season and revisited by 10/15.

· A module training needs analysis has been established for the next training season through the use of IDP’s and has been sent to the zone training representative by 11/01.
· Nominations for off unit training courses have been submitted to the zone training representative as outlined in the UCR training charter by 10/15.

· Monthly vehicle utilization reports are timely and accurate.
· Credit card statements are processed in a timely manner.

· Module’s training records follow Red-Book guidelines for format.
· Module’s training records are complete for qualifications on red-cards. 

	Minimally Successful
	· The employee’s supervisory performance shows serious deficiencies that require correction.  
· The employee’s work with others fails to show a consistent understanding of the importance of fair treatment and equal opportunity. 
· The employee does not meet all management obligations related to internal controls, merit system obligations, performance management, and/or management of conduct and discipline issues.

	Unsatisfactory
	· The employee’s supervisory performance is unsatisfactory. 
· Employee frequently fails to meet other management obligations related to internal controls; merit systems obligations, performance management, and/or management of conduct and discipline issues.

	Narrative Summary

	Describe the employee’s performance for each critical element.  A narrative summary must be written for each element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.



	Rating for Critical Element 2:

[ ] Exceptional-5    [ ] Superior-4      [ ] Fully Successful-3      [ ] Minimally Successful-2     [ ] Unsatisfactory-0


Part E:  Critical Elements and Performance Standards:  List below each of the employee’s critical elements (at least one, but no more than 5) and their corresponding performance standards.  If Benchmark Standards are used, indicate “Benchmark Standards are attached” in the space below, and ensure they are attached to this form.
	Critical Element 3:
	SUPPRESSION AND PREPAREDNESS   


	Performance Standards

	Exceptional
	· Achieves all elements in Superior and:

· Is recognized (outside of their organization) as an expert in the field of wild land fire suppression, fire behavior, or an area of expertise that is of equivalent importance. 

· Ensures no preventable, fire suppression related, or safety infractions occurred.  

· Always anticipates and provides information and possible solutions that maximized crew efficiency.  

· OR

· Creates or provides new, innovative, and useful methodology or equipment that benefits the fire community beyond the local unit.

	Superior
	· Achieves all elements in Fully Successful and:

· Demonstrates cost efficiency beyond fully successful level by establishing budgetary savings without compromising safe and effective fire suppression and fire “preparedness.”   

· Self, crew, and equipment consistently exceed standardized fire readiness.

· The Assistant Fire Engine Module Leader typically prepares clear, concise and well written reports of activities.

· The Assistant Fire Engine Module Leader presents training that is praised by participants as an important learning experience.

· The Assistant Fire Engine Module Leader assessment of logistical needs is invariably correct to the situation at hand. 


	Fully Successful
	· Routinely assures that suppression duties are completed in a timely and cost effective manner.  (The definitions of “timely and cost effective” must be established by the supervisor and understood by the employee.  Ideally it should be incorporated in this statement.)

· Initial “size-ups” are invariably correct to the situation at hand. 

· Consistently evaluates, assesses, and determines appropriate suppression methods based on current and expected fire behavior

· Communicates the suppression methods to be used in a given situation to all necessary participants.  

· Routinely maintains crew and equipment at a specified degree of fire readiness.
· Fire reports are prepared and turned in within 7 days of the fire being declared out. 
· The Assistant Engine Module Leader will be proficient in performing simple and progressive hose lays, basic knowledge of hydraulics, pump theory and operation.
· Perform pump package maintenance, Apparatus maintenance, troubleshooting problems with both pump and apparatus.


	Minimally Successful
	· Occasionally deviates from standard suppression procedures.  

· Occasional lapses in clear or adequate communication.  

· Written reports are sometimes written without sufficient detail or clarity. 

· Self, crew, and equipment often are not maintained in the specified degree of fire readiness.
· Equipment has been found to be poorly maintained 3 - 4 times within a rating period.  

	Unsatisfactory
	· Consistently deviates from established policy and guidelines. 

· Either fails to prepare reports or prepares reports that are deficient. 

· Actions or inactions have resulted in a lack of fire readiness. 
· Equipment is found to be poorly maintained more than 5 times within a rating period.  

· Equipment has been found to be damaged 2 or more times in a rating period because of poor maintenance or failure to follow operating procedures.

	· Narrative Summary

	· Describe the employee’s performance for each critical element.  A narrative summary must be written for each element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.



	· Rating for Critical Element 3:

· [ ] Exceptional-5     [ ] Superior-4      [ ] Fully Successful-3      [ ] Minimally Successful-2    [ ] Unsatisfactory-0


Part E:  Critical Elements and Performance Standards:  List below each of the employee’s critical elements (at least one, but no more than 5) and their corresponding performance standards.  If Benchmark Standards are used, indicate “Benchmark Standards are attached” in the space below, and ensure they are attached to this form.
	Critical Element 4:
	PROJECT WORK (This critical element pertains to such projects as prescribed fire, fence building, and building maintenance).

	Performance Standards

	Exceptional
	· Meets all established criteria for the Superior level.

	Superior
	· In addition to assigned project work, the employee is proactive in all non-season project work from fence building to prescribed fire and fuels treatment projects.  (Proactive is defined as finding appropriate areas where a project is needed and takes a lead in development, implementation and completion of the project following all proper procedures.)

· Based on a spot check review, the employee has documented and filed well written and properly formatted completion reports 100% of the time.

	Fully Successful
	· Participates and contributes in prescribed fire and fuels treatment.
· Determines tools and manpower that will be needed to accomplish required tasks providing all necessary project participants with relevant information.

· Generally completes project work 90% of the time outside of fire season.  

· Module actively participates in project work.

· Project work is completed in a timely manner and as efficiently as the project plan allows. 

	Minimally Successful
	· Complete less than 80% of assigned projects.  

· No documentation of accomplishments.

	Unsatisfactory
	· Completed less than 20% of assigned project work.  

	Narrative Summary

	Describe the employee’s performance for each critical element.  A narrative summary must be written for each element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.



	Rating for Critical Element 4:

[ ] Exceptional-5     [ ] Superior-4      [ ] Fully Successful-3      [ ] Minimally Successful-2    [ ] Unsatisfactory-0


Part E:  Critical Elements and Performance Standards:  List below each of the employee’s critical elements (at least one, but no more than 5) and their corresponding performance standards.  If Benchmark Standards are used, indicate “Benchmark Standards are attached” in the space below, and ensure they are attached to this form. 

1

