Appendix 1. NIH Individual Performance Plan:
	National Institutes of Health
Individual Performance Plan

	Part I – Administrative Data

	Name

Jane Doe, Human Resources Specialist
	SSN

N/A
	Pay Plan/Series/Grade 

GS-201-12

	Organization

CSD, OHR
	Check One: 

Covered By: (x ) GS ( ) SES ( ) SSS

	Appraisal Period: 

From: 1/1/2004  To: 12/31/2004
	Rated Months
	Date Given to Ratee:
	Number or Critical Elements: 

 5

	Part II – Plan Establishment

	Rater’s Name and Title

Nancy Hickelmeyer

Supervisory Human Resources Specialist
	Rater’s Signature
	Date 

 

	Reviewer’s Name and Title 

John Needahand

Supervisory Human Resources Specialist
 
	Reviewer’s Signature
	Date

	Employee’s Signature 

 
	Date

	Part III – Summary Rating

	( ) Acceptable
	( ) Unacceptable

	Were all critical elements acceptable (x ) Yes ( ) No

	Rater’s Name and Title
	Rater’s Signature
	Date 

 

	Reviewer’s Name and Title
	Reviewer’s Signature
	Date 

 

	Employee’s Signature
	Date

	Part IV – Job Description Summary

	Daily Duties 

Performs full range of Human Resources specialties (performance, classification, and employee development)

	Areas of Emphasis 

All areas emphasized emphasized equally

	Feedback Sessions
	Initial
	Later
	Midpoint
	Final 

 


	Part V: Element Ratings

	Responsibilities
	Provide examples of fully successful/unsuccessful performance

	Element I: Conducts classification activities
( ) Acceptable ( ) Unacceptable

( ) Critical Element
	Fully Successful (Acceptable) Level  (to be rated acceptable, all five items below must be achieved):

1. Logs in new cases within two days of receipt; contacts IC administrative liaison; discusses proposed actions; and schedules audit or other forum to fact-find.

2. Written reports and evaluations are submitted within designated team time frames (e.g., two weeks).

3. Written reports reflect accurate use of classification standards and other technical guidance, as determined by team leader review.

4. Classification decisions reflect correct use of designated delegations of authority, as determined by team leader review.

5. All casework for classification appeals, audits, or other information-gathering activities meet stated specifications and timeframes, as determined by team leader.

                                                                 

	Element II: 

( ) Acceptable ( ) Unacceptable

( ) Critical Element
	

	Element III: 

( ) Acceptable ( ) Unacceptable

( ) Critical Element
	

	Element IV: 

( ) Acceptable ( ) Unacceptable

( ) Critical Element
	

	Element V: 

( ) Acceptable ( ) Unacceptable

( ) Critical Element
	

	Overall Performance (Rater)

	Summary Rating 

 

( ) Acceptable ( ) Unacceptable
	  


