Faculty Performance Appraisals Review Cycle: PARS form

Steps in the Annual Review Process

AY performance review cycle begins

Documentation Generated
e Faculty Activity Report
* Class visitation Records/Peer Evaluations
e Student Opinion Forms

Departmental Faculty Performance Review Committee work

Department Chair with FPR Committee Input develops
performance summary

Department Chair briefs Division Leadership and Deans on
each individuals performance

Department Chairs fill out Faculty PARs, share with
individual faculty members.

Mid-August start

End of April to Mid-May

End of May early June.

Early June through July

June and July

September to October



Faculty PARS Form

United States Naval Academy Civilian Faculty Performance Rating Report

Faculty Member:

Rank/Title:

Department/Division:

Review Period:

The critical elements below include a primary emphasis on teaching excellence, and a combination of
scholarship and service commensurate with the rank and responsibilities of the faculty member.

SECTION I.

Teaching (Critical element) OB S ME NI UN NA/NO

. Displays an accurate, up-to-date, knowledge of material

. Builds a professional, positive rapport with students

. Facilitates student learning with effective styles/methods

. Self-assesses teaching and course improvement

. Fosters an environment open to student ideas and inquiries

Is regularly available to students

. Provides effective and timely feedback to students

. Effectively advises and mentors students

bkl e il ({1 Bl HeoJl o B Nl o ull o))

Supports unique USNA expectations in and out of the classroom (e.g. military
courtesies, attendance, etc.)

Summary of Teaching Expectations | | |




Faculty PARS Form: Section | continued

Scholarship (Critical element)

OB | S

ME

NI UN | NA/NO

a. Strives to remain current in field

b. Works to develop a sustained

record of scholarship

c. Publishes in quality peer-reviewed venues

d. Contributes to professional societies

e. Facilitates midshipmen research involvement when

appropriate

Summary of Scholarship Expectations

Service (Critical element)

AOB] s

ME

NI UN | NA/NO

a. Accepts administrative tasks

/

. Completes administrative tasks timely and effectively /

human goals /

b
c. Supports USNA mission and
d

. Contributes to departmental assessments of stu

activities

d?ﬂearning

. Collegial and professional in interpersonal agK/ities

- | D

. Engages and contributes to the Departmenyg mission

g. Engages in rank-appropriate service

/’

. —

Summary of Service Expectations /

L—

S I O

Summary assessment for each critical element.

Five performance categories for each item
within a critical element.

OB—One of the Best...truly exceptional
S—Strong...consistently exceeding
expectations

ME—Meeting Expectations...very good to
excellent work

NI—Needs Improvement
UN—Unsatisfactory

NA/NO—Not Applicable/Not Observed



Faculty PARS Form: Section Il Remarks

1. Teaching and classroom work.

2. Scholarship.

Narrative section for supervisor
assessment of performance in each

3. Service. >
critical element

4. Summary.
Summary Satisfactory Unsatisfactory Final rating in just two
Overall Summary Rating categories
Critical Elements EMPLOYEE DATE [ SUPERVISOR DATE
Reviewed
Annual Performance | EMPLOYEE DATE | SUPERVISOR DATE Signature blocks to document
Appraisal .

the performance appraisal
REVIEWER DATE

process.
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Step 1 Plan Details:
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Tabs for the different components of the
performance plan

Employee Information

Employss Nams
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- Cnoass ar Action —
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Step 1: Plan DetEie
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Appratsal Type  Annual Appraisal - DaD Parformance Plan Approval Date  25-Mar-2018
Appralsal Period StartDate  D1-Aug-2017

Plan Last Modified Date  25-Mar-2013
Appralsal Perlod End Date  33-Jul-201% Created By  Testzrmian, Matiew A
Appraleal EMfective Date  01-32p-2015
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Step 2: Mission Goals
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Annual Appraisal Tab

— Narratives and Ratings Tab
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Marratives and Ratings | Rating of Record  Approvals and Acknowledgments

Employee Information

Employee Name

» sovznoe. EMPloyee Name

A written rating of record must be provided at the end of the appraisal cycle for each employee who has been under an approved performance plan for 80 calendar days during the cycle.

This screen allows you to view the employes's performance elemants and standards and inputs, rating official assessments, and recommended element ratings, if available.
» Select Radio button next to the performance element and standard(s) you want to view.
» Select Go to Mext Performance Element button at bottom right corner to go to the next performance element and standard(s).
» Select Go Back to Top of Page button at bottom right corner to go back to the top of the page.
» Select Continue button to go to Rating of Record page.

For additional guidance, select Need Help?

Appraisal Type Annual Appraisal - DoD Appraisal Period Start Date  01-Aug-2017
Appraisal Effective Date 01-Sep-2018 Appraisal Period End Date  30-Jul-2018

Performance Elements

HebBavym

Order  Performance Element Title Status Performance Element Type Rating
. 1 Teaching Approved Critical
2 Scholarship Approved Critical
3 Senvice Approved Critical

e = [

L]

— Choose an Action -

Critical
elements for
faculty

PEOBEEID 3 & % # .

Go

Kl



'M Inbox (2,239) - osulliva® X ‘ 71 USNA - Calendar - Wesh xy [ Appraisal Details X ‘ [ PAGEL

& C | @ Secure | https://cpps.depds.cpms.osd.mil/OA_HTML/OA jsp?page=/civdodhr/oracle/apps/per/civappr/webui/CivapprAnnual PG&_ti=1033500943&0apc=42&menu=Y&oaMenulevel =180as=jmMp-2K7DOXLLWWWXT... ¥ | o

Performance Elements

Tff = ‘=‘; M e, .
AEEky | | Critical
Order  Performance Element Title Status Performance Element Type Rating
® 1 Teaching Approved Critical elements for
2 Scholarship Approved Critical

faculty
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Performance Element and Standard(s)

Displays an accurate, up-to-date, knowledge of material
Builds a professional, positive rapport with students
Facilitates student learning with effective styles/methods

Self-assesses teaching and course improvement Ite ms Wlt h | n t h e

Fosters an environment open to student ideas and inquiries

TR Thib S o om

Is regularly available to students rt I | m nt f
Provides effective and timely feedback to students
Effectively advises and mentors students — C I I Ca e e e O
Supports unique USMNA expectations in and out of the classroom {e.q. military couriesies, attendance, etc.) T o

eaching that are

evaluated.

Employee Input

Narrative entry box for
employee self assessment,
2000 character limit.

Rating Official Assessment




'M Inbox (2,239) - osulliva@ X ‘m USMA - Calendar - Wesk X y [ Appraisal Details X ‘ [ PAGEL

&« C | @ Secure | https://cpps.dcpds.cpms.osd.mil/OA_HTML/OA jsp?page=/civdodhr/oracle/apps/per/civappr/webui/CivapprAnnual PG8,_ti=1033500943&0apc=42&menu=Y&oaMenulevel=180as=jmMp-2K7DOXLLWw.. & v | B B
Cirder Performance Element Title Status Performance Element Type Rating C r I t I C a I -
1 Teaching Approved Critical
Scholarship Approved Critical e I eme nts fo r
Ssriice Approved Critical

faculty

Performance Element and Standard(s)
4. Displays an accurate, up-to-date, k'luwll_adg% of maternia . .
B B i e sedmeods ltems within the
d. Seff-assesses teaching and course improvement
& Fosters an environment oeen to student ideas and inguirizs ..
§ Frouite Srcimm i e eedback to sudkrts — critical element of
n. Effectively sdvises and mentors students.
. Suppons unigue USMA expectations in and out of the classroom {2.9. military countesies, attendancs, stc.) T . t t
eaching that are
P
: — evaluated.
Employee Input
Narrative entry box for
employee self assessment,
2000 character limit.
i

Rating Official Assessment

Narrative entry box for supervisor

assessment assessment, 2000

character limit. SECTION Il of our
’ PARS equivalent
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Go to Mext Performance Element  Go Back to Top of Page

Element summary rating, 5,3, or 1, rather than OB, S, ME, NI
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- roporea — Service Critical Element
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Performance Element and Standard(s)
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Employee Input

Narrative entry box for
employee self assessment,
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Rating Official Assessment
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Staff Critical Elements: Transition Year Only—Rating Period is 1 JUL 17 — 31 JUL 18 (13 months due to
change in rating cycle under DPMAP)

1. Execution of Duties: Completes assigned tasks accurately and in a timely manner. Readily accepts and
performs the work to be accomplished. Uses applicable knowledge and skills to produce products or provides
services of good quality. Demonstrates proper attention to detail. Exercises sound judgement. Follows through
on commitments to customers. Produces the expected quantity of work.

2. Adaptability: Adapts to change (situations and people). Remains flexible and open to new or different ideas,
work processes, or requirements. Stays current with new developments, changing priorities, or requirements.

3. Working Relationships: Establishes and maintains cooperative and effective internal and external working
relationships. Helps others to get the job done. Is respectful of others. Keeps the supervisor, customers, and
co-workers informed. Participates in resolving conflicts.




Staff Performance Plan Template for DPMAP system:

Critical Element One: Execution of Duties

ltems:

a. Completes assigned tasks accurately and in a timely manner.
Readily accepts and performs the work to be accomplished.
Produces products or provides services of good quality.
Demonstrates proper attention to detail.

Exercises sound judgement.

Produces the expected quantity of work

e S

Critical Element Two: Adaptability:

ltems:

a. Adapts to change (situations and people).

b. Remains flexible and open to new, work processes, or requirements.

c. Stays current with new developments, changing priorities, or requirements.

Critical Element Three: Working Relationships

Iltems:

a. Establishes and maintains cooperative and effective internal and external working relationships.
Helps others to get the job done.

Is respectful of others.

Keeps the supervisor, customers, and co-workers informed.

Participates in resolving conflicts

©®oo o



Faculty Performance Appraisals Review Cycle: DPMAP

Steps in the Annual Review Process

AY performance review cycle began Mid-August start
Performance Plans entered Oct-
Nov for most faculty

Documentation Generated End of April to Mid-May
* Faculty Activity Report
e Class visitation Records/Peer Evaluations
e Student Opinion Forms

Department Chairs completed a progress review with faculty Nominally February-March

Departmental Faculty Performance Review (DFRP) End of May early June.
Committee work

Department Chair with DFPR Committee Input develops Early June through July
performance summary

Department Chair briefs Division Leadership and Deans on June and July
each individuals performance

Department Chairs fill out Faculty Annual Appraisal buy 31 Performance Review Discussions
August, share with individual faculty members. September to October



Additional Information is available on the Human Resources web page.

intranet.usna.edu/HRO/

Admin = Midshipmen | Faculty/Staff = Support Activity

ACADEMICS COMMANDANT ATHLETICS LIBRARY

https://intranet.usna.edu/HRO/Performance/index.php

HR HOME

BENEFITS

EMPLOYMENT
OPPORTUNITIES

EMPLOYEE WORK SCHEDULES
AND LEAVE

INJURY AND WORKERS
COMPENSATION

TELEWORK

MANAGERS AND
SUPERVISORS

NEW EMPLOYEES HOMEPACE

TRAINING

OUR HR STAFF

HR PUBLICHOME

EQUAL EMPLOYMENT
OPPORTUNITY

RMANCE
NACEMEN

HELPFUL RESOURCES

POLICIES & RECULATIONS

You »l.»-.‘.
LyQBC

AWARDS AND RECOGNITION

{

DPMAP PERFORMANCE
Craies

ADDRESSING PERFORMANCE

IssuEs

Search Human Resources

To develop Midshipmen morally, g
physically...
The United States Naval Academy isg#ferfect mix of faculty, staff, and
coaches who model the highcgsfffofessional standards and who educate, Announcements
enrich and inspire a diygs® and talented Brigade. Every civilian employee
on our team willgsfe each day to find challenging work, fair compensation
for their e the freedom to be their best, and the intrinsic rewards which + New Beginnings is here!
reg om being a part of the mission of the United States Naval Academy. * USNA News

* USNA Events
A Great Place to be 2017 0~

ally and

Quick Links

* Job Openings

Form
* How to Apply to USNA
* NABSD Human Resources
* NAAA Website

Performance Management

* Employee Verification Process
* Free Training Opportunities

* Awards Google Submission

DPMAP Performance Cycles

GOEQCREED @ .an MM

4/19/2018



E https://intranet.usna.edu/HRO/Performance/index.php LP~ac DPMAP Performance Cycle... *

It is vital that all A
MANAGERS AND Performance Management 5. van! ot o8 Moregers 20
SUPERVISORS supervisors managg the
Gearing up For New Beginnings! ﬁ'_"’h"_“'l“: °”(’;‘?" employees,
ich includes:
NEW EMPLOYEES HOMEPAGE It's that time - New Beginnings is here! This is an entirely new system that establishing critical elements and
will take some patience and practice but don't worry, HR is here to help. standards for employees, (2)
TRAINING ‘You will be hearing from us to schedule training sessions but feel free to tracking performance, and (3)
contact us if you have questions about it. rewarding employees for their high-
OUR HR STAFF level performance —
=3
HR PUBLIC HOME DPMAP "New Beginnings" Training Materials Prior to monitoring and tracking
their employee's performance,
EQUAL EMPLOYMENT e Managers must establish
bt DPMAP "New Beginnings” Manual performance objectives and/or A d d H I
standards with them. All civilian It I O n a
PERFORMANCE employees are under a >
I}
MANAGEMENT Performance Management System
How to Create a Performance Plan "New Beginnings” Style and must have established critical Re S O u rce S
CREATINGPROGRESSREVIEW2016.PDF elements and standards. Critical
e — elements and standards are written
AWARDS AND RECOGNITION Progress Review Overview for Rating Official and Employee based on the essential functions of
the employee's job. Managers and
DPMAP PERFORMANCE CYCLES supervisors can sit down with their —
2018 Rating Cycles employees to discuss with them
the expectations of their jobs and
ADDRESSING PERFORMANCE Depending on what type of employee you supervisor, the performance plan their ::')i:cal eie:‘;ents a';é
Issues i i i
will need to start on a specific date and through a specific system. standards, Expectations should be
clear and there should be a mutual
HELPFUEBESOURCES: USNA understanding between the
manager and the employee.
POLICIES & RECULATIONS Rating Final Rating
Cycle Due Form Type P
Y * New Beginnings DPMAP
P Supervisory Elements
Amm:;tratwely 2017 - August 31 Hlectronic . San’ole?upervisory Element
Determined Juy31 2018 (MyBiz+) * Staff Critical Elements
(AD) Employees o018
For more information on the
GS/MG employeeswho  July 1 perfoormance management system
were 2017 - August 31 Electronic and changes, visit the Office of
never covered by NSPS  July 31 2018 (MyBiz+) Civilian Human Resources:
(bargaining unit) 2018 Performance Management and
Awards page.
GS employees former; Augit
Y 207 August 31 Electronic
covered by NSPS & =
g s July 31 2018 (MyBiz+)
ek 2018
NAPS
Rating Final Rating Due  Form** (see note
Cycle toHR below) v

19/2018
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prosecution.

From the Maln Page, you can create. update and view amployea Farormance Fiane; change the Rating OMclal and/or Higher Lavel Reviewar, view and print part or an entire plan afer It 1e created; ciosa 3 plan, and track the ElE1us of a plan.
You can aleo s2anch for completed plans by s2lecing e "Show Completed Plans/Appralsale’ ink located at the battom of this page:
To cragte a Performance Flan: To completa other actione described abova:

= Select 'Thoose 3 Flan Type' = Select an option from e Action column

- Select Apprakal Flan Tyes

- SElenhe G0 Dution

- Selent the "GO buttan
Important: To become familiar with ?e columns, seiact the ‘Nead Help? link.
Plans/Appraizals In Progress

& TIP Only Employees that hava a plan In progress are Bsiad below.
ShowMe | All Appralsale ¥ AppralsalYear ALL ¥ Create New Plan v Ga
RecordsDieplayed 10w | 30 2 (6 {3~ @
Employee Name - Current Qwmner - Rating Official Name - Appraisal Year - Appraisal ID - Plan Approval Date - Type == Plan Status - Current Status Action
Osullivan, Canial W 20$18 45133 01-Dec-2017 CoD Approved Progress Review In Progress Viaw v Go

Employee Name

= Fix 1o s2arch far Completad Plans.
 Shaw Compisted Flans Appraisals

Privacy Statamant
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DoD Performance Management

Appraisal Program

Plen | Progrese Reviews  Annual Appralssl Mamative Statements  ViewPrntFarm Manage Gusst Paficlpants

Stop 1: Plan Detalle | S%ep2: Misshon Goak  Step 3 Performance Elements and Standarde  S%ep 4 Approvals and Acknawlzagments

- Choose an Actien - A4 Go
Employee Information

Ve EM ployee Name

Thie Ecrean alaws You ta view and changs the detalls of your amployee’s parformance plan
Stap 1: Plan Catale

= \erlfy the appraieal daizs and higher kaval reviewsr name 16 comect, and, If appllcabia, maks the necassary changes
= Select Save and Continus butian &t the tattam right comer & mova to Step 2 Misskon Goals.

TIP: Chaoea an Acon - loeated at the fop right camer — lows for saieclion of oier actions throughout Me perfammanca cycks.
For 3dd90nsl guidance, s2ict Weed Help?
* appratsal Typs [ANNEI Appraleal - D00 ¥ Ferformance Plan Approval Dats  01-

¥ appratsal Reriod start Dats Plan Last Modifed Date  15-Apr-201
Created By O=ullvan, Danigl W

* pppralsal Feriod End Dats

* Appralsal EMfactive Dats

Rating OfMicial Nama
Higher Level Reviawar  Fhillips, Andrew T

Save and Continug

Privacy Statemant
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DoD Performance Management
Appraisal Program

Fign | Progress Reviews | annual Appralssl  Wamative Statements  ViawPini Farm Manage Guset Parficipants

- Cheose an Action — ¥ Ga
Employee Information

P Show Emplaye E m p I Oyee N a me

cmpizted progress reviaws. Frograses Reviews are performance discussions hat must be decumzniad In e

yParomance

pass MUst Nave atleast ane documented pragress raviaw which typically ocours mkiway through the parformanca cycle.

FEEE F2VIEW.
. coiumn 1o uy 3 prOgrass revisw,
« SelactWiew History bution undar Acdon colimin 1 view 3 compisted progress ravisw

onal gudance. s2lect Mesd Halp?

e =
Hawfvm

Number Created By Craation Date. Higher Level Review Date Status Communication Date Communication Method Employee Ack Date Action Delete
1 Face to Face Update 7}

Oeullivan, Dankizl W 11-Jan-2018 Fendng Empl Acknawiasgmant 10-Apr-
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DoD Performance Management
Appraisal Program

n  Frogress Reviews | Annual Appraleal | Rlamative Statements VlewPdnt Form Marage Gusst Parficlpants

Marratives and Ratngs | Rabing of Record | Aporovals and Aconowlsdgments

Employee Information

Employss Nams

B Show Emplayi Employee Name

Thls screen abows you to visw or updats your smployee’s recommansad performance slement r3tings. average Econe, 3nd rating of record. If you ehange 3 recommended ratng, the awerags scons and rating of recard will re-caloulate.

Impartant Hote: Snly ‘Aporoved’ performance slements ard standards arz usad to caloulatz the average ecores and r3ing of record.

Select
Select Sawa and Continue buttan at

w2 and Go Back button 31 battam nght cornes 1o go Back 1o Assessments and Ratinge pag
som right comar 1o°go to Appravas and Acinowledgments p;

Faor adoitional guigancs, seisct Need Help?

Appralsal Period Start Dafe  D1-Aug-2017
Appralsal Perlod End Date  20-Jul-2013

Appralsal Type  Armual Aporaleal - SoD
Appralzal Efective Date  09-S2p-2013

Performance Element Ratings

" =
Hoswidem

‘Order Performance Element Title
1 Job Knowledge § Competance
2 Leadership / Planning and Sudget

Commurication

4 Proilzm Sohing and Decislon Making | AS3ptabilty nd initistva
13 Staff Supervision

£ Faculty Roles

T Internal Cortrals ual Opportunity Emgployment / Occupational Safety & Health

Rating of Record

A\‘Sf!g& Scone
Rating of Recand

Status

Approvad
Approved
Approved
Approvad
Approvad
Approvad
Approvad

ivdodhrforacle/apps/per/civappr/webui/CivapprAnnualPG&_ti=1242151392&capc=81&menu=Y&oaMenulevel=180as=VIKhbaKfACFOFbxSTV

Performance Element Type

— Cheage an Action — T Go

Rating

4 4 4 4 4 «

Zave and Go Back  3ave and Continue
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