SUPERVISORY PERFORMANCE APPRAISAL (PLAN) CHECKLIST

Plan Establishment

Cover sheet

· Are the employee, rater, and (where applicable) reviewer names correctly indicated?

· Are signatures annotated?

· Are the correct appraisal cycles and dates indicated?

· Is organizational information correctly completed?

Plan content – Additional items to be discussed with employees

Measurable critical elements: Are all critical elements in the appraisal measurable?

Cascading NIH Program Objectives: Critical elements should align with (support) NIH goals.  Is there a connection, even if indirect, between the critical elements and the five NIH Program Objectives listed here?

· Emphasize preventive health measures (Preventing Disease and Illness)

· Prepare for and effectively respond to bio-terrorism and other public health emergencies (Protecting our Homeland)

· Improve health outcomes (Preventing Disease and Illness)

· Improve the quality of health care (21st Century Health Care)

· Advance science and medical research (Improving Health Science)

Cascading Supervisory Work: Do the employee’s critical elements align with (support) the outputs or critical elements of supervisors at higher-ranking supervisors in the chain of command?

Cascading Management Objectives: Are any of the revised Ten One-HHS Department-wide Management Objectives relevant to the work of the employee? If so, one or more critical elements in the appraisal may reflect employee activity in support of that objective.  Most employees who are assigned to performance appraisals (plans) will have few or no pertinent management objectives.

