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PERFORMANCE APPRAISAL FORM
	Last Name-First Name-Middle Initial
	Social Security No.
	
	Appraisal 
	Period

	
	
	From
	
	To

	
	
	
	

	Title, Series and Grade
	Organizational Unit and Location

	GS-1811-14, Assistant Special Agent-in-Charge


	DOT/OST/OIG


	A
	CERTIFICATION OF INITIAL DISCUSSION AND APPROVAL OF PERFORMANCE PLAN


______________________
_____________________

________________________

Signature of First-Level Supervisor

Title

Signature of Employee

______________________
_____________________

________________________

Signature of Second-Level Supervisor
Title

Date

	B
	                                                   MID-POINT PROGRESS REVIEW


______________________
_____________________

_______________________

Signature of Supervisor

Signature of Employee

Date of Discussion

	C
	                             SUMMARY PERFORMANCE RATING DETERMINATION


	
	
	ACHIEVED RESULTS - All critical performance objectives rated Achieved Results.  


	
	
	MINIMALLY SATISFACTORY- One or more critical performance objectives rated Minimally Satisfactory.



No critical performance objective can be rated Unsatisfactory.

	
	
	UNSATISFACTORY - One or more critical performance elements rated Unsatisfactory.


Reason for Rating:

	
	
	End of annual cycle


	
	
	Employee reassigned


	
	
	Employee leaving agency


	
	
	Summary rating


	
	
	Other (Specify)





________________________________

Signature of First-Level Supervisor


Date




________________________________

Signature of Second-Level Supervisor


Date

I have reviewed the completed performance document and it has been discussed with me.  This does not necessarily mean that I agree with all the information in it or that I forfeit any rights of review.  (Comments may be entered in Section D "Remarks")

________________________________________________

________________________________
Signature of Employee


Date

	D
	REMARKS


This section may be used by supervisor and employee to document discussions at the mid-point progress review, to note changes in the performance plan, and to record comments concerning the summary rating.  Remarks should be initialed and dated.

	


	E
	IDENTIFICATION OF TRAINING NEEDS

	Where required, identify technical and/or management training which could assist the employee in improving job performance.




	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES

	
	DESCRIPTION OF PERFORMANCE OBJECTIVE WITH PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	1.


	Performance Objective No. 1:  Assists and advises the SAC in the conduct and coordination of all investigative activity in the region.

Performance Targets:

SYMBOL 183 \f "Symbol" \s 8 \h
Plans, organizes and manages workload consistent with personnel resources to maximize the economy, efficiency, and effectiveness of the investigative operations.

SYMBOL 183 \f "Symbol" \s 8 \h
Keeps SAC informed of significant case developments.

SYMBOL 183 \f "Symbol" \s 8 \h
Plans investigative resources efficiently to ensure that staffing, travel funds, training, etc., are available by determining priorities and reviewing investigative needs.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures that all investigations are accomplished in accordance with established OIG procedures and appropriate standards by providing oversight and guidance to subordinate staff.

SYMBOL 183 \f "Symbol" \s 8 \h
Assists SAC in implementing the annual investigative plan.  Keeps SAC apprised of the region's progress in meeting the annual plan and recommends alternatives in meeting annual goals.

SYMBOL 183 \f "Symbol" \s 8 \h
Maintains active liaison with Federal, state, and local law enforcement and prosecutive officials.  Maintains good working relationships with DOT officials and assists the SAC in conducting visits to modal and other relevant organizations.

SYMBOL 183 \f "Symbol" \s 8 \h
Coordinates work assignments with audit counterparts when appropriate.  Keeps DOT officials advised of major case developments and significant program changes as appropriate.

SYMBOL 183 \f "Symbol" \s 8 \h
Presents finding and recommendations to senior level modal officials and works together with these clients for the resolution of issues.  Ensures appropriate action is taken.


	
	
	


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES

	
	DESCRIPTION OF PERFORMANCE OBJECTIVE WITH PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	2.


	Performance Objective No. 2:  Recruits, selects, and develops employees.  Delegates work and monitors progress.  Trains and motivates employees.  Appraises and counsels employees.  Manages performance and achieves OIG EEO objectives.

Performance Targets:

SYMBOL 183 \f "Symbol" \s 8 \h
Assists in the recruitment process by interviewing, screening, and recommending appointments.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures employees are kept informed of organizational plans and programs.  Seeks input from employees and raises employee concerns to higher management.

SYMBOL 183 \f "Symbol" \s 8 \h
Assigns work commensurate with grade level and provides employees challenging work to develop their abilities.

SYMBOL 183 \f "Symbol" \s 8 \h
Communicates work expectations to employees, as appropriate, throughout the appraisal cycle and holds meaningful midpoint reviews.  Staff performance appraisals are indicative of the quality and quantity of work performed.

SYMBOL 183 \f "Symbol" \s 8 \h
Makes special efforts to help employees improve their performance and career development through counseling and developmental assignments.

SYMBOL 183 \f "Symbol" \s 8 \h
Uses established procedures to promptly recommend rewards for exceptional work, reassignments, downgrades or removals for poor performers, and resolution of conduct problems.

SYMBOL 183 \f "Symbol" \s 8 \h
Identifies employee training needs, prepares appropriate individual development plans, and ensures that training necessary to comply with investigative standards is provided.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures the OIG EEO objectives and policies are met through hiring, career development and active support of special emphasis programs.  Participates in, and encourages other to take part in EEO and special emphasis events and  programs.  Communicates and reinforces EEO policy and programs; fosters a non-discriminatory environment; and attempts to resolve discrimination complaints at the lowest level.

SYMBOL 183 \f "Symbol" \s 8 \h
Responds to employee grievances promptly and attempts to settle grievances at the informal level.

SYMBOL 183 \f "Symbol" \s 8 \h
Refers employees, as needed, to the employee counseling program.

SYMBOL 183 \f "Symbol" \s 8 \h
Keeps SAC informed of workload and systemic/internal control weaknesses identified by special agents.


	
	
	


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES

	
	DESCRIPTION OF PERFORMANCE OBJECTIVE WITH PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	3.


	Performance Objective No. 3:  Directs and/or conducts extremely

difficult, complex and sensitive investigations.

Performance Targets:

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures that information and evidence resolve investigative issues and that investigations are complete, factual, and unbiased.

SYMBOL 183 \f "Symbol" \s 8 \h
Established policies and procedures are followed which include reporting that meets the standards of the organization.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures that investigations are conducted and reports are written in a manner that confirms the OIG's position as a neutral finder of fact and does not reflect personal bias.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures that all investigations are evaluated for Program Fraud Civil Remedies (PFCR) potential and that those which meet this criteria are developed and referred. 

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures innovative investigative techniques are utilized, when appropriate.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures investigations are conducted timely in accordance with OPM/Headquarters directives.



	
	
	


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES

	
	DESCRIPTION OF PERFORMANCE OBJECTIVES WITH THE PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	4.


	Performance Objective No. 4:  Reviews reports of investigation and related reports, prepares summaries of investigative findings and activities, and assists in the conduct of inventory reviews, analytical studies, etc.

Performance Targets:
SYMBOL 183 \f "Symbol" \s 8 \h
Ensures reports are prepared in a timely manner and do not require substantial revision.  Reports are clear and concise, sentence and paragraph construction is appropriate, and objectivity is maintained.  Information is presented clearly, logically, accurately and completely.

SYMBOL 183 \f "Symbol" \s 8 \h
Assists in preparing and reviewing investigative correspondence, reports of investigation, and case work plans in accordance with OPM instructions.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures analytical studies, inventory reviews, etc., provide meaningful data in managing operations.

SYMBOL 183 \f "Symbol" \s 8 \h
Effectively implements internal controls applicable to travel, time and attendance, and property.

SYMBOL 183 \f "Symbol" \s 8 \h
Responses to suspense items and special requests are prepared by due dates or by approved extended dates.  All request for extensions are made in advance of the due date.

SYMBOL 183 \f "Symbol" \s 8 \h
Ensures that data in the Management Information System is current and accurate.

	
	
	


	Explanation of Performance Below aCHIEVED reSULTS Level

	



