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Commander’s Guide to Performance Management

Objectives

The purpose of this module is to guide Commanders in using the PeopleSoft Performance
Management module to rate and review their MCCS embedded employees throughout the
performance appraisal cycle.

Beffore You Begin
Commanders must have the following:
v’ PeopleSoft account and URL and Log In Information
v’ Designated as a Supervisor in your Job Data record.
v Performance Management Rater Desk Reference Guide

When to Use

v When entering Performance Evaluations for employee’s Initial, Mid-Year and Annual MCCS
Performance Appraisals.

NOTE: This guide has four parts:
Part 1 —Initial

Part 2 — Mid Year

Part 3 — Annual

Part 4 — Reviewing Officials

HRMS/ PeopleSoft
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Step 1: Enter the following URL link into the address bar on Internet Explorer.
https://hrms.usmc-mccs.org

2 https://hrms.usmc-mecs.org «——— Stepl

Step 2: Log into PeopleSoft Self Service by entering your User ID and Password.

Step 3: Select the Accept & Sign In button.

MC.ELS investingin MARINES
_\u!_

MARINE Conpe o for DUTY, HOME & SELF

SERCEL

Welcome to your MCCS Human Resources Management System!

US Department of Defense Warning Statement

1ment (USG) Information System (15) that is provided for USG-authorized use only. By using

e attached to this IS) you consent to the following conditions: _ Step 2

sis and monitors communications on this IS for purposes including, but not imited to,

EC monitoring, network operations and defense, personnel misconduct (PM), law enforcement Password
ce (Cl) investigations.

inspect and seize data stored on this |S. _
data stored on, this IS are not private, are subject to routine monitoring, interception, and
sed or used for any USG- authorized purpose.

\easures (e.g., authentication and access controls) to protect USG interests — not for your

| agree to the terms of the User Agreement:

, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring
communications, or work product, related to personal representation or services by attomneys,
" and their assistants. Such communications and work product are private and confidential. See

Accept & Sign In Step 3

Forgot my Password
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Step 4: Select the MCCS Performance Appraisal tile on the Manager Self Service homepage.

Approve Time Manager Dashboard
g nlfay

Recruiting Home Talent Summary

Recruiting Home
Q\—J) Quick Links
@] Search Job Openings

@_ Create Job Opening

MCCS Performance Appraisal Classic Home

Menu

Saareh:

Self Service
Manager Sell Service
Recruiting

My Team MCCS Table of Organization

MCCS Training Ethos MCCS HRMS Intranet

E t I?fé%s CROSSROADS

"= LEARNING

Step 5: The MCCS Performance Appraisal page will display with the manager’s direct reports. Select the applicable MCCS

Performance Appraisal Year.

MCCS Performance Appraisal
*Select a Year for the MCCS Performance Appraisal | 2018 v| €—— Step 5
ETTA JAMES's employees Personalize | Find | &) First ' * 1202 0 Last
Supervisar 1D Select Naime EmpliD  Job  Empl Status  Full/PartiFlex HR Status Position Job Code ' Job Title Departrment ;"“".‘“".
esoription
FIMANCIAL TECH Camp
12345 Selecl ENOLA GAY 11111 o Active Full-Time Active PNM0033S 030229 |\ . ~7 AGCOUNTING Pendigton
MCCS
FINANCIAL TECH Eep
12345 Select LEONA BLACK 22222 o Active Full-Time Active PNM00383 030123 | ol ACCOUNTING Pendleton
MCCS

Step 6: The MCCS Performance Appraisal page will display with the Commander’s direct reports. Select the employee to

access their performance appraisal.

MCCS Performance Appraisal
*Select a Year for the MCCS Performance Appraisal 2018 v
ETTA JAMES's employees Step 6 Personalize | Find | 2] Fist ‘' 1.20f2 1 Last
Supervisor ID Setect ainel P EmpliD  Job  Empl Status  FullPariFlex HR Status Position Job Code ' Job Title Department B“‘"".‘““.
escription
g 2 : Camp
12345 Select ENOLA GAY 11111 0 Acwe Full-Time Active PhMoo3as 030228 | HANCIALTECH accounming Pendleton
MCCS
Camp
12345 Select LEONA BLACK 22222 0 Actve FullTime Active PHMOD3S3 030123 [t TR sccouning Pendigton
MCCS
4
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PART 1 - Initial Review

The Initial Review is where the employee and the Commander will establish the goals and achievements for the year.

Ideally the employee will initiate the review by entering and submitting their goals to their Commander. The Commander
and employee meet to discuss the goals and the Commander makes necessary updates based on what was discussed. If
the Commander is entering the goals for the employee, they will need to share these goals with the employee before the

employee can review them here.

Step 1: The Goal Type defaults to Custom and allows the Commander to enter their own goal descriptions under the goal

category.

< Mccs Directreport
T Initial
7] Mid Year
5 Annual
-] Appendix / Feedback Form

<= Return To Direct Reports

Step 1

MCCS Performance Appraisal A Q = @
Goals Critical Elements
EmplID 12345 Name BLACKLEONA Position FINANCIAL TECHNICIAN LEADER Generate PDF
Dept 901002 Job Title FINAMCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save
Full/Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2018

Finalize Initial

EVALUATING & RATING GOAL ACHIEVEMENT

Raters and employees should review and may adjust goals during the mid-year performance evaluation; then review and rate goals and critical expectations during the
annual performance evaluation

Raters should give employees the opportunity to complete a self-evaluation of their goals before finalizing ratings and conducting the annual performance discussion.

PLEASE NOTE: Employees and raters are required to provide overall on goal achi . In addition,raters are REQUIRED to provide an explanation
for the rating given for each goal, regardless of rating.

Please establish 1-3 goals for bargaining unit employees or 3-5 goals for the performance appraisal period. Each goal is expected to follow the SMART-Q goal format to
ensure that it is tangible and attainable, but not all roles will have goals in all categories. Refer to Appendix B for more details regarding Goal Setting.

Goal Category

Goat Type [Gisiom V]

Find | View All First ‘4" 1of1 ‘b Last
#[=]
“Goal Category ]
Specific
Measurable
Time Bound
Audit History

Last Updated by Employee

Last Updated by Manager

HRMS/ PeopleSoft
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Step 2: Select the Goal Category. There are four Performance Goal Types: Customer, People, Increased Efficiencies, and
Growth. (Goals do not have to be set in every performance area, only those that apply to the role). Commanders
can type, copy or paste into the text fields up to 250 characters.

Step 3: Enter the Specific, Measurable, and Time Bound information using the Smart-Q Goal guidance found under
Appendix B.

Step 4: Select the plus sign to add an additional Goal Category. (To delete an entry select the minus sign.)

NOTE: 3 to 5 goals are required for MCCS employees.

NOTE: In the future, there will be a Predefined option that will populate the goals with predefined text for use.

< Mccs Directreport MCCS Performance Appraisal a Q = @
7] Initial Goals || Critical Elements
7| Initial
"__‘ EmplID 17345 Name BLACKLEONA Position FINANCIAL TECHNICIAN LEADER Generate PDF
| Mid Year
Dept 901002 Job Title FINAMCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save

E Annual Full/Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2018 ‘ Share with Emplayee ‘

. Finalize Initial
5 Appendix / Feedback Form - -

EVALUATING & RATING GOAL ACHIEVEMENT

<= Return To Direct Reports . , , i ,
Raters and employees should review and may adjust goals during the mid-year performance evaluation; then review and rate goals and critical expectations during the
annual performance evaluation

Raters should give employees the opportunity to complete a self-evaluation of their goals before finalizing ratings and conducting the annual performance discussion.

PLEASE NOTE: Employees and raters are required to provide overall cc on goal achi . In addition,raters are REQUIRED to provide an explanation
for the rating given for each goal, regardless of rating.

Please establish 1-3 goals for bargaining unit employees or 3-5 goals for the performance appraisal period. Each goal is expected to follow the SMART-Q goal format to
ensure that it is tangible and attainable, but not all roles will have goals in all categories. Refer to Appendix B for more details regarding Goal Setting Step 4
Goal Category
Goal Type l
Find | View All First ‘4’ 10f1 '} |ast
F
step 2 — I *Goal Caiegury I — Step 3
Specific
Select the Goal Category
Measurable from the drop down list
and enter the Specific,
Time Bound Measurable, and Time

Bound information.

Audit History

Last Updated by Employee

Last Updated by Manager

HRMS/ PeopleSoft
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Step 5: Reference the Critical Elements tab to review the Critical Element descriptions.

< Mccs Directreport MCCS Performance Appraisal
L Goals| € Elements
] Initial
-
Empl ID 12345 e BLACK LEONA Position FINANCIAL TECHNICIAN LEADER
| Mid Year
Dept 901002 Job Titl by 3 Last Start Date 01/09/1984 Save

fl A FulliPart/Flex Full-Time Business Unit Step 5 e NF3 Company PNM Year 2018 Share with Emp

EVALUATING CRITICAL ELEMENTS
7] Appendix / Feedback Form
During the Annual Performance Appraisal, use the rating scale on Appendix to evaluate all employees' performance against these critical elements: Waork Quality,
Customer Service and Interpersonal Skills.

<= Retum To Direct Reports Employees with managerial responsibilities must be evaluated against two additional critical elements specific to fulfilment of managerial responsibilities: Coaching,

Managing & Developing Staff and Leadership & Communication.

Raters should give employees the opportunity to complete a self-evaluation of the critical elements before finalizing ratings and conducting the annual performance
discussion.

PLEASE NOTE: Employees and Raters are required to provide overall on all critical In addition, raters are REQUIRED to provide an
explanation for the rating given for each critical element, regardless of rating.

Critical Elements for All Employees
CRITICAL ELEMENTS
Work Quality - Work meets customer/user requirements. Assignments are completed accurately and in a fimely fashion. Accepts accountability, responsibilities and
feedback. Exhibits dependability in meeting work requirements.
Customer Service - Prioritizes customer satisfaction, responsiveness, professionalism (courtesy and aftitude) and willingness to assist customers, and always exemplifies
our mission.

o Interpersonal Skills - Establishes effective working relationships with supervisor, peers and other key s both and Adapts positively to
changes in workload and priorities. Takes positive action fo promote teamwork. As appropriate by role, demonstrates effective communlcat\on skills.

NOTE: If you are rating employees that are also Supervisors (e.g., MEF Prevention and SAPR Program Managers) they will
have an additional section of Critical Elements for Managers (totaling 5 Critical Elements).

< Select Performance Documents MCCS Performance Appraisal

Goals | Critical Elements

] Initial

— EmplID 12345 Name FITZGERALD.ELLAB Position ACCOUNTANT SUPV F Generate POF
T Mid Year
Dept 901002 Job Title ACCOUNTANT SUPV NF4* Last Start Date 08/17/1987 Save
. FulllPartFlex Full-Time  Business Unit FIN14 Grade NF4 Company PNM Year 2018
5 Annual

EVALUATING CRITICAL ELEMENTS
7 Appendix / Feedback Form

Critical Elements for All Employees
CRITICAL ELEMENT
Work Quality - Work meets customer/user requirements. Assignments are completed accurately and in a timely fashion. Accepts accountability, responsibiliies and
feedback. Exhibits dependability in meeting work requirements

Customer Service - Prionitizes customer satisfaction, responsiveness, professionalism (courtesy and affitude) and willingness to assist customers, and always exemplifies
our mission.

Interpersonal Skills - Establishes effective working relationships with supervisor, peers and other key s both i and Adapts positively to
changes in workload and priorities. Takes positive action to promote teamwork. As appropriate by role, demonstrates effective communication skills.

Critical Elements for All Managers
CRITICAL ELEMENT
Coaching, Managing & Developing Staff - Focuses on developing, coaching and mentoring staff in order to improve performance and help employees reach their full
Review Critical Elements potential. Provides ongoing feedback to employees against goals, job requirement and critical elements. Creates developmental opportunities (e.g., challenging assignments
as well as access to formal training) to develop employees skills and experience, and leverages a Development Plan to identify and track development. Utilizes the

for Ma nagers performance management process to provide constructive feedback throughout the year against expectations for achievement of goals, performance of job requirements
and afion of critical - Delegates work and monitors work progress. Motivates, recognizes and rewards strong performance and supports employees' growth

and dews career advi it and career moves. Conducts mid-year and end-of-year appraisals for all employees.
| Leadership & Communication - Leads by example to inspire excellence, collaboration and results and to create aligned, engaged and high-performing teams. Develops
and executes a mission-aligned vision of the organization and creates a positive, safe work environment that allows employees to excel. Ensures performance standards are
met and addresses performance issues when they arise. Able to identify problems, formulate solutions and take comective follow-up measures. Upholds high standards of
integrity and ethical behavior. Effectively communicates upward and downward at the managerial level both verbally and in written form.

HRMS/ PeopleSoft
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Step 6:

Generate PDF — Select this button to generate the Performance Appraisal Form in PDF format with pre-populated
fields based on entries made by the Commander or employee.

Save — Select this button to save a draft of the entries made. The information will not be seen by the employee
until the Share with Employee button is selected.

& Mccs Directreport MCCS Performance Appraisal

7 Initial

"__1 Empl ID 12345 Name BLACK,LEONA Position FINANCIAL TECHNICIAN LEADER Generate POF

| Mid Year

Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save

E O] Full/Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2013 Share with Employee
Finalize Initial

5 Appendix / Feedback Form

EVALUATING & RATING GOAL ACHIEVEMENT
<=1 Return To Direct Reports Raters and employees should review and may adjust goals during the mid-year performance evaluation; then review and rate geals and critical expectations during the

Goals || Critical Elements

annual performance evaluation.

Raters should give employees the opportunity to complete a self-evaluation of their goals before finalizing ratings and conducting the annual perfermance discussion.

PLEASE NOTE: Employees and raters are required to provide overall cc on goal achi In addition, raters are REQUIRED to provide an
explanation for the rating given for each goal, regardless of rating.

Please establish 1-3 goals for bargaining unit employees or 3-5 goals for the performance appraisal period. Each goal is expected to follow the SMART-Q goal format to
ensure that it is tangible and attainable, but not all roles will have goals in all categories. Refer to Appendix B for more details regarding Goal Setting.

Goal Category

Goat Type [Gimon V]
Find | View All First ‘4 10f1 ‘& L

]
*Goal Category [EFFICIENCY v

Specific |be efficient in reconciling of financial statements and documenting all actions

Measurable |Balance at end of the month

Time Bound |Balance at end of the month

Audit History

Step 7: Share with Employee — Select this button to make all comments and entries visible to the employee, the
employee can view but will not be able to make any changes.
NOTE: If the Commander needs to make additional changes to the goals they will not be seen by the employee until they
select the "Share with Employee" button again.
< Mccs Directreport MCCS Performance Appraisal a Q =
ﬁ Initial Goals | Critical Elements
EmplID 12345 Name BLACK LEONA Position FINANCIAL TECHNICIAN LEADER Generate PDF
] Mid Year
Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save
E Annual Full/Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2018 I Share with Employee I
/ Finalize Initial
== Annendiy [ Feedhack Farm

Step 7

HRMS/ PeopleSoft
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Step 8: Select “Yes” to share your comment entries with the Employee. (The employee will be able to see all comments.)

Do you want to share all of your entries and comments with the Employee?
All the entries will be visible to Employee

Step 8

I

Yes No

Step 9: Select “OK” to the message advising that you have successfully shared with the employee. This will open the
Finalize Initial button.

Successfully Shared your entries and comments with the Employee

Step 9 .
| ox |

NOTE: In the Audit History section, Save and Share actions by Commanders and employees are displayed with a date and
time stamp of the last update made.

< Mccs Directreport MCCS Performance Appraisal

EmplID 12345 dame BLACK LEONA Position FINANCIAL TECHMNICIAN LEADER Generale PDF
5 Mid Year Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save
Fult'Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2018 Share with Emph

i Annual Finalize initial
i Appendix / Feedback Form EVALUATING & RATING GOAL ACHIEVEMENT

Raters and employees’ should review and may adjust goals during the mid-year performance evaluation. then review and rate goals and critical expectations during the

annual performance evaluation
<= Return To Direct Reports

Raters should give employees the to a self. of their goals before finalizing ratings and ing the annual

PLEASE NOTE: Employees and raters are required to provide overall comments on goal achievement. In addition, raters are REQUIRED to provide an
explanation for the rating given for each goal, regardiess of rating.

Please establish 1-3 goals for bargaining unit employees or 3-5 goals for the performance appraisal period. Each goal is expected to follow the SMART-Q goal format fo
ansure that il &= tangible and attainable, but not all roles will have goals in all categories. Refer to Appendix B for more details regarding Goal Satting.
Goal Category

GoulTypu[ﬁus{Dm |

Find | View All First & 1o0f1 % Lasgt

*Goal Category [EFFICIENCY V]

Specific [Be efficient in of financial and doc: g all actions.

1
1
Measurabie | Balance at the end of the maonth ‘
Time Bound | REviewed monthly ‘

el The Audit History will
Last Updated by Employee BLACK LEONA 0272272018 083322 dISp|ay a t|me Stamp of
Last Updated by Manager JAMESETTAB 022272018 08:42.01 last updates made by
Last Shared by Manager
Lavst Sharnd tiy Employss the employee and the

il Save Commander.

HRMS/ PeopleSoft
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Step 10: Finalize Initial — Select this button to complete and finalize the Initial Performance Review. This button will
remain greyed out until the "Share with Employee" button is selected. The time-stamp under the Audit
History section will update. This stamp is authorized as an electronic signature.

NOTE: The Initial Review should only be finalized once all goal discussions and changes have been completed. Once
finalized this page will be greyed out and no additional edits can be made.

NOTE: Goal entries made under the Initial Review section will automatically carry over to the Annual Review page.

< Mccs Directreport MCCS Performance Appraisal IO )

E Initial Goals | Critical Elements

— EmplID 12345 Name BLACK,LEONA Position FINANGIAL TECHNICIAN LEADER Generate PDF

] Mid Year

Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save

fl A Full/Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2018
Step 10 —> Finalize Initial

5] Appendix / Feedback Form

EVALUATING & RATING GOAL ACHIEVEMENT
<= Retumn To Direct Reports Raters and employees should review and may adjust goals during the mid-year performance evaluation; then review and rate goals and critical expectations during the

annual performance evaluation
Raters should give employees the opportunity to complete a self-evaluation of their goals before finalizing ratings and conducting the annual performance discussion.

PLEASE NOTE: Employees and raters are required to provide overall comments on goal achievement. In addition, raters are REQUIRED to provide an
explanation for the rating given for each goal, regardiess of rating.

Please establish 1-3 goals for bargaining unit employees or 3-5 goals for the performance appraisal period. Each goal is expected to follow the SMART-Q goal format to
ensure that it is tangible and atiainable, but not all roles will have goals in all categories. Refer to Appendix B for more details regarding Goal Setting

Goal Category

Goai Type
Find | View All First ‘4 10of1 "B' Last

FHE

*Goal Category | EFFICIENCY v
P - L

HRMS/ PeopleSoft
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PART 2 — Mid-Year Review

The Mid-Year review section is for the employee and the Commander to document their Mid-Year Discussion in which
they review progress against goals set in the Initial, demonstration of critical elements and development and activities
needed or completed to date. If needed, updates can be made to the goals using the Goal Comments section.

Step 1: Enter all updates and comments for the goals in the Rater Comments field of the Goal Comments section.

Step 2: Enter all comments for the Critical Elements in the Rater Comments field of the Critical Elements Comments
section.

Step 3: Enter any additional comments or discussion points in the Rater Comments field of the Additional

Comments/Discussion Points section.

NOTE: The Commander may enter the Employee Comments for the employee if the employee is unable to do so.
The Commander must notate the reason they are completing the section for the employee.

< Mces Directreport MCCS Performance Appraisal O C
T Initial .
Empl 1D 12345 Mame BLACKLEONA Position FINANCIAL TECHNICIAN LEADER Generate PDF
| Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save
7| Mid Year
Full/Part/Flex Full-Time Business Unit FIN14 Grade NF3 Company PNM Year 2018

5 Annual Finalize Mid-Year

i MID-YEAR EVALUATION FORM
7= Appendix / Feedback Form
The purpose of the mid-year discussion is for the employee and the rater to discuss progress against goals, demonstration of critical elements and development activities
needed or completed to date. This isan oppertunity for a more formal check-in when the employee and rater can re-visit goals to ensure they still reflect the priorities for the
<= Retumn To Direct Reports year_ If needed, the rater and employee can update geals in the goal section of the form. It is recommended that at least the primary points of the discussion are noted below
The mid-year di ion is y and the v ion should be itted at the end of the year as part of the Performance Appraisal Form.

MID-YEAR COMMENTS

GOAL COMMENTS:

RATER COMMENTS EMPLOYEE COMMENTS

step 1 s receivables - so far so good | AGREE
ing steps - not enough time, will revisit
financial fech - so far so good

The Commander

documents the CRITICAL ELEMENTS COMMENTS:
employee’s progress RATER COMMENTS EMPLOYEE COMMENTS
. meets fuser requi A its are | AGREE
against Goals and Step 2 by and in a limely fashion. Accepts ~
. ey nsibilities and feedback. Exhibils dependability in
demonstration of Critical ST T Te M ements.
| Elements to date. Row 2 v
ADDITIONAL COMMENTS/DISCUSSION POINTS:

RATER COMMENT S EMPLOYEE COMMENT S

Step 3
S T
Audit History
Last Updated by Employee BLACK LEONA 0212212018 08:33:22 Employee Mid-Year comments
Last Updated by Manager JAMES ETTA B 02/22/2018 08:31°49

HRMS/ PeopleSoft
Commanders’s Guide to Performance Management October 2018

11



Step4: Generate PDF — Select this button to generate the Performance Appraisal Form in PDF format with pre-populated
fields based on entries made by the Commander or employee.

Save — Select this button to save a draft of the entries made. The information will not be seen by the employee
until the "Share with Employee" button is selected.

Share with Employee — Select this button to make all comments and entries visible to the employee, the
employee can view but will not be able to make any changes.

NOTE: If the Commander makes additional changes and saves, these changes will not be seen by the employee until the
"Share with Employee" button is selected again.

¢ Mccs Directreport MCCS Performance Appraisal
— s I N WACK LEONA SHMNICTAN =ADEH
= Initial Empl 1D 12345 ame BLACKLE ICIAN LEADE Free—r—
Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last St Step 4 > v
B FullPartFlex Fullk-Time  Business Unit FIN14 Grade NF3 Compaiy Pk ear 2018
F~ Mid Year Share with Employee

F— Annual

Step 5: Select “Yes” to share your comments and entries with the employee. (The employee will be able to see all

comments.)
Do you want to share all of your entries and comments with the Employee?
All the entries will be visible to Employee
Step 5 > Yes No
[

Step 6: Select “OK” to the message advising that you have successfully shared with the employee. This will open the
Finalize Mid-Year button.

Successfully Shared your entries and comments with the Employee

Step 6 .
|p OK

12
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Step 7: Finalize Mid-Year — Select this button to complete and finalize the Mid-Year Review. This button will remain
greyed out until the "Share with Employee" button is selected. The time-stamp under the Audit History section

will update. This stamp is authorized as an electronic signature.

NOTE: The Mid-Year Review should only be finalized once all Mid-Year discussions and comments have been completed.
Once finalized this page will be greyed out and no additional edits can be made.

< Mccs Directreport MCCS Performance Appraisal
& Initial -
Empl 1D 12345 Name BLACK LEONA Position FINAMCIAL TECHNICIAN LEADER Generate PDF
. Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1934 Save

] Mid Year

FullPart/Flex FullTime  Business Unit FIN14 Grade NF3 Company PNM Year 2018 Share with Employes
51 Annual

Step 7 * Finalize Mid-Year

HRMS/ PeopleSoft
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PART 3 — Annual Review

The Annual Review section is used to determine the employee’s overall annual performance appraisal rating. Goals from

the Initial assessment carry over to the Annual Review section. In the Annual Review section the employee rates
themselves on their goals and critical elements performance and the Commander also provides comments and ratings for
the employee.

Step 1:
Step 2:

Step 3:

NOTE:

{ Meces Directreport

[FEs

4= Return To Direct Reports

Enter any necessary updates to the Goals.

Enter comments on the employee’s overall goal achievements in the Rater Comments field.

Select a rating value for each goal from the Rater Rating drop down menu. This is required to calculate the
employee’s final annual performance appraisal rating.

Ideally the employee will initiate the annual review by entering and submitting their self-assessment ratings and

comments to their Commander. If the employee comments and ratings are already populated, this means the

employee has already initiated the annual review. The employee’s self-assessment should be completed prior to
the Commander’s annual comments and ratings and the annual performance discussion.

Goals | Critical Elements = Final Annual Rating & Comments

T Initial
- EmpliD 12345 Name BLACKLEONA
i Mid Year
Dept 601002 Job Title FINANCIAL TECH LDR NF3*
— FullPariFlex FullTeme  Business Unit FINT4

EVALUATING & RATING GOAL ACHIEVEMENT

T Appendix / Feedback Form

MCCS Performance Appraisal

-~ — Fe
® Q = C
Position FINANCIAL TECHMICIAN LEADER Generate POF
Last Start Date 01/06/1984 Save

Company PHM

Yiaai

2018

Share with Employes

Ratlers and employees’ should review and may adjust goals during the mid-year performance evaluation, then review and rate goals and critical expectations during the

annual perormance evaluation

PLEASE NOTE: Employees and raters are required to provide overall
explanation for the rating given for éach goal, regardiess of rating.

on goal ac

Raters should give employees the opportunity to complete 5 sell-evaluation of their goals before nalizing ratings and conducting the annual perormance diSCussion

In addition, raters are REQUIRED to provide an

Please establish 1-3 goals for basgaining und employees or 3-5 goals for the performance apprasal period. Each goal is expected 1o foliow the SMART-Q goal format to
ensure Mal f i tangibie and attainabie, but not all roles will have goals in all categories. Reler 1o Appendix B Tor more celais regarding Goa Selling

pe—= | Goal Category

Goal Type| Custom v

“Goal Category | EFFICIENCY w|

Measurabie Balance 2l the end of the manih

Time Bound |Feviewed monihiy

Step 1 Specific Be afficient in reconcling of financial staterments and documenting all actions

Step 3

Find | View All First & 1of1 '® Last

+| =]

Rating

Rater Rating

[EXCEEDS EXPECTATIONS W

Employee Rating

A
ANNUAL PERFORMANCE GOAL COMMENTS
RATER COMMENTS EMPLOYEE COMMENIT S
Step2 |(—
Audit History Employee self-assessment
Last Updated by Employee BLACK LEONA 022272018 08 comments and ratings on
Last Updated by Manager JAMES ETTA B 02232018 10 overall goal achievements.
Lasi Shared by Manager
Last Shared by Employee
HRMS/ PeopleSoft
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Step 4: Select the Critical Elements tab.
Step 5: Select a rating value for each Critical Element from the Rater Rating drop down menu.
Step 6: Enter your comments that support your overall rating on all Critical Elements in the Rater Comments field.

NOTE: Employee ratings and comments are completed by the employee while conducting their self-assessment.

< Mccs Directreport MCCS Performance Appraisal

T Initial Step 4 Goals || Critical Elements | Final Annual Rating & Comments
= EmplID 12345 Name BLACK,LEONA Position FINANCIAL TECHNICIAN LEADER Generate PDF
] Mid Year
Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1984 Save
- FulliPart/Flex Full-Time  Business Unit FIN14 Grade NF3 Company PNM Year 2018
7 Annual

EVALUATING CRITICAL ELEMENTS
f Appendix / Feedback Form
During the Annual Performance Appraisal, use the rating scale on Appendix to evaluate all employees’ performance against these critical elements: Wark Quality,
Customer Service and Interpersonal Skills.

<= Return To Direct Reports

Employees with managerial responsibilities must be d against two additional cr fulfillment of managerial responsibilities: Coaching,
Managing & Developing Staff and Leadership & Communication. St

ep5
Raters should give employees the opportunity to a self. ion of the criticall ratings and conducting the annual performance
discussion

PLEASE NOTE: Employees and Raters are reguired to provide overall comments on all critical elemehts. In addition, raters are REQUIRED to provide an
explanation for the rating given for each critical element, regardless of rating. j

y

Critical Elements for All Employees
CRITICAL ELEMENTS RATER RATING EMPLOYEE RATING

Work Quality - Work meets customer/user requirements. Assignments are
completed accurately and in a timely fashion. Accepts accountability,
responsibilities and feedback. Exhibits dependability in meeting work
requirements
Customer Service - Prioritizes customer satisfaction, responsiveness,
2 professionalism (courtesy and aftitude) and willingness fo assist customers, | [EXCEEDS EXPECTATIONS v v
and always exemplifies our mission
Interpersonal Skills - Establishes effective working relationships with
supervisor, peers and other key stakeholders both intemally and externally.
3 Adapts positively fo changes in workioad and priorities. Takes positive action] |EXCEEDS EXPECTATIONS v | v
to promote teamwork. As appropriate by role, demonstrates effective A
communication skills

[EXCEEDS EXPECTATIONS v v

RATER COMMENTS EMPLOYEE COMMENTS
doing a great job - keep up the good work

Employee self-assessment
comments and ratings on overall
critical element achievements.

Step 6

v
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Step 7: Select the Final Annual Rating & Comments tab.
Step 8: Select Yes or No from the drop down menu for the Employee completed all Mandatory training requirements
field.
Step 9: Enter your comments that support your overall Annual Performance Appraisal Rating.
Step 10: When applicable, the Reviewer must review the Commander’s ratings and comments prior to the Commander
sharing them with the employee (See Part 4).
NOTE: Employee comments are completed by the employee while conducting their self-assessment.
NOTE: The Commander may enter the Employee Ratings and Comments for the employee if the employee is unable to.
NOTE: If the Commander enters comments, they must notate the reason they are inputting for the employee.
¢ Mccs Dirsctreport MCCS Performance Appraisal
= isiad Goals  Critical Elements | Final Annual Rating & Comments | — Step 7
E
=\ vear Emgil -‘21512345 me BLACK LEONA Position FINANCLAL TECHMICIAN Generate POF
Dept GO1002 Job Tithe FINANCIAL TECH LOR NF3* Last Stant Date 01001584 Sirve
" Annual FullPartFlen Ful-Teme  Business Unil FilNi4 Grade HFY Company Phid Yoar 2018 Share wilh Emplryes
=
Emgioyes completed all Final annial pafomancs apprasal Frequenty Eecesds Eipectaion

Ap
‘““I Step 8

\4

Mandafory Wanng equinements | raling [raled aisessmont)

Step 10

Review completed by Reviewss

L Rewirw completed by Heviewss Rovrwnd By Hvirwms] (i

\4

Step 9

= Hatlng Scabe

- RATING SCALE The following scale will be used for the srrual evaluston for
Goai, Criical slnmanh arcl the overall afvnal fatng

o g U i a0 (GOAE, Ful/F (P SRR, [y Tk @ Ll and

Bmmmﬂ“wﬂwmmm Mmmmmmmmw
10 Il e SR OFQAFALENON M Tl Wiyl ETATYES Sariedad COMPmory Obireid
BN SRR LY Tl e ) e e, mmmmm

PaTRE B N e OF . g il ae

w Emmhwmmummmm-ﬁu?h
gy

Ty B Dy SO OF 1P S LN QNN ST § [OFRISN OF S5 QO BNCLTF CRmOrRITa e
MM e Bt Nt 1 of tha cota e memarty ool s basow sspectator e T emiowss iy
nesd aoditoral Quidance or stk arcs

iFan sepecied of poor Quatty. orey partialy compisde sndior he smpioyes dad ol demonstssie orf s
e chation: MU Mo B MICCS SmpRiyeed

W F Pkt G Fe P 1P APl L O WPl (TPl W16 T < i mmmnts Pt mal s il

» DETERMINING THE OVERALL ANNUAL PERFORMANCE APPRAISAL RATING

The annual performance appraical ratng tales ino account ihe overall achiovement of both gaals and demansiration of critical sloments. Both are of equal imparance
wefuen e cverall annual raiing

RATER COMMENTS

\ 4

EMPLOYEE COMMENTS

Employee self-
assessment Ly
comments on overall
annual performance.
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Step 11: Generate PDF — Select this button to generate the Performance Appraisal Form in PDF format with pre-populated
fields based on entries made by the Commander or employee.

Save — Select this button to save a draft of the entries made. The information will not be seen by the employee
until the "Share with Employee" button is selected.

Share with Employee —Select this button to make all comments and entries visible to the employee, the
employee can view the Commander’s comments and ratings but will not be able to make any changes to
them.

NOTE: When applicable, the Reviewer must review the Commander’s ratings and comments prior to the Commander
taking the share with Employee action (See Part 4).

NOTE: If the Commander makes additional changes and saves, these changes will not be seen by the employee until the
"Share with Employee" button is selected again.

< Mces Directreport MCCS Performance Appraisal a Q

Goals | Critical Elements | Final Annual Rating & Comments

[ initial

| Empl 12345 Name BLACK LEONA L TECHNICIAN Generate PDF
fr— Mid Year

Dept 901002 Job Titke FINANCIAL TECH LDR NF3* I Step 11 T Save
— Full/Pari/Flex Full-Time Business Unit FIN14 Grade NF3 ompany Year 2018 Share with Employee

Annual

A 4

™ Appendix / Feedback Form

Step 12: Select “Yes” to share your comments and entries with the employee. (The employee will be able to see all

comments.)
Do you want to share all of your entries and comments with Employee?
All the entries will be visible to Employee
Step 12 > Yes No
|

Step 13: Select “OK” to the message advising that you have successfully shared with the employee. This will open the
Finalize Annual button.

Successfully Shared your entries and comments with the Employee

= =
|

17
HRMS/ PeopleSoft

Commanders’s Guide to Performance Management October 2018



Step 14: Finalize Annual & Submit to HR — Select this button to complete and finalize the Annual Review. This button will
remain greyed out until the "Share with Employee" button is selected. The time-stamp under the Audit

History section will update. This stamp is authorized as an electronic signature.

NOTE: The employee’s self-assessment must be completed prior to finalizing the review.

NOTE: The Annual Review should only be finalized once all Annual performance discussions, ratings, comments and
changes have been completed. Once finalized this page will be greyed out and no additional edits can be made.

< Mccs Directreport

i Initial

i Mid Year

T Annual

i Appendix / Feedback Form

MCCS Performance Appraisal

Goals | Critical El

Empl 12345
Dept 901002

FullPart/Flex Full-Time

Business Unit FIN14 Grade NF3

Final Annual Rating & C

Name BLACK LEONA

Job Title FINANCIAL TECH LDR NF3”

Y
A Q
Position FINANCIAL TECHNICIAN LEADER Generate POF
Last Start Date 01/09/1984 Save
Yoor. 2018 Share with (B8

Step 14

\ 4

Finalize Annual & Submit to HR

NOTE: Commanders should coordinate with their HR Office for local command policy regarding any requirement to submit
a printed completed Annual Performance Appraisal PDF document.

This process is complete.

HRMS/ PeopleSoft
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PART 4 — Reviewing Officials (Senior Level Commander)
The Reviewing Official is responsible for reviewing the Rater’s final annual performance appraisals, approving or
making recommendations to the Commander for the employees that fall under the Reviewer’s direct reports.

Step 1: Log into PeopleSoft Self Service by entering your User ID and Password. Select the MCCS Performance Appraisal
tile on the Manager Self Service homepage.

Manager Dashboard MCCS Table of Organization

MCCS Training Ethos MCCS HRMS Intranet

pthds

- LEARNING

Classic Home

Menu
Search:

My Favoriles

Self Service
Manager Self Service
Recruiting

Step 2: The MCCS Performance Appraisal page will display with the Commander’s Direct Reports. Select the applicable
MCCS Performance Appraisal Year.

Step 3: Select the plus sign next to the employee to view that employee’s Direct Reports.

MCCS Performance Appraisal

*Select a Year for the MCCS Performance Appraisal PTLL1 Step 2
ELLA FITZGERALD's smployses Personalize | Find | L First & 1202 '} Last
Supervisor 1D Salect Name Empl 10 Job  EmplStatus  FullPartFlex HR Status Position Job Code  Job Tithe Departmant '.I""‘“"“"

— S— anqga  FINANCIAL TECH i oo
12345 0 Active Full-Time Active PNMO01S3 030124 ¢ i ACCOUNTING

99993 Select

Step 3 Active Full-Time Active PNMO0288 030124 'INrr:',\‘:A,'I' ACCOUNTING Pendieton

MCCS

99999 Select + GILI BAY

19
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Step 4: Select the employee from the list that you want to review.

MCCS Performance Appraisal
*Select a Year for the MCCS Performance Appraisal 2018
ELLA FITZGERALD's employees Personalize | Find | £ First 4 140f4 * Last
Suparvisor ID Selact Name EmpliD  Job  EmplStatus  FullfPartiFlex HR Status Position Job Code  Job Title Department Il‘::’t‘l'l‘l’:l'm
= Camp
. FINANGIAL TEC
99999 Select =] ETTA JAMES 12345 O Active Full-Time Active PNMOG1B3 030124 IMANCIALTEGH 000 inming Pendieton
SUPV NF3 e
= i Camp
- C - -
12345 Select ENOLA GAY Step 4 Active Full-Time Active PNMO038S 030228 L'F'“‘f“ ALTECH  ACCOUNTING Pendieton
MCCS
2345 / = ‘ : Camp
! Select LEONA BLACK g 19 Active Full-Time Active PNMOG3S3 030123 FNANCIALTECH ,ocoiinting Pendieton
LDR NF3 i
= = Camp
99999 Select =+ GILN BAY sg7g9 O Active Full-Time Active PNM00288 030124 F_lewL‘lﬁl‘W['H ACCOUNTING Pendieton
..... 5678 SUPV NF3 ez

Step 5: Select the Annual Performance Appraisal page. Review the Commander’s entries on the Goals, Critical Elements
and Final Annual Rating & Comments tabs.

Step 6: Once you have completed your review, select the Final Annual Rating & Comments tab.

Step 7: Select the checkbox for Review Completed by Reviewer to indicate you have completed your review of the
employee’s Annual Performance Appraisal ratings and comments.

Step 8: Click Save.

& Mccs Directreport MCCS Performance Appraisal

= Initial Goals | Critical Elements | Final Annual Rating & Comments
i Initial
Step 5 7}
| Empl 12345 Name BLACK LEONA SINAMCIAL TECHNICIAN Generate POF
i Mid Year
Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last St} Step 8 > Save
;! Annual FullPartFlex Full-Time Bu Grade NF3 Compamy—rTo ‘ear 2018 | Share with Employee |
3 Step 6
i Appendix / Feedback Form
Emp completed all Final annual performance appraisal Frequently Exceeds Expectation
y training reg l i rating (rater assessment)
&= Return To Direct Reports
Review completed by Reviewer
Step 7 >
] Review completed by Reviewer | Reviewed By Reviewed On
* Rating Scale
[ ] RATING SCALE The following scalke will be used for the annual evaksation for
goals, critical slements and the overall annual rating
far ewceeded the agreed upon goals and/or critical slements, thereby making a significant
contribution to the team and for orgar E sat an ary not ly cbsoarwed
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NOTE: The Reviewed By and Reviewed On time-stamp will update. This stamp is authorized as an electronic signature.

< Mccs Directreport MCCS Performance Appraisal

Goals | Critical Elements = Final Annual Rating & Comments

i Initial
= EmpliD 22222 Name BLACK LEONA Position FINANCIAL TECHNICIAN Generate PDF
i Mid Year
Dept 901002 Job Title FINANCIAL TECH LDR NF3* Last Start Date 01/09/1934 Save
T Annual FullPart/Flex Full-Time  Business Unit FIN14 Grade NF3 Company PNM Year 2018 Share with Employee
Finalze Annual & Submit fo HR
i~ Appendix / Feedback Form
Employee comp all Final annual performance appraisal Frequenlly Exceeds Expectation
Mandatory training req it v rating (rater assessment)

[&2 Return To Direct Reports

Review completed by Reviewer

[ Review completed by Reviewer  Reviewed By FITZGERALD, ELLA Reviewed On 02/23/18 2:06PM

» Rating Scale

' RATING SCALE The following scale will ba used for the annual evaluation for
goals, critical elements and the overall annual rating.

mwmmmmmkmmmwmﬁaw
contribution to the team andfor organt E set an not cbrserved

L

The Reviewer process is complete.
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PERFORMANCE APPRAISAL FORM

MARINE CORPS s&iicss™

NAME (Last, First, Middle Initial) EMPLOYEE ID NUMBER EMPLOYEE GRADE

DIVISION / BRANCH / DEPARTMENT POSITION TITLE EMPLOYMENT CATEGORY

" THE PERFORMANCE MANAGEMENT PROCESS

The Performance Appraisal Form provides raters the ability to document performance expectations and record
performance discussions throughout the year.

The form has three primary sections: 1) Goals 2) Critical Elements 3) Overall Comments, Ratings and Signatures

In addition, the form includes the Mid-Year Evaluation Form and the Performance Feedback Form that can be used
quarterly for performance touch point discussions.

Please note that neither the Mid-Year Evaluation nor the quarterly feedback sessions include ratings. The Mid-
Year Evaluation is mandatory, and it is recommended that you conduct quarterly feedback sessions to ensure
ongoing dialogue. All completed documentation will be submitted at the end of the year.

Annual Performance Appraisal: The annual performance appraisal takes place at the end of the performance
year (March or April following the current calendar year).

. RATING SCALE The following scale will be used for the annual evaluation for
goals, critical elements and the overall annual rating.

Outstanding Employee far exceeded the agreed upon goals and/or critical elements, thereby making a significant
contribution to the team and/or organization. Employee set an extraordinary standard not commonly observed.
Goals and/or results were achieved in an unexpected or extraordinary way, were of extremely high quality and
achieved by exceptional means.

Exceeds . Employee exceeded the agreed upon goals and may have far exceeded some goals, thereby contributing
SAelEGERER 6 the team and/or organization in multiple ways. Employee exceeded commonly observed standards
and delivered results that surpassed expectations. Work completed was highly commendable.

Meets Employee achieved the agreed upon goals, results and/or successfully demonstrated critical elements. The
Expectations employee performed at the level of a valued professional. Contributions were well-regarded, valued and
respected.

Needs Employee achieved only some of the agreed upon goals, just a portion of each goal and/or demonstrated
g el S potentially some but not all of the critical elements. Results were below expectations and the employee may
need additional guidance or assistance.

BIeEERNeI AV Employee did not achieve the agreed upon goals and/or demonstrate the critical elements. Results were less
Expectations than expected, of poor quality, only partially complete and/or the employee did not demonstrate critical
expectations required for all MCCS employees.

Refer to Appendix A for more details regarding the Performance Management Process, including Mid-Year Evaluation and Annual Performance
Appraisal related activities and roles and responsibilities.

Employee completed all Final annual performance appraisal
mandatory training requirements rating (rater assessment of employee)
Employee (print name) Rater (print name) Reviewer (print name)

Employee (signature) Date Rater (signature) Date Reviewer (signature) Date



. GOAL SETTING INSTRUCTIONS

The performance appraisal process starts with a DISCUSSION between a RATER and an EMPLOYEE during which the
TWO PARTIES COLLABORATE to set and/or discuss GOALS for the employee for the current performance period.

Goals should focus on four essential performance areas:

Contributing to a culture committed to providing the highest quality of service to Marines and families;
CUSTOMERS ) o .
serving the needs of our existing customer base (internal and external).

PEOPLE Collaborating with peers and/or interacting with direct reports to facilitate a productive work environment;
enhancing trust, encouraging and enabling teamwork for the achievement of initiatives.

INCREASED Developing and adhering to resourcing strategies focused on process improvement; internalizing and
Szglell=ell=5 implementing leadership directives focused on lean, efficient and effective operations.

GROWTH Driving business expansion and/or expansion of MCCS services through innovation and achievement of goals;
pursuing personal development opportunities in alignment with organizational initiatives that enable greater
contributions to the organization.

Please establish at least 1- 3 goals for bargaining unit employees or 3-5 goals for non-bargaining unit employees
for the performance apypraisal period. Each goal is expected to follow the SMART-Q goal format to ensure that it
is tangible and attainable, but not all roles will have goals in all categories. MCCS defines SMART-Q goals as:

® M (A (R T o

SPECIFIC MEASUREABLE ACHIEVABLE/ATTAINABLE RELEVANT TIME-BOUND QUALITY

Refer to Appendix B for more details regarding Goal Setting.

l EVALUATING & RATING GOAL ACHIEVEMENT

Raters and employees should review and may adjust goals during the mid-year performance evaluation; then
review and rate goals and critical expectations during the annual performance evaluation.

Raters should give employees the opportunity to complete a self-evaluation of their goals before finalizing ratings
and conducting the annual performance discussion.

PLEASE NOTE: Employees and raters are required to provide overall comments on goal achievement. In addition,
raters are REQUIRED to provide an explanation for the rating given for each goal, regardless of rating.

GOAL CATEGORY

SPECIFIC I RATING I
EMPLOYEE
MEASUREABLE
RATER

TIME-BOUND



GOAL CATEGORY

SPECIFIC

MEASUREABLE

TIME-BOUND

——— RATING —

EMPLOYEE

RATER

GOAL CATEGORY

SPECIFIC

MEASUREABLE

TIME-BOUND

——— RATING —

EMPLOYEE

RATER

GOAL CATEGORY

SPECIFIC

MEASUREABLE

TIME-BOUND

——— RATING —

EMPLOYEE

RATER

GOAL CATEGORY

SPECIFIC

MEASUREABLE

TIME-BOUND

——— RATING —

EMPLOYEE

RATER



ANNUAL PERFORMANCE APPRAISAL GOAL COMMENTS: EMPLOYEE

NOTE: Employees are required to provide comments for each of the goal categories selected above.

CUSTOMERS + PEOPLE + INCREASED EFFICIENCIES « GROWTH

ANNUAL PERFORMANCE APPRAISAL GOAL COMMENTS: RATER

NOTE: Raters are required to provide comments on each of the goal categories selected above regardless of ratings

CUSTOMERS + PEOPLE * INCREASED EFFICIENCIES * GROWTH

FINAL GOAL RATING: RATER ASSESSMENT OF EMPLOYEE

(to be rated at Annual Performance Appraisal)



. EVALUATING CRITICAL ELEMENTS

During the Annual Performance Appraisal, use the rating scale on Page 1 to evaluate all employees’
performance against these critical elements: Work Quality, Customer Service and Interpersonal Skills.

Employees with managerial responsibilities must be evaluated against two additional critical elements specific to
fulfillment of managerial responsibilities: Coaching, Managing & Developing Staff and Leadership & Communication.

Raters should give employees the opportunity to complete a self-evaluation of the critical elements before finaliz-
ing ratings and conducting the annual performance discussion.

PLEASE NOTE: Employees and Raters are required to provide overall comments on all critical elements. In addition,
raters are REQUIRED to provide an explanation for the rating given for each critical element, regardless of rating.

I CRITICAL ELEMENTS FOR ALL EMPLOYEES ——— RATING —
Work Quality - Work meets customer/user requirements. Assignments are EMPLOYEE
completed accurately and in a timely fashion. Accepts accountability,
responsibilities and feedback. Exhibits dependability in meeting work RATER
requirements.

——— RATING ——
EMPLOYEE

Customer Service - Prioritizes customer satisfaction, responsiveness,
professionalism (courtesy and attitude) and willingness to assist customers, and
always exemplifies our mission.

RATER

Interpersonal Skills - Establishes effective working relationships with supervisor, I RATING —1
peers and other key stakeholders both internally and externally. Adapts positively EMPLOYEE
to changes in workload and priorities. Takes positive action to promote

teamwork. As appropriate by role, demonstrates effective communication skills. RATER

I CRITICAL ELEMENTS FOR ALL MANAGERS
I RATING —m

Coaching, Managing & Developing Staff - Focuses on developing, coaching and

mentoring staff in order to improve performance and help employees reach their

full potential. Provides ongoing feedback to employees against goals, job

requirement and critical elements. Creates developmental opportunities (e.qg., RATER

challenging assignments as well as access to formal training) to develop

employees’ skills and experience, and leverages a Development Plan to identify

and track development. Utilizes the performance management process to provide

constructive feedback throughout the year against expectations for achievement

of goals, performance of job requirements and demonstration of critical elements.

Delegates work and monitors work progress. Motivates, recognizes and rewards

strong performance and supports employees’ growth and development including

career advancement and career moves. Conducts mid-year and end-of-year

appraisals for all employees.

EMPLOYEE

Leadership & Communication - Leads by example to inspire excellence,

collaboration and results and to create aligned, engaged and high-performing M RATING —
teams. Develops and executes a mission-aligned vision of the organization and
creates a positive, safe work environment that allows employees to excel. Ensures
performance standards are met and addresses performance issues when they
arise. Able to identify problems, formulate solutions and take corrective follow-up RATER
measures. Upholds high standards of integrity and ethical behavior. Effectively

communicates upward and downward at the managerial level both verbally and in

written form.

EMPLOYEE




CRITICAL ELEMENTS COMMENTS: EMPLOYEE

(Work Quality « Customer Service ¢ Interpersonal Skills)

If Applicable - (Coaching, Managing & Developing Staff « Leadership & Communication)



CRITICAL ELEMENTS COMMENTS: RATER

(Work Quality « Customer Service ¢ Interpersonal Skills)

If Applicable - (Coaching, Managing & Developing Staff « Leadership & Communication)

FINAL CRITICAL ELEMENT RATING: RATER ASSESSMENT OF
EMPLOYEE (to be rated at Annual Performance Appraisal)



u DETERMINING THE OVERALL ANNUAL PERFORMANCE APPRAISAL RATING e

The annual performance appraisal rating takes into account the overall achievement of both goals and demonstration
of critical elements. Both are of equal importance when determining the overall annual rating.

OVERALL ANNUAL PERFORMANCE APPRAISAL COMMENTS: EMPLOYEE

OVERALL ANNUAL PERFORMANCE APPRAISAL COMMENTS: RATER

FINAL ANNUAL PERFORMANCE APPRAISAL RATING: RATER
ASSESSMENT OF EMPLOYEE (to be rated at Annual Performance Appraisal)



u THE PERFORMANCE FEEDBACK FORM

The goal of the Performance Feedback Form is to help guide a conversation about the employee’s performance
against expectations, career goals and development to date. The discussion points do not have to be documented,
but can be if preferred in order to provide supporting documentation for the annual performance review. Select 2-4
questions below and feel free to add other questions based on the role, situation or employee’s interest/needs.

Q1 FEEDBACK SESSION

0 What progress have you made toward completing your goals? Have you encountered any challenges or do
you have any suggestions related to goal completion?

9 Please provide one or two examples of how you have demonstrated at least one of the critical elements in the
last 3 months?

e What can | do to better support you in your job?

Q What have you done to support your development in the last 90 days? What development activities would you
like to focus on going forward? Have you developed/updated your development plan with these activities?

e Do you have any suggestions from a job or culture perspective that we should discuss to ensure we are
working in alignment with our values and meeting our mission?

e Other (Discussion guestions for consideration include, but are not limited to: How does the employee like to be
coached? What does hel/she expect from a coach? What motivates the employee? What are his/her strengths,
professional goals or areas for improvement?)

Rater Name Date



o MID-YEAR EVALUATION FORM

The purpose of the mid-year discussion is for the employee and the rater to discuss progress against goals,
demonstration of critical elements and development activities needed or completed to date. This isan opportunity
for a more formal check-in when the employee and rater can re-visit goals to ensure they still reflect the priorities
for the year. If needed, the rater and employee can update goals in the goal section of the form. It is recommended
that at least the primary points of the discussion are noted below. The mid-year discussion is mandatory and the
summary documentation should be submitted at the end of the year as part of the Performance Appraisal Form.

MID-YEAR GOAL COMMENTS: EMPLOYEE MID-YEAR GOAL COMMENTS: RATER

CRITICAL ELEMENTS COMMENTS: EMPLOYEE CRITICAL ELEMENTS COMMENTS: RATER

Please refer to the Performance Feedback Form for optional questions for consideration during the mid-year discussion.

ADDITIONAL COMMENTS/DISCUSSION POINTS: ADDITIONAL COMMENTS/DISCUSSION POINTS:
EMPLOYEE RATER

Employee (print name) Rater (print name)

Employee (signature) Date Rater (signature) Date



u THE PERFORMANCE FEEDBACK FORM

The goal of the Performance Feedback Form is to help guide a conversation about the employee’s performance
against expectations, career goals and development to date. The discussion points do not have to be documented,
but can be if preferred in order to provide supporting documentation for the annual performance review. Select 2-4
questions below and feel free to add other questions based on the role, situation or employee’s interest/needs.

Q 3 FEEDBACK SESSION

0 What progress have you made toward completing your goals? Have you encountered any challenges or do
you have any suggestions related to goal completion?

9 Please provide one or two examples of how you have demonstrated at least one of the critical elements in the
last 3 months?

e What can | do to better support you in your job?

Q What have you done to support your development in the last 90 days? What development activities would you
like to focus on going forward? Have you developed/updated your development plan with these activities?

e Do you have any suggestions from a job or culture perspective that we should discuss to ensure we are
working in alignment with our values and meeting our mission?

e Other (Discussion guestions for consideration include, but are not limited to: How does the employee like to be
coached? What does hel/she expect from a coach? What motivates the employee? What are his/her strengths,
professional goals or areas for improvement?)

Rater Name Date



. APPENDIX A: THE PERFORMANCE MANAGEMENT PROCESS

The Performance Appraisal Form provides raters the
ability to document performance expectations

and record performance discussions throughout the
year. The form has three primary sections:

1) Goals 2) Critical Elements
3) Overall Comments and Ratings

In addition, the form includes the Mid-Year Evaluation
Form and the Performance Feedback Forms that can be
used quarterly for performance touch point discussions.

Goal Setting Discussions should take place in February or
March of the current calendar year and establish goals for
the full appraisal period, which runs from April 1 of the current
year to March 31 of the following year.

Mid-Year Evaluation: The mid-year performance evaluation
takes place at the mid-way point in the performance year
(September or October). Mid-Year Evaluations are a
mandatory step in the performance management process.
The rater and employee should discuss progress against
goals and may adjust goals during the mid-year
performance evaluation as appropriate. If the conversation
results in updates to goals, then the rater should update the
goals section of the form.

In addition, the rater and employee should discuss how the
employee is demonstrating the critical elements and progress
against an employee’s development plan. It is also a good
opportunity to discuss career goals.

The rater should ask the employee to use the comment

space on the Mid-Year Evaluation Form to provide a summary
of how he/she views his/her performance to date and to send
this summary to the rater prior to the mid-year meeting.

To make mid-year conversations more robust, raters are
also encouraged to pull questions from the Performance
Feedback Form and/or to ask employees to come to
mid-year conversations prepared with responses to a few
of these questions.

Quarterly Performance Feedback Touchpoints: Raters are
encouraged to schedule quarterly touchpoint meetings with
employees to review performance to date and gather feedback
from the employee regarding performance and development.

Please note that neither the Mid-Year Evaluation nor the
quarterly feedback sessions include ratings. The Mid-Year
Evaluation is mandatory and it is recommended that you
conduct quarterly feedback sessions to ensure ongoing
dialogue. All completed documentation will be submitted
at the end of the year.

Quarterly

T check-in

| Goal setting

N '_/| Reward decisions
) communication O

gb?

Annual
© Performance @— Mid-year
” Appraisal evaluation

Quarterly
check-in

Annual Performance Appraisal Process: The annual
performance appraisal takes place at the end of the
performance year (March or April following the current
calendar year). The rater should send the Performance
Appraisal Form to the employee and ask him/her to rate
personal achievement of each goal, performance against

the critical elements and provide comments describing
accomplishments. Additionally, the rater should gather as much
feedback as possible from those who work closely with the
employee and incorporate this information as appropriate.

The final goal rating is the average of the rater’s ratings for
each goal. It will be calculated automatically by the form.

The final critical element rating is the average of the
rater’s ratings for each critical element It will be calculated
automatically by the form.

The overall annual rating is the average of the overall goal rating
and the overall critical element rating with equal importance
assigned to each. It will be calculated automatically by the form.
This demonstrates the importance of not only “what” is done,
but that “how” it is done also matters at MCCS. We want to
make sure all employees are working in a way that aligns with
our values and our mission.

Finally, the rater must deliver the completed Annual
Performance Appraisal to the designated reviewer for
approval and sign-off before meeting with the employee for
the annual performance discussion.

Once the process is complete, the rater MUST
submit the completed form to NAF HRO.




" APPENDIX B: GOAL SETTING INSTRUCTIONS

The performance appraisal process starts with a discussion between a rater and an employee during which the
two parties collaborate to set and/or discuss goals for the employee for the current performance period.

Discussions should take place in April or May of the current calendar year and establish goals for the full
appraisal period, which runs from April 1 of the current year to March 31 of the following year.

Following this discussion, the rater is responsible for recording the resulting employee goals in the space provided
and delivering them to the employee for review.

Goals should focus on four essential performance areas: Customers, People, Increased Efficiencies and Growth.
Not every role will have a goal in each category. Achievements in these performance areas are essential
contributions to the mission and vision of MCCS.

(ol lsape)==00 1 Contributing to a culture committed to providing the highest quality of service to Marines and families;
serving the needs of our existing customer base (internal and external).

PEOPLE Collaborating with peers and/or interacting with direct reports to facilitate a productive work environment;
enhancing trust, encouraging and enabling teamwork for the achievement of initiatives.

INCREASED Developing and adhering to resourcing strategies focused on process improvement; internalizing and
Szzlell=N 625 implementing leadership directives focused on lean, efficient and effective operations.

GROWTH Driving business expansion and/or expansion of MCCS services through innovation and achievement of goals;
pursuing personal development opportunities in alignment with organizational initiatives that enable greater
contributions to the organization.

Please establish at least 1-3 goals for bargaining unit employees or 3-5 goals for non-bargaining unit
employees the performance appraisal period. Goals are performance expectations or job objectives that
align with an employee's job duties and do not need to cover every aspect of anemployee’s role. Goals
should focus on the key results expected from the employee and should align with the goalsof the
department/division as well as support achievement of MCCS’s mission.

Each goal is expected to follow the SMART-Q goal format to ensure that it is tangible and attainable. Goals should
meet all of the six SMART-Q values and the rater must at least articulate the Specific, Measurable and Time-Bound
attributes of each goal. MCCS defines SMART-Q goals as:

o M A R o o

SPECIFIC MEASUREABLE ACHIEVABLE/ATTAINABLE RELEVANT TIME-BOUND QUALITY

The following is an example of how to appropriately describe a goal using the SMART-Q format:

SPECIFIC - Create increased awareness of the Quality of Life Programs by communicating to Marines, sailors and
family members.

MEASUREABLE - Increase the usage of our programs by 5% in 2017,

TIME-BOUND - Build awareness on a monthly basis through communications, Welcome Information Packets and
Unit events.




N APPENDIX C: CONDUCTING A PERFORMANCE FEEDBACK SESSION

Employees and raters both benefit from more frequent discussions on expectations and performance.

It is recommended that raters conduct feedback sessions with employees at the end of Q1 and Q3 in addition to
the Mid-Year Evaluation to provide feedback and record commentary on performance to date. This form includes 6
guestions; raters should pick 2-4 questions to discuss during each feedback session.

Raters may choose to have employees pick the questions they wish to discuss from the form and send back their
written thoughts prior to the feedback session. All comments from each feedback session should be recorded within
this form to ensure they are all available for review during the annual performance appraisal.

Employees and raters should continue to have frequent, informal coaching and feedback discussions. Feedback
sessions and the feedback form are intended as an opportunity for more formal, planned conversations and to
create a record of feedback and improvement as a result of that feedback. They are not a replacement for ongoing
coaching and feedback dialogue.

PLEASE NOTE: Raters are encouraged to document at least a high-level summary of these discussions
within the Performance Appraisal Form. This will allow raters to refer back to prior feedback discussions
and becomes part of the documentation submitted at the end of the year.

Please select 2-4 questions from the questions in the form to help guide the feedback conversation. You are
welcome to add additional questions or discussion topics as you see fit.

PERFORMANCE APPRAISAL FORM

—
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TOPICS OF DISCUSSION

PeopleSoft System Overview
Letter of Instruction

What is Performance Management
Performance Appraisal Timeline

Performance Appraisal Form
* Goals
* Critical Elements
* Rating Scale
* Appendix A-C

PeopleSoft Access
* Performance Appraisal Review Board (PARB)
Learning Development Plan (LDP)
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Peoplesoft System Overview .

Centralized Web-Based
Human Resource Management System
This integrated online system shares data with all other
PeopleSoft components. PeopleSoft is a Relational PeopleSoft HRMS Current System
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LETTER OF INSTRUCTION

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3044 CATLIN AVENUE
QUANTICO, VIRGINLA 22134-5103

INREPLY REFER TO:

12000
M&RA

From: Commandant of the Marine Corps
To: Distribution List

Subj: LETTER OF INSTRUCTION (LOI) PERFORMANCE MANAGEMENT
FOR M&RA NOMNAPPROPRIATED FUND (NAF) PERSONNEL

Ref: (a) DODI 1400.25-V1404
(b) MCO P12000.11A w/changes 1-5
(c) CMLA, USMC and AFGE, dated 26 Jan 17
(d) Guidance on Changes to NAF Labor — Management and Employee
Relations, dated 8 Sep 14

Encl: (1) pPerformance Appraisal Form
(2) Ms&RA Campaign/Strategic Plan
(3) Eppendix A: The Performance Management Process
(4) Appendix B: Goal Setting Instructions
(5) Appendix C: Conducting a Feedback Session

1. Situation. This letter of instruction (LOI) establishes the
performance management process through which Marine Corps Nonappropriated
Fund (NAF) personnel are appraised on performance and supersedes any
previously issued orders.

2. Missjon. This LOI provides procedural guidance for the management of
— Marine Corps Nonappropriated Fund (NAF) personnel performance appraisals,

JMARINE CORPS 2% MARINE CORPS 2550

LETTER OF INSTRUCTION

+¢ Appraisals MUST be completed via the Human Resources Management System (HRMS).
¢ The employee jointly with the rater, establishes goals and discusses critical elements.

+ The employee may initiate the establishment of goals after collaborating with the rater,
but the rater must approve and finalize the goals.

+» Self-assessments are highly encouraged. If used, the rater should ensure that employee
self-assessments and comments are entered and incorporated into appraisal via
PeopleSoft.

< The rater is responsible for assessing the performance for the appraisal period:
= Jointly, with the employee, establishes 3-5 goals utilizing the SMART-Q goal format and reviews
critical elements within 30 days of the beginning of the performance appraisal period or within
30 days of employment.
= Meets with employee at Mid-Year to review and discuss employees’ progress against
performance goals, demonstration of critical elements and development activities needed or
completed to date.

11/9/2018
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MARINE CORPS 5 MARINE CORPS o

LETTER OF INSTRUCTION

<

» The rater reviews the employee’s year-end self-assessment (if applicable), rates the employee on
performance (achievement of goals and demonstration of critical elements), adds comments to
support ratings for goals and critical elements and comments describing overall performance.

o3

» The reviewing official reviews the rater’s final rating, approves or recommends changes and utilizes
PeopleSoft to indicate their review has been completed.

o<

* Meets with the employee to discuss the appraisal.

o3

» The rater finalizes the performance appraisal process in PeopleSoft and sends the completed
performance appraisal documents to HR within 30 days from the end of the performance appraisal
cycle for filing in the employee’s official personnel file.

o3

» A rating of record is required when an employee has performed under an approved performance
plan for 90 calendar days (Flex, Part/Full Time).

MC:CS MC:CS
L - L) -

| m——— — —
JMARINE CORPS 5555 MARINE CORPS 2555

PERFORMANCE MANAGEMENT

Is now standardized and
modernized across the
MCCS Enterprise!
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PERFORMANCE MANAGEMENT

+»+ Establishes a common, consistent approach to managing and evaluating
performance

+»+ Enhances the goal-setting process to ensure an alignment with MCCS’s
strategy and mission and clearer expectations for employees

+»+ Encourages ongoing dialogue between the Commander and the employee

9

MCCS  PERFORMANCE APPRAISAL  MC:SS

TIMELINE

Rating Cycle: 1 April — 31 March

O Initial Appraisal
0 Within 30 days of the beginning of the performance period (NLT 30
April) or within 30 days of employment.

O 15t Quarter Check-in
0 During June/July

0 Midyear
0 NLT 31 October

O 31 Quarter Check-in
0 NLT 31 December

O Annual
0 NLT 31 March

10

11/9/2018



" PERFORMANCE APPRAISALFORM ™~

PERFORMANCE APPRAISAL FORM

!
MARINE CORPS St

NAME (Last. Fust. Micdie Iretial) EMPLOYEE I NUMBER EMPLOYER GRADE
DIVISION / RRANCH / DEPARTMENT POSITION TITLE FMPLOYMENT CATEGORY
LE

21 Crtical Elements %) Ovarall € omments, Rstings and Signatsres
- 1 that can be wmect

Enterprise Wide
Standardized
Performance

Appraisal Form

¥ sk, Fes el T
e bl 1 4 : "

—
MARINE CORPS 255507

GOAL SETTING

N GOAL SETTING INSTRUCTIONS

The performance appraisal process starts with a DISCUSSION between a RATER and an EMPLOYEE during which the
TWO PARTIES COLLABORATE to set and/or discuss GOALS for the employee for the current performance pericc
Goals should focus on four essential perforrmance areas:
Contributing to a culture committed to providing the highest quality of servics to Marines and families;

serving the needs of our existing customer base Cinternal and external).

Collaborating with peers and.for interacti = e T
enhancing trust. encouraging and enablin

Developing and adhering to resourcing strategies focused on Process improvement; internalizing and
implermenting leadership directives focused on lean efficient and effective operations.

Driving business expansion and/or expansion of MOCS through i nd nt of goals:
TG st el Sl TRt D r T es i1 i et it Or et oral it that erable gromter
contributions to the organization.

Please establish atieast 1 goal for bargaining Unit employess or 3-5 goals for ing unit =
the performance appraisal period. Each goal is expected to follow the SMART-G goal format to ensure that it is
tangible and attainable, but mot aif rofes will Aave goals in all categorfes. MCCS dafines SMART-Q goals as.

© D @ o o ©
SPECIFIC MEASUREABLE ACHIEVABLE/ATTAINABLE RELEVANT TIME-BOUND GQUALITY
Commanders and/or employees should establish a minimum 3-5
goals focusing on one or a combination of the four essential
performance areas that the Commander considers to be relevant to
the command and its needs.

12

11/9/2018
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CRITICAL ELEMENTS

l CRITICAL ELEMENTS FOR ALL EMPLOYEE

Jork meets ct user requ are
cUrately and In o timely Tasnion. Accepts au:ounmnuuty.
ana yin Work
requirements.

( '7 Prioritizes
ana

Pr ({ ¥ ana to assist ana
aways exemplines our mission.
These critical elements
will be used for our W - Establishes effactive working relationships with supervisor,
. poe ad other®ey stakeholders both internally and externally. Adapts positively
embedded non-supervisory to changes in workload and priorities. Takes positive action to promote
NAF employees. teamwork. As appropriate by role, demonstrates effactive communication skils.

l CRITICAL ELEMENT ‘OR ALL MANAGERS

Focuses on developing, coaching and
fformance and help employees reach their
Ml pm.er\ual Orovu!es ongomg feedback to employees against goals, job
requirement and critical elements. Creates developmental Dpportunltles (e.g.
challenging assignments as well as access to formal training) to de
amployees' skills and experience, and leverages a Devalopment Dlan to |dent|fy
and track development. Utilizes the performance management process to provide
constructive feedback throughout the year against expectations for achievernent
of goals, performance of job requirements and demonstration of critical elements.
Delegates work and monitors work progress. Mativates, recognizes and rewards
strong performance and supports employees’ growth and development including

These additional 2 critical career advancernent and career moves. Conducts mid-year and end-of-year
o appraisals for all employees.

elements will be used along

with the above elements for Leadership & Communication Dl eads by example to inspire excellence,

i © create aligned, engaged and high-performing
our embedded EIPENIEEL] teams. Develops and executes a mission-aligned vision of the organization and
NAF employees (e.g., creates a positive, safe work environment that allows employees to excel. Ensures

lati perforrmance standards are met and addresses performance issues when they
Installation SARC, MEF arise. Able to identify prablemns, formulate solutions and take corractive follow-up
Prevention Program measures. Upholds high standards of integrity and ethical behavior. Effectively
" communicates upward and downward at the managerial level both verbally and in
Manager/Director). written form.

Mc:cs

MARINE CORPS &

RATING SCALE

MC.CS

—
MARINE CORPS I

| THE PERFORMANCE MANAGEMENT PROCESS

The Performance Appraisal Form provides raters the abllity to document performance expectations and record
performance discusslons throughout the year.

The form has three primary sections: 1) Goals 2) Critical Elements 3) Overall Ci Ratings and es

In addition, the form includes the Mid-Year Evaluation Form and the Performance Feedback Form that can be used

quarterly for performance touch point discussions.

Please note that nelther the Mid-Year Evaluation nor the quarterly feedback sesslons Include ratings. The Mid-
Year Evaluation Is y,and It Is that you conduct quarterly feedback sesslons to ensure
ongeing dlalogue. All completed documentation will be submitted at the end of the year.

Annual Performance Appralsal: The annual performance appraisal takes place at the end of the performance

. RATING SCALE The following scale will be used for the annual evaluation for
goals, critical elements and the overall annual rating.

Outstanding Employee far exceaded tha agreed upon goals and/or critical elemants, thareby making a significant

Goals and/or results were achieved in an unaxpacted or extraordinary way, were of extramaly high quality and
achieved by exceptional means.

Employee exceeded the agreed upon goals and may have far exceeded some goals, thereby contributing

to the team and/or crganization in multiple ways. Employee exceeded commonly observed standards

and deliverad results that surpassed expectations. Work complated was highly commendable.

Employea achieved the agreed upon goals, results and/or succassfully demanstrated critical alements. Tha
employes performed at the level of a valued professional. Contributions were well-regarded, valued and
respacted.

Employee achieved only some of agread upon goals, just a portion of each goal and/or demonstratad
potentially sorne but not all of the critical elements. Results were below expectations and the employee may
need additional guidance or assistance.

Employee did not achieve the agreed upon goals and,/or demonstrate the critical elements. Results wera lass

than expected. of poor qualty, only partially compiste and/or the employee did not demonstrate critical
ex quired for all MCCS employas

contribution to the team and/or organization. Employee set an extraordinary standard not commonly observad.

Refer to Appendix A for more detalls regarding the 2 Management Process, including Mid-vear Evaluation and Annual Performance
Appraisal related activities and roles and responsibilities.

11/9/2018
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MC:CS APPENDIX A MC. S
THE PERFORMANCE MANAGEMENT PROCESS

L) A THE PROCESS
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Once the process ks complats, the rater MUST
submit the completed form to HAF HRO.
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MC:CS APPENDIX B MC:CS
GOAL SETTING

W arpENDIX B: GOAL SETTING INSTRUCTIONS
¥ GOAL SETTING INSTRUCTIONS
[ arctar s o) wisSIh Qe fx T R starts with 3 etwesn 8 RATER and an EWPLOYEE during mcnm
g g, whch e i et TWO PARTIES COLLABORATE to set OALS for ployes for the current eriod.
P e e
nd tetarey thern n e arpayes for review. Goals should focus on four essential performance areas
b PN, Trhased B
2 Contributing to & culture committed to providing the highest quslity of service to Marines and Famil

CUSTOMERS

serving the neads of our existing customer base (internal and external).

g PEOPLE Collaborating with peers and/ar interacting with direct raparts

enhancing trust, encouraging and enabling taamwork for the achievement of iniiatives
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A adherin on process impr intemalizing and
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MARINE CORPS

APPENDIX C
PERFORMANCE FEEDBACK SESSION

& o
THE PERFORMANCE FEEDBACK FORM NOTE'

The gosiof the e i the amployes . This should be done in Q1 (June/July) prior to a
O rpaciaiont. o Gl St hovig e 1, ol TG a1 50 ocurmpedc . 3 A ©
Lt con b I i oo s e B tinctintt et T mid-year appraisal review and in Q3 (Nov/Dec)

prior to the end of year appraisal.
Q3 reeopack session
Vit proress hava you ads Lowird COTEALIG your G037 Have You ancountied ny chalkngss o 6o v o

PO T 3y BUGQUTONE THIRS 12 DRI LAEAL APPENDIX C: CONDUCTING A PERFORMANCE FEEDBACK SESSION
ors conduct feedback sesslons with emplo he end of Q1 and In addltion to
n to provide feedback and record :ammanwy on pErfwmam:\: todate. This form includes &
i i Pave: 3 3% laadt Ghe of nehe plck 2-4 questions to discuss during each feedback session.

-

A What can | do to battor BUppOrt you in your job?

Q wratrave Foudone s umoct your dewloErent 4 st 00 dap? ANt Sakerect et wokdyou
i o focus Wi these it

1D Do you B iy o foen o pobs or cure peripaectivs thal e seoubd dacuna L emure we are.
WOANG i SKOPTNT W CUr VLGS 30 MRSLNG DUT Mason?

waion qussions f Includ, but ara not imied 10: How does the smeiyoe
508 hatha Spact Fom 3 0a¢h WSE Otiahat Pha Smployss WHE 316 haher strength,
e e evgrcrvement )

BabarMams Dt

58 to have employess pick the questions they wish to discuss from the form and send back their
houghts prior 101 oG ACK S45510n. AN COATNES fom ¢ach scback session Should D Fecored WA
This form 0 oneuss they are all available for review dufing the anfual performance appraisal

mployees and raters should continue to have f nal coaching and feedback discussions. Feedback
Sasions and the faacack form ard intendod as an SppORUIRY for mora foral, plaad comvorsations and 1o

craata aracord of feedback and improvemant a5 3 resuit of that foadback. Thay are not a replacament for ongaing
coaching and fecdback dislogue

PLEASE NOTE:

34 P
4d sdanisnal guan a4 o w1

NOTE: You should pick 2 or more questions as
your discussion topics.

3
JMARINE CORPS

PEOPLESOFT ACCESS

—
MARINE CORPS

THE COMMANDER'’S PERSPECTIVE

Performance Appraisal
from the Rater’s
Perspective

18
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MC:CS pERFORMANCE MANAGEMENT ME:<S

DEMO

The Performance Management Module is available in
Self Service for Employees and Managers.

http://crossroads/MRG/HRMS%20%20ARTICULATE/TAKE %204 %20MANAGER%20PERFORMANCE %20%20-
%20Storyline%20output/story.html

19

3 —
JMARINE CORPS 2225 MARINE CORPS 2557

PERFORMANCE MANAGEMENT

MCCS Performance Appraisal
The Performance Management Module is available in Self
: Service for Employees and Managers.
]
—ape

One click away to Performance Appraisal information!

11/9/2018
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" PERFORMANCE MANAGEMENT " "=

* Manager Self Service

Manager Dashboard MCCS Tabls of Organization

Q il - /

& < s
Recruiting Homa Talent Summary MCCS Training Ethes MCCS HRMS Intranet

ethds

""" PERFORMANCE MANAGEMENT " ™"

Commanders are able to access the Performance Appraisal information for all of their
Direct Reports (NAF Employees).

MCCS Performance Appraisal

*Select a Year for t

€S Performance Appraisal (2018 v,

BEYONCE KNOWLES's employees Persanaitze | Find | Fist o Last
EmpllD b EmpiSttus  Ful WRSttus  Poution  JobCode JobTite Departmect :

123 Setect GARTH BROOKS U1 0 Acive ot Time Ackve HO100419 !

12345 Select @MF SHELTON 222 0 Adwe Flexinie actwe HO100141 Headquarters

222 Select AARON RODGERS 6666 0 Actve Full-Time Active HO100611 Headquarters

212 Select KANYE WEST M o Fuil-Time Actve HO100585 Headquarters

12345 Selest GWEN STEFANI 3833 0 Acive Full Time Actve HO10064: Headgquarters

12545 Select LUKE BRYAN 44444 0 Actve Full-Time Actve Ho100481 Headquarters

12345 Select QUEEN LATIFAH 55555 0 Acive Full Time Active HO100831 Headguarters

e Example:
Beyoncé is the Commander.
Her Direct Reports are:
Garth, Blake, Gwen, Luke and Queen.
She also has access to Blake’s Direct Reports (Aaron and Kanye).
S And she is the Reviewer for Aaron and Kanye's appraisals.

11/9/2018
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PERFORMANCE MANAGEMENT ™=

Both Employees and Commanders have the capability to
INITIATE the Initial, Mid Year and Annual review steps

—

capability to ENTER the Initial, — = B

DIVESION | BRANCH | DEPARTMENT POSITION TITLE frs ol
Mid-Year and Annual review = ey P
information for their employees N THERERRORHANCE MANAENDNT $R0CLLS S
within the PeopleSoft Performance T oo %
Management Module. e - L

Commanders also have the s

MAME (Last First. Miskdie tiad) EMPLOYER 10 NUMBER EMPLOYEE GRADE

8 | ABBEBA T Srovcsl partonmuancs raasl bkt (408 & (e 2
laruasry 2= Fatenatry oo 1ha comart calardar yeat)

23

ociw~  PERFORMANCE MANAGEMENT ™

cs D P 0 App
o Goals | Critical Elements
T Initial
s EmplID 22222 Name  BROOKS, GARTH Position SUPPORT SERVICES Generate PDF
T Mid Year SUPERVISOR
Dept 100808 Job Title SUPPLY/PROP WAREHOUSE MGR Last Start Date 010172012 Sare
NF4®
&= Annusl FullParUFlex Fledble  Business Unit MR10 Grade NF4

i Appendix / Feedback Form

<= Return To Direct Reports.

Initial,
Mid-Year and
Annual Links
are all on one

page!

Company HO1 Year 2013
Share with Employee

EVALUATING & RATING GOAL ACHIEVEMENT

Raters and employees should review and may adjust goals during the mid-year performance evaluation; then review and rale goals and eritical expectaions during the
annual performance evaluation,

5 = 5
Goal Category [CUSTOMER v/ +|

Specific

Raters should give employees the ity to complete a self their goals g ratings and conducting the annual performance discussion
PLEASE NOTE: Employees and raters are overall nts on goal In aditi REQUIRED to provide an explanation
for the rating given for each goal, regardiess of rating.

Goal Category

Goal Type [Cuslom v
Find | View Al Fist % 1o11 2 Last

Measurable

The Audit History will display
Tima uU...‘.,‘ time/date stamps for updates
made throughout the process.

Audit History

Last Updated by Employee

Last Updated by Manager  KNOWELES, BEYONCE 022172015 09:30.40

11/9/2018
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==  PERFORMANCE MANAGEMENT " “*

The Goal Category section contains free form text fields for the Employee or Commander
to enter the Custom SMART-Q goals. They are able to type, copy/paste text into these
fields.

Commanders have the ability to
W enter the goal information for

their employees.

Goal Category

Find | View All First ‘4 10f1 '}/ Last

+|[=
Goal Category [CUSTOMER v =
Specific Maintain a service time of no more than four minutes to fulfill guest orders. \)
NOTE:
Measurable

characters of text in these
fields so that they are
properly displayed on the
PDF form.

As spot-imed by the shift lead, from the moment the guest is greeted until the food is served. ‘ GOalS are IImItEd to 250

Time Bound

On a monthly basis. ‘

Audit History

== PERFORMANCE MANAGEMENT " “*

In the future, the HRMS Team will load predefined SMART-Q goals into the Performance
Management Module.
Employees and Commanders would then be able to select a Predefined Goal from the look
up menu and the applicable Goal Category fields would populate.

Employees and Commanders still have the option to add/remove
text, copy/paste text into these fields.

Goal Category

Goal Type | Predefined v Specific - Predefined 960061
Find | View All First ‘&' 10f5 » Last
Goal Category =

Specific Specific 960061

Search Results

Measurable 960061 View 100 First ‘4" 1sars P Last
Measurable Job Code Description
93015A FOOD SERVICE WORKER A01*
Time Bound Timebound 960061 93054A WAITSTAFF AO3*

960061 DESK CLERK NF1*
960066 SALES ASSOC NF1*
960116 REC ATTENDANT NF1*

Audit History

11/9/2018
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< Mccs Directreport

= Mia Year
= Annual
k™ Appendix / Feedback Form

<= Return To Direct Reports

All Employee’s
have 3 basic
Critical Elements.

If an employee is
a supervisor, they
will also have 2
addi
Elements.

\

PERFORMANCE MANAGEMENT " ™

MCCS Performance Appraisal

EmpliD 22222 Name BROOKS. GARTH Position SUPPORT SERVICES Ouuerale POF
SUPERVISOR
Dept 100908 Job Title SUPPLY/PROP WAREHOUSE MGR Last Start Date 01012012 Save
FullPartflex Fleoitle  Business Unit MR10 Grade NF4 Company HO1 Year 2018 Share with Employes
EVALUATING CRITICAL ELEMENTS
During the Annual Performance Appraisal, use the rating scale on Appendix to evaluate all empl 3 gainst th tical elements. Work Quality,

Cusiomer Service and Interpersonal Skils.

Employees with i must. i against two additional critical elements specific o fulfilment of managerial responsibilites: Coaching,
Managing & Developing Staff and Leadership & Communication.

Raters should gi I the I
discussion.

of the criical elements before finalizing ratings and conducting the annual performance

PLEASE NOTE: Employees and Raters are required to provide wemllcommsﬂls on all critical elements. In addition, raters are REQUIRED to provide an
explanation for the rating given for each critical element, regardless of rating.

Critical Elements for All Employees
CRITICAL ELEMENTS

1 WorK Quality - Work meets customeriusef requiremens. ASSignments are completed accurately and n 2 timely fashion. Accepts accountabilty, fesponsibilties and
feedback Exhibils dependabilty in meefing work requirements.
Customer Service - Prioriizes cuslomer satisfaction, responsiveness, professionalism (courtesy and atfitude) and wilingness to assist cuslomers, and always exempifies
Our Mission.
5 Interpersonal Skl - Establishes eflective working relatonships with supervisar, peers and lhet key stakeholders both intemaly and extemally. Adapts pasitvely to
3 changes in wrkload and priorities. Takes posiive action 1o promote feamwork. AS appropriate by role, demonsiraes effeciive communication skl

Critical Elements for All Managers

CRITICAL ELEMENTS

(Caackin, Menaging & Dovaloping Stf e on Geuckping coocg ard menisdeg a0 ) ok b I1gfues porkacice ot ol anpljos reach ier 1
potential. Provides ongoing feedback to employees against goals, job requirement and criical elements. Cre: (e, challenging

s well as access to formal training) to develop employees skills and experience, and leverages a Ueve!ui:menl Panto identity and track development Utiizes the
performance management process to provide constructive feadback troughout the year against ;
‘and demonstration of crilical elements. Delegates work and monitors work progress_ Motivales, recognizes ann rewards sirong performance and supparls employees’ growth
and development including career advancement and career moves. Conducts mid-year and end-of-year appraisals for all employees

Leadership & Communication - Leads by example (o inspire excellence, collaboration and results and to create aligned, engaged and high-performing leams. Develops
and executes 2 mission-alignad vision of the arganization and creates a positive, safe work enviranment that allows employess 1o excel. Ensures performance standards are
met and addresses performance issues when they arise. Able to identfy problems, formulate solutions and take comective follow-up measures. Uphoids high standards of
integrity and ethical behavior. Efectively communicates upward and downward at the managerial level both verbally and in writien form

€ Meccs Directre,

[T Initial

Mid Year

i Annual
| Appendix / Feedback Farm

}2 Return To Direct Reports

The Commander is

Generate PDF
EmpliD 22222 Mame BROOKS. GARTH Position SUPPORT SERVICES
su

Save
Dept 100908 Job Title SUPPLYIPROP WAREHOUSEMGR  Last Start Date 01/01/2012
N4

FullPartFlex Flexile  Business Unit MR10 Grade NF4 Company HO1 Share it Enpleyse

Finalize Initial
EVALUATING & RATING GOAL ACHIEVEMENT

Raters and emplayees should review and may adjust goals during the mid-year perfarmance evalua)
annual performance evaluation

&N review and raie goals and crilical expectation;

Raters should give employees the opportunity to complete a sell-evaluation of before finakzing ratings and conducting the annual performance ion

PLEASE NOTE: Employees and raters are required (o provide its on goal In a
0

REQUIRED o provide a ation
for the rating given for each goal, regardless of rating

Goal Category

Goal Type [Custom Rl

Once the Initial Goals have
been entered, the
Commander can Generate a
4 350t B By e SNRRISad, Fom (v mormenl e gvest s presied o | PDF, Save or Share with
Employee.

After reviewing the initial

Goal Category | CUS]

fintain a service ime of no more than four minules 1o fulfdl guest orders.

Measurable

Time Bound |07 3 monthy bases

goals with the Employee,
Auit Fistary the Commander will select
Last Updated by Employee F.nalize Initial to mark the
Last Updated by Manager  KNOWELES, BEYONCE 021162018 Init.al ReVieW as Completed.

11/9/2018
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< Mccs Directreport

= Initial

PERFORMANCE APPRAISAL FORM

T Mid Yealll HARINE CORPS ==

MAME (Lt Fist EMPLOYER 1D Uk EMPLOYEE GRADE
5| Annual e e o

rVISICs / BRAMCH | DERARTNENT sasmon TiTLe T
i Appendi

PERFORMANCE MANAGEMENT

o

MCCS Performance Appraisal

[
OMM4~D R

<= Retumn 7]

W TiE pERFORMANCE MANAGEMENT PROCESS

I EVALUATING & RATIG GOAL ACHEVEMENT

Save
Share with Employee

i citical expectaions during the

e annual performance discussion

© [RUIRED to provide an explanation

few AN First 4 fort b Last

=

Woasurable |

Time Bound

Audit History

Last Updated by Employee

Last Updated by Manager

T

Generate PDF will create a PDF with the
employee’s appraisal information that can
be viewed, printed or saved.

KNOWELES, BEVONCE

THTVZUTS VTS0

< Miccs Directreport

i initial

7= Mid Year |

T Annual

T Appendix / Feedback Form

The Commander is

 commanders)

Commanders
have the
option to type,
copy/paste
text into the
Mid-Year
Comments
fields.

.

PERFORMANCE MANAGEMENT

MCCS Performance Appraisal

EmplID 22222 Name 'BROOKS, GARTH Position suPPGRT SERVICES Generate POF
UPERVISOR
Dept 100908 Job Title SUPPLY/PROP WAREHOUSE MGR Last Start Date 0110112012 Save
NF4*
FullParFlex Fiexile  Business Unit MR10 Grade NF4 Company HO Year 2018 o
Finalize Mid-Year
MID-YEAR EVALUATION FORM

The purpose of s for the empl d the rater to discuss progress against goals, demanstration of crifical elements and devel

needed or compleled to dale. This isan oppertumiy for & more formal check-in when the employee and rater can re-si goals to ensure they st refiect the for the
year. If needed, the rater and employee can update goals in the goal section of the form. Itis recommended that at least the primary points of he discussior] below,
The mid-year and the summary should be submitted at the end of the year as part of the Performance Ay il Form.

MID-YEAR COMMENT S

GOAL COMMENTS:

RATER COMMENTS

CRITICAL ELEMENTS COMMENTS:

RATER COMMENTS

ADDITIONAL COMMENT S/IDISCUSSION POINTS:
RATER COMMENTS

COMM A’VDER

w Q

/ Once the Mid-Year \

comments have been
entered, the Commander
can Generate PDF, Save or

Share with Employee.

After reviewing the Mid-
Year with the Employee, the
Commander will select
Finalize Mid-Year to mark
the Mid-Year Review as
Completed.

11/9/2018
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< Mces Directre)

PERFORMANCE MANAGEMENT " ™"«

Goals | CRITICAL ELEMENTS inal Annual Rating & Comments

T Initial
[ Empl 1D 22222 Name BROOKS, GARTH Position SUPPORT SERVICES Generale POF
i1 Mid Year SUPERVISOR
Dept 100008 Job Title SUPPLY/PROF WAREHOUSE MGR  Last Start Date 01/01/2012 Save
NF4*
=l FullPartFlex Flexible  Business Unit MR10 Grade HF4 Company HO1 Year 2018 Shate wilh Empiojes

7= Appendix / Feedback Form

4= Retumn To Direct Reports

Commanders

select the

EVALUATING & RATING GOAL ACHIEVEMENT

Raters and employess should review and may adjust goals during the mid-year performance evaluation, then review and ras goals and critical expectalions during ihe
annual performance evaluation

Raters should give employees the opportunity to complete a self| OUTSTANDING jcting the annual perfermance discussion.
Tor tha rating ahen or ese gosl reparatess of raing. - '] EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS

NEEDS IMPROVEMENT

hre REQUIRED to provide an explanation

Goal Category

applicable
Goal Rating

Goal Type | Cus! 0
DOES NOT MEET EXPECTATIONS
Find | View Al Fist & 1of1 & Last
Goal Category [CUSTOMER
[Mamiain a service 1 more than four minutes ta
. Rating
) Rator Rating

value from the
drop down
menu and
enter their

comments.

Employee Rating

Time Bound |0 @ monthly basis

RATER COMMENTS EMPLOYEE COMMENTS

MARINE CORPS S

€ Mees Dirsctraport

PERFORMANCE MANAGEMENT " ™"«

MCCS Performance Appraisal

Goals | Gritical Elements | Final Annual Rating & Commants

EmpliD 22222 Mame BROOI Position Generate PDF
Dopt 100502 Job Tl 155 MGE Last Start Date Save
| FulfariFies Floitls  Busineas Unit MA10 Grade HE$ Compaay oy

7| Appendix | Feadback Form

<2 Return Ta Direct Reports

Commanders

select the
applicable
Critical

EVALUATING CRITICAL ELEMENT S

During the Annual Performance Appraisal, use the rating scake on Appendix (o evahsate.

Custamar Sarvice and imerpersonal Sits oUTSTAN DING

Employees with i p—— i | o

Hanagng & Dereicpng Sia and _aaderthip & Gommanicatn ## EXCEEDS EXPECTATIONS
MEETS EXPECTATIONS

Raters should give 6mpkayests Th oppormanity 1o compietn a seflovaliatian of the cntical sisments bofare insl

descusion. NEEDS IMPROVEMENT
naj DOES NOT MEET EXPECTATIONS

RATLR RATING V LMPLOTLL RATING

W

PLEASE NOTE: Employies and Raters all
far ther for pach

tical element, regandless of rating.

Element

v

“Rating
values” from
the drop down
menus and
enter their

comments.

Customer Service - Priorilizes 5 s, I

"

EMPLOYEE COMMENTS

RATER COMMENT S

11/9/2018
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MARINE CORPS S

PERFORMANCE MANAGEMENT ™

Employees that are Supervisors (e.g., MEF Prevention and SAPR Programs) will have also
have a Critical Elements for All Managers section to complete.

< Mecs Directreport MCCS Performance Appraisal

= initial Goals | crmcaL eiements | Final Annual Rating & Comments

tmj

Criticnl Elements for Al Managers

-] Mid Year CRITICAL FIEMENTS RATER RATING EMPL CYEF RATING

anmw Ilanla l’li r. erbnmo Staft - H"nx&’ o0 devel

A |

-] Appendix ! Feedback Form

% 1 =

E OUTSTANDING
EXCEEDS EXPECTATIONS

Commanders MEETS EXPECTATIONS

4= Retum To Direct Reports

/

—
<

down menus
and enter their

comments.

select the NEEDS IMPROVEMENT
. DOES NOT MEET EXPECTATIONS
applicable :
iy ? 2l | v
Critical Elements |
s i3
”Rating values” ENectively communicales nrn- B, 200 OMKACH LT 8 ‘managenal
vy By and in wilten foim.
from the drop i - - i
BALER COMMENTS EMPLOYEE COMMENTS

PERFORMANCE MANAGEMENT " ™"«

< Mccs Directreport MCCS Performance Apprais

Goals | Cntical Elements || Final Annual Rating & Comments

= iniuar
| Emptio 22222 Neme  BROOKS. GARTH Position SUPPORT SERVICES oS DR
|~ Mid Year UFEH‘.’ ISOR
Depe 100008 105 Thie SUPPLY/PROP WAREHOUSEMGR  Laks Start Date Swonais m—
= annua | FullPartiFlex Fledia  Business Unit MR10 Grade nra Company Ho1 vear 2016 e
Commanders Mandatary o roquraments [¥e3 ~ I | et (s sosesamment)
Indlcate If the Review leted by Reviewer
Employee has oo completaa by Reviewsr  Reviowsd By  BARKER, BOB i 58 G ORI
completed all

required
mandatory
training.

G SCALE The following scale will b used for tha anmus| avaksstion for
Qoals. critical elements and the overall annual rating.

Empioyes far agreed

Employes set
GoBlS B/ raSURS Wer BTN Sd i B UNGPOCtad oF o, Veors.
achived By Gaceptions! means.

Eirtirms o i th s o it 23 e s s gt sy st The Final Annual
T e !
e cemmenane Performance

Appraisal Rating will

= Ermployes achiswed the spFeed UPoN goals, results andyor sUcCessully demonstrated critical emments. Ti
LIRS ormosoyeo porformed st the kvl Of 8 vehsed professionat CORIIDUGAS Wore well-fogardod, valized and
respactad.

) Employes sama of of sech gowl ancor demonstrat N
Reviewers e AL R i T automatically

. I Eimployes i ot actiors theaorae oo ool anccr demonatrats the il aterers. Rty wel

indicate that - e S e calculate once the
they have DETERMINING THE OVERALL ANNUAL PERFORMANCE APPRAISAL RATING Rater enters their

The annual poriormancs appraisal rating taicss Into account the overal achievsment of both 0ol snd Semensiratio
n determining the overall annual rating

completed their Annual Ratings.

review of the pansmcomns
Commander’s

ratings and

comments.

11/9/2018
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< Mccs Directreport

PERFORMANCE MANAGEMENT .

M Performance Apprai

. Goals | Critical Elements | Final Annual Rating & Comments
[= Empiip 22222 Mamo  BROOKS. GARTH Position SUFPORT SERVICES Genarats PDF
= mia vear SUPERVISGR
Dept 100908 Job Title SUPPLY/PROP WAREHOUSE MGR Last Start Date 01/01/2012 Save
NFa"

= Appendix / Feedback Form

Employoe Completed all Final annual appraisal  Frequently Excoed:

Mandalory training requirements [Ves ]

= Return To Direct Reports

rabing (raler assessment)
Review completed by Reviewer
¥ Review completed by Reviewer  Reviewed By ~BARKER, BOB Reviewed O 02/22/18 1057AM

Rating Scale

W ratinG scaLe T

scale for the
Qoals. critical siements and tha overall annual rating.

for

Outstanaing goats and/or
contritton o the team and/or brganestian Empiopes st an o)

Once the Commander’s Annual

Ermployes achieved the soreed Upon goats, resuts and/or sl
armpioyes partormed at the kvel of & vekmd profesional Cof
respacted

Ermpioyes achieved oniy some of the agreed upon gosis. i
Potentisty 1oma but ot sl of the critical ckements. Resuts|

(Sl Ermploysa did not achieve the agreed Lpon goats and/or of
LR than expectadt. of poor quatity, only partially compiets and
enpeciations requIred for s MCCS smpioyses

DETERMINING THE OVERALL ANNUAL PERFORMANCE APPRAL

The annual performance appraisal rating takes into account the overal a
when determining he overall annual ratng.

ratings and comments have been
entered, the Commander can
Generate PDF, Save or Share with
Employee.
*When applicable, the Reviewer

e eem—— must review the Commander’s
ratings and comments prior to the
Qmmander Sharing with Employey

MARINE CORPS 20

€ Mccs Directreport

PERFORMANCE MANAGEMENT .

MCCS Performance Appraisal

= inuial Goals Critical Elements Final Annual Rating & Comments
= EmplID 22222 Name BROOKS, GARTH Position SUPPORT SERVICES oo POF
Mid Year SUPERVISOR
Dept 100908 Job Title SUPPLY/PROP WAREHOUSE MGR Last Start Date 01/01/2012 Save
Fa
= annual FullPartFlex Flesible  Business Unit MR10 Grade NF4 Company HO1 Year 2018 Share with Empioyee
Finalize Annual & Submit to HR
Ji— Appendix / Feedback Form

j&= Return To Direct Reports

Employee Completed all

Mandatory training requirements e~

Final annual performance appraisal Frequently Exceeds Expectation
rating (rater assessment)

Review completed by Reviewer

) Review completed by Reviewsr  Reviewed By BARKER, BDB/

Rating Scale
W RATING SCALE Thafotowing scaie wil be used for the anrual {
goals,
fas excosded
‘organa
andjor pocted
oxcoptionsl

After reviewing the Annual
Appraisal with the Employee, the
Commander will select “Finalize
Annual and Submit to HR” to mark
the Annual Review as Completed. Y,

critical slements and the averall annual r

:mpioyes schieved the agresd Upon gosis, results and,or success)
the vl of o

respectsd.
Ernplcyas achieved only soma of tha agroed upon goss, kst a portion of sach goal and/or demonstrated
ot Resuits

less

of poor quaity, ot
enpeciations required for s MCCS emplayees
AL T 5

11/9/2018
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MEES  bERFORMANCE MANAGEMENT ™

—
The Appendix

= mmal r .
[t ] | apparct Apancia & 1 Pascioack Form | | 03 Fascback Fom

section contains B
resources to assist
with the

Performance I_ et ¢
Management it 1) Goals 2) Critical ¢ . (==t ‘a",
Process, Goal e ke Q :
Setting and o et the i P f=m
Feedback Sessions.

~1 Mid Year

= Annual L] A THE AT PROCESS

The Ruchoumasce Apprsinal Form prevides wiers e =
SRiemy 18 AaF st Rarimmatas SuREriarions

Appendix A e
Provides
guidance on the
Performance
Management
Process

A ——

T pe——

bty Pacanemanrs §sasmart Tabgames

PEES  DERFORMANCE MANAGEMENT (™

soparch | [ AppenaxB | | Apenmnc 1 Fastwcs Fom | | 03 Fesctiack Foem 4

N APPENDIX B: GOAL SETTING INSTRUCTIONS

preisinrom " T SMART-Q Goal training is
o ; available online via Ethos —

T T T ey e e ey search using the key words
¥ ¥ ™ 2 5=1
it “Performance Management”.

e e

or e

ot

xpaniion of WCTS
ZortEng i to tha o gl s,

L8 cugly 10 o

glinan 13 gugh bt
o picrpee+ 1ha parinmmancs appraieal pos sl o o s thae
B i i ampkonso's o ubiss andd 52 Fok A 15 v bvary apEct of AhamElobas el Gosl
BP0 Fokaum o 1 Ky Fets Gxpaed roim th ek bad Shoukd B with th GOsILGE B
E v an s a0 et s of M

4 Lo e sfinatie. Groals shouk!

-G wnhsen anc tha rater munt at Srecdic. Hemurabde arci Tene found

SHART- a
SEIrten Of wecr Qusl. MCTS dufis SMART G Goals a5

0 Q 0o o o o}

SN rUGWMS  EEMGCTAS  NUEeNT o swany
- AbbendixB
Provides
guidance on

Goal Setting

SPEEIFIC - Crmabe ot raasend sarersa o the Cussbly of Lt Prongrarms by o aling b Harmes, sadors and
Farruty mambers

e oy 56 2T,

BHE-BOUND - Busil awarernens o 8 monthly basis Brough communscaion, Welcome informaton Pects snd

11/9/2018
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PERFORMANCE MANAGEMENT " ™=

Appends A Appendic B ‘AppendiC | | O Feedback Form | | Q3 Feedback Form

Employees and raters both benefit from more frequent discussions on expectations and p

It is recommendead that raters conduct feedback sassions with employees st the end af Q1
the Mid-Year Evaluation Lo provide feedk
suestions, raters should pick 2-4 questions 1

d record ComMentary on per

uring each feedoack

Appendix C
Provides guidance
on Feedback

Sessions

Employees and raters should continue to have frequent, informal coaching and feg
S@ss 5 and the f

iback we intended as an opooriunity for moee formal

PLEASE MOTE: Raters are ancouraged to documant at least a highdevel summary of these discussions
within the Performance Appraisal Form. This will allow raters to refor back to prior feedback dis
and becomas part of the documantation submitted at the end of the year.

ussions

Please select 2-4 questions from the questions in the form to help guide the feedback conversation. You are
welcome to add additional questions or discussion topics as you see fit.

PERFORMANCE MANAGEMENT ™

Appani & Appess appentin € | |1 Fremhach Faew | | G) Foadiunch Fanim Appanci A ] Appardie © Of Feedbast Form | G0 Fowihacs Form

THE PERTORMANCE FEEDOACK FORM - 01 Feadeck Sevsion THE FISFORMAMCE FERBACK FORM - 1 Fesdback Seusics

The poal of e Perktvmance Fescbact form i Io helg gusse & comverasbon sboul e pmployee's performance sgans!
wapeclatcen taneer gesin and b The [ bt

The gal of Bow Satorrmae Seracs Form 16 bk ude & ComrErLaton about The pslepee s st ance agael
excetiabons e o 82 mol bave te Bt tan b
- Seiect 2. Gretemed in Srar 33 BSH WApGSIG SaConsntaion for e Sanual pareAe e SHlect -4 Qusssons beke
et dee e 4 akd [Er—
SO 1eres i antoutlsnd Sy ELMnget & B8 pou Bbvt iy

S U The Q1 & Q3 Performance Feedback
’ Forms are available to help guide a
- conversation about the employee's

performance against expectations,
career goals and development to o
date. ptitn o evenons

11/9/2018
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PERFORMANCE APPRAISAL

REVIEW BOARD (PARB)

MARINE CORPS 250

* |Il MEF NAF embedded employees consist of DRCs,

Prevention Specialists, Behavioral Health Specialists, SARC,
OSCAR spread over three separate locations (Okinawa,

Iwakuni, Hawaii).

Guidance).

* One PARB rule for all localities (see PARB Operating

* DRC Bonus program is regulated by HQMC.

* The other NAF employees (Prevention Specialists,

Behavioral Health Specialists, SARC, OSCAR) are regulated

by the local MCCS.

41

RESPONSE
COORDINATOR

SPECIALIST, SEXUAL ASSAULT
RESPONSE COORDINATOR

MC:CS  PERFORMANCE APPRAISAL  MC.CS
REVIEW BOARD (PARB)
DEPLOYMENT BEHAVIORAL HEALTH, PREVENTION

Cash Award: Awarded to CL “4,
or 5” rating level). Total Max
allowable is $18,988: 512,851
(Oki); $4,215 (HA); $1,922 (Iwa)

Time-off: Cannot exceed 80/hrs
in one leave year or 40/hrs for a
single contribution (Awarded to
CL “4 or 5” rating level).

Merit Pay Increase: 1.58% of
aggregate NAF payroll not to
exceed Pay Band. (Awarded to CL
“5” rating level).

* Cash Award: Awarded to CL “4 or
5” rating level). Total Max allowable

is $17,100

* Time-off: Cannot exceed 80/hrs in

one leave year or 40/hrs for a

single contribution (Awarded to CL

“4 or 5” rating level).

Merit Pay Increase: 1.58% of
aggregate NAF payroll not to
exceed Pay Band. (Awarded to CL
“5” rating level).

42

11/9/2018
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Learning Development Plan Training

MARINE CORPS SEmvices ©

* Objectives
* What Changed?

* Policies & Performance
Management

* Creating a Position Specific
LDP

* Getting Started

11/9/2018
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Objectives

* Understand the purpose of Learning Development
Plans (LDP).

* Learn how LDPs compliment and support the
Performance Management Process.

* Receive tips for creating Position Specific LDPs.

Ethos LDP Objectives

* Developmental
* To improve a competency, job performance or behavior

* Future/Career
* To support long-term development goals and career planning

* Performance Goal
* To achieve a short-term performance goal

11/9/2018
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What is an LDP?

* |dentifies development goals aligned with organizational
/ Command strategy.

* Contains training, education and development activities
to enhance job performance.

* Gives a clear guide for working toward career goals.

* LDP does NOT replace a performance plan or
performance appraisal.

Learning Development Plan (LDP) vs. Individual

Development Plan (IDP)

LDP IDP
* Designated for NAF * Designated for APF
Employees Employees

e it " diidual and supervisor
partnership with " ang P
supervisor * Based p_rlmarlly upon
Based irati | current job performance

i * Created and tracked

and/or performance manually or automated
goals system (TWMS)

* Created and tracked on
Ethos LMS

11/9/2018
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What Changed?

* IDPs expanded to Learning Development Plans
(LDP) on Ethos Learning Management System

* An IDP is a tool to identify specific competencies
for which a person requires development.

* An LDP covers a development continuum related to:
O career
0 competency
0 improvement
0 position

Policies & Performance Management

DODI 1400.25 V410 25 SEP 2013
MARADMIN 133/17 17 MAR 2017

* New Performance Management Process

* Critical Behavior for All Managers
e Coaching, Managing & Developing Staff

* LDP complimentary to Performance Management
Process

11/9/2018
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Position Specific
Learning Development Plan

COMMUNITY
SERVICES

Position Specific LDP

* Functional Learning Development Plan.

* Outlines learning objectives to support performance goals.

* Can be assigned to employee by Supervisor.

* Requires review and approval by Supervisor.

* Position Specific LDP created in Ethos required for all NAF
employees.

26
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LDP Roles & Responsibilities

Supervisor Employee
Know:
* MCCS & Command goals
* Job requirements
* Current performance
* Development needs
* Resources available

Know:

* Duties & responsibilities
* Strengths

* Development needs

* Development goals

Both

+ Discuss LDP process

* Review job requirements

* Assess strengths &
developmental needs

* Identify developmental actions

* Create LDP

Supervisor Employee
* Monitor progress * Participate
* Provide feedback * Apply new skills
* Create opportunities * Keep supervisor
for practice informed

Both
* Review LDP process
* Discuss changes
* Adjust LDP, if necessary

Steps to Creating an LDP

Step 1:
Prepare for the LDP Discussion

Step 2:
LDP Discussion and Creating a DRAFT LDP

Step 3:
Finalizing the LDP

Step 4:
LDP Implementation and Follow-up

27



Other Types of Ethos Learning

Development Plans

* Career Development

* |dentifies learning areas to take individual from Position A to
Position B

* Aspirational plan — not tied to performance

* Competency Development

* Individual proficiency improvement at a particular
competency (i.e. facilitation skills or budget management)

* Tied to Competency Assessments — projected FY18
* Intended to strengthen performance

Other Types of Ethos Learning

Development Plans

* Improvement LDP

* Identifies areas of learning an individual needs to focus on due
to a skill deficiency.

* Is not a disciplinary tool

* Does not tie to formal HR process (PIP)

11/9/2018
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MC:CS HUMAN RESOURCES MC:CS
POINTS OF CONTACT

Chief, Human Resources
Mr. Jerry W. Bosken / 645-4620

Director, Human Resources
Mr. Lawrence T. Occomy / 645-8242

For Performance Management and Performance Appraisals
Ms. Amanda Davis, Employee Relations Specialist / 645-8259

For Learning Development Plans (LDP) and Ethos

Ms. Cynthia Barnett, Employee Development Supervisor / 645-6154
Ms. Mayumi Waters, Ethos Administrative Specialist / 645-0443

58

11/9/2018
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MCCS PEOPLESOFT (HRMS) ACCESS REQUEST FORM

PLEASE ENSURE ALL FIELDS ARE COMPLETED AND ACCURATE. Completion of this form provides an HR
representative minimally required information needed to create a profile for an embedded employee’s (EE)
Timekeeper, Time Approver, Rater or Reviewer under the MCCS PeopleSoft Human Resources Management
System (HRMS). Completion provides the requester access to an EE Performance Appraisal and/or Timesheets.

Deliver this form to 2F NAF HRO, Bldg. 5966, Camp Foster or email your encrypted form to the POCs listed

below:

Robert Sabado robert.sabado.rp@okinawa.usmc-mccs.org
Michelle Inoya michelle.inoya.ja@okinawa.usmc-mccs.org

Last Name:

First Name:

Middle Name:

SSN:

Date of Birth:

Gender:

Rank:

Unit:

Mailing Address:

Work Phone:

Work Email:

Rotation Date:

*Accounts to be deactivated based on the date indicated above. Please notify the POCs for
any changes.

Purpose:

*Choose from the following: TIMEKEEPER, TIME APPROVER, PERFORMANCE APPRAISAL
RATER, PERFORMANCE APPRAISAL REVIEWER

MCCS Embedded Employee(s) Name:

Name of the person whom you will be
replacing (if applicable):

SIGNATURE

*Information requested above may be handwritten. Please write legibly.

DATE

COMMANDING OFFICER’S SIGNATURE
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Addressing

Performance and Conduct
Issues

BUSINESS
& SUPPORT

SERVICES

_.__@_

Progressive Discipline:

Supervisor Responsibilities

» Set Performance and Conduct expectations
with your staff in writing.

* Apply them equally (avoid favoritism).
* Follow-through.

* Get in the habit of keeping Memorandums
for Record.

» Address issues as soon as possible.
« Communicate effectively — it’s all in the

packaging... g 2

INVESTING IN MARINES FOR DUTY, HOME AND SELF 2




Progressive Discipline Model

Letler of J /
Suspension
Cau“on f

Warning
Informal Correctwe Actions Formal D|5C|p||nary Actions
(Not Grievable or Appealable) (Grievable and/or Appealable)

8. 5UPPOR,

s

N INVESTING IN MARINES FOR DUTY, HOME AND SELF 3

Progressive Discipline

Progressive discipline is not to punish but to...

8. 5UPPOR,

s

N INVESTING IN MARINES FOR DUTY, HOME AND SELF 4
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Progressive Discipline

correct, coach, rehabilitate,
and set employees up for success!

5uPPy,

SUCCESS
Becaus >0 can own this face of pure accomplishment

-,
1\"5’

&

o

INVESTING IN MARINES FOR DUTY, HOME AND SELF 5

Performance Issues

» Performance issues are defined as the inability of
an employee to meet standards in the performance
of their job, assigned projects, or tasks.

» Performance based disciplinary actions must be
supported by documentation

(ex. established policies, checklists, standard
operating procedures)

» Supervisors must make an effort to ensure the
employee has received proper training and
guidance first, before pursuing performance based
disciplinary actions.

5uPPy,

-,
1\"5’

&

o

INVESTING IN MARINES FOR DUTY, HOME AND SELF 6
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Performance Issues

* Non-Disciplinary Actions (not grievable/appealable)
o Verbal Counseling
oRecord of Employee Counseling
o Letter of Caution/Performance Improvement Plan
o Probationary Release

* Disciplinary Actions (grievable/appealable)
o Letter of Reprimand
o0 Suspension/Demotion
o Termination

S INVESTING IN MARINES FOR DUTY, HOME AND SELF 7

Conduct Issues

» Conduct issues are defined as behaviors and/or actions
of an employee that violate organizational policy.

» Conduct based disciplinary actions must be supported
by documentation

(ex. emails, memorandums of record, official statements)

» Supervisors must make an effort to ensure the
employee has received proper expectations regarding
an employee’s conduct first, before pursuing conduct
based disciplinary actions.

INVESTING IN MARINES FOR DUTY, HOME AND SELF 8
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Conduct Issues

* Non-Disciplinary Actions (not grievable/appealable)
o Verbal Counseling
oRecord of Employee Counseling
oLetter of Warning
o Probationary Release

* Disciplinary Actions (grievable/appealable)
o Letter of Reprimand
o0 Suspension/Demotion
o Termination

SUPPO,

®

a,

S INVESTING IN MARINES FOR DUTY, HOME AND SELF 9

Grievances

* Employees have the right to express their
dissatisfaction through the filing of a grievance.
« All employees will be treated fairly and free
from reprisal.
* An Employee May NOT Grieve (not all inclusive):
oNon-Selection for Promotion

o Failure to Receive Pay Increase or Amount of
Pay Increase

o Content of Published Policy
oProbationary Release
oBusiness Based Actions

INVESTING IN MARINES FOR DUTY, HOME AND SELF 10
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Grievance Procedures

Original Condition or Circumstance

Employee Presents 1% Step Grievance to
Immediate Supervisor
(Verbally or Written)

Supervisor Provides Response to
1st Step Grievance
(Verbally or Written)

S, >
\J INVESTING IN MARINES FOR DUTY, HOME AND SELF

11

Grievance Procedures

Employee Presents 2 Step Grievance to
Second Level Supervisor
(Written)

Second Level Supervisor Provides Response to
2™ Step Grievance
(Written)

Employee May Present 3" Step Grievance to
Third Level Supervisor
- ONLY IF -
Second Level Supervisor Was Involved in the Original
Condition or Circumstance

S, >
\J INVESTING IN MARINES FOR DUTY, HOME AND SELF
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Grievance Procedures

Third Level Supervisor Provides Response to
3 Step Grievance
(Written)

55U Ry
%
i b
A, &
N - o INVESTING IN MARINES FOR DUTY, HOME AND SELF 13

Appeals

* Employees have the right to express their
dissatisfaction through the filing of an appeal.
« All employees will be treated fairly and free
from reprisal.
* Appeals can only be filed for the following:
o Suspensions Over 30 Calendar Days
oPay Decreases
oReduction in Grade
o Terminations

et INVESTING IN MARINES FOR DUTY, HOME AND SELF 14




Appeals Process

Final Decision
(within 60 days)

STEP 2 - Written Appeal
to CMC (within 15 days)

Written Decision
(within 60 days)

Formal Hearing
(if requested)

STEP 1 - Written Appeal to
Installation Commander
(within 15 days)

%) Adverse Action
Ky

a, 5
N INVESTING IN MARINES FOR DUTY, HOME AND SELF 15

Point of Contact

* NAF Employee Relations Specialist
Amanda Garig Davis
DSN: 645-8259
amanda.davis@okinawa.usmc-mccs.org

* Resource: MCO P12000.11A, Chapter 5

« Visit the Employee Relations page on
SharePoint for additional information and
resources.

ssuepog,

& ;p\'j{'

a, 5
N INVESTING IN MARINES FOR DUTY, HOME AND SELF 16
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THE ICONIC BUSINESS FORCE OF THE ARMED FORCES




MARINE CORPS Semvices ¥

HR Staffing 101

DISCUSSION TOPICS

O

1. The Hiring Process

2. Screening for Minimum Qualifications
3. Rating and Ranking

4. The Interview

5. Legal Minefields to Avoid

6. Selection Process

11/9/2018
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EUELEI RIS
Resignation PAR &
Recruitment PAR to

Initiate Hiring Process

HRO Announces
Position for 7-14 Days

New Employee
Reports for Duty LO\C/\E/iLﬁ(rj?v(\J/ig: -

Announcement

Closes, Applications
Background Checks are Routed for

Minimum Screening

HRO Vets Candidate
& Extends Contingent Team Rates & Ranks
Offer

A N ~y

Manager Chooses Top
Candidates to Interview

(3-5is best business practice)

Manager Makes
Selection & Submits
Selection Packet

Manager Interviews
Candidates & Obtains

References

Manager submits
Resignation PAR & - -
Recruitment PAR to PAR S u b mMiIssion
HRO to initiate hiring
0cess

EomTe

MCCS). Paposs of B pous
of Cluat,

e, et Auvwrny trpe srmrpedee.
Pogech o Esmlas maticals froes M it o alectionsc drah miag woed proteuner. Eaow
ot primmmAl (PATIAG (EPMRINSL pEA RINSS, A0S NSNS famat 6 Work prapined
oy 1ol nad e Browabe Enizmg amed clasical, adesininbruzve, snd

s

i o,

4650 e sparanon of e 02ie 4o of AL okt prEgASL

map appoament

Beamh Chonf. Razizdh Braselh Chsed sl Froses Lusbers of wsedsbed ruesty o esvse
prospt a8 smahy seatiae

periar
Racarvw viion and phse eall Setacimn nafere af 8 iy callen ot
w:'m'z Mmmmmawwmm =
ey
word.

Sellrwmg
e SE £ DDA
t:‘um:mmn b partarmad, xad procederes for astnag and aviag
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HRO Announces
el Announcement Dates

Days World-Wide

MCO P12000.11A, Personnel Policy Manual, Appendix A, Merit Staffing Program

Announcement

Closes, Applications An nou ncement C|OS€S

are Reviewed for

Minimal Qualifications @

MCO P12000.11A, Personnel Policy Manual, Chapter 2, para 2113, Employment Preferences

11/9/2018



Announcement Closes,

Revoned for inima Screening Process

Qualifications :

MCO P12000.11A, Personnel Policy Manual, Appendix A, Merit Staffing Program, 8.b. Merit Staffing Procedures

Announcement Closes,

Revind for il Screening Process

Qualifications

Scramner Nama:
Screansr Signature: Sent via Email
Date:;

I
I
l

% (v o |E|E|E|e|a| |8
T

B kot [
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Rating & Ranking

Team Rates and Ranks

m}

m}

Recommended for NF-04 and NF-05 positions; optional for NF-03 positions.

Minimum 5 applicants that meet minimum qualifications.

Program manager selects a minimum of 2 individuals who have knowledge of the
qualifications and duties of the position.

o All routed applications/resumes are reviewed by the panel.

o The panel scores by comparing the qualifications from the PD, with the
information on the applicants’ resumes/applications.

Master Matrix is created to identify which applicants rate an interview.

Rating & Ranking and Master Matrix

O

MASTER MATRIX
ADMINISTRATIVE SPECIALIST
J0BID33279
8/9/2018 - 8/23/2018

RATING & RANKING (PRIORITY 1.3) INTERVIEWS

Tterviewed | TOTAL

[RANK |APPLICANT PRIORITY RR1 RR2 TOTAL Y/N |APPLICANT INT1 INT2 INT 3 POINTS
1 CANDIDATE A T 160 160 320
2 CANDIDATE H cs 150 150 300
3 CANDIDATE O E 120 120 240
£} CANDIDATE G A 120 120 220
) FET T T 4] A0
3 CANDIDATE] Ed &0 & 20
7 CANDIDATEC 5 50 50 00

PRIORITY DEFINITION:

SP Priority 1: Spouse Preference “ NOTES:
TA Priority 2: Transition Assistance Employment Preference
€5 Priority 3: Command Sponsored Family Members

NA Priorty 4:

11/9/2018



Manager Chooses Top

Candidates to Interview I nte r‘Vi ew P rocess

(3-5 is best business practice)

Interview Process

&

11/9/2018



Keeping Interview Questions Legal

O

Protects individuals on the basis of race, sex,

Title VII of the Civil Rights Act of 1964 religion, color and national origin

Expands Title VII rights and increases

SR L bl TR potential liability for claims of discrimination

Further defines rights of qualified disabled

Americans with Disabilities Act individuals, expands definition of disabled

Age Dlscrlmmatlm;. ;r; :mployment Act of Protects rights of people over 40
Prohibits discrimination on the bases of

P = ) BN BT T 7 citizenship or national origin

Legal and Compliance Considerations

O

Why would it be inappropriate to ask the following?

o What clubs or organizations do you belong to?
o What Church do you belong to?

o What year did you graduate high school?

o Are you pregnant/planning on having children?
o How many children do you have?

o Do you have a reliable childcare provider?
o Have you ever been arrested?
o What does your spouse do?

o What was your maiden name? -

11/9/2018
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Common Interviewer Mistakes

O

Allowing applicant to answer in Talking too much
vague generalities

Excessive note-taking
Inappropriate body language

Allowing interruptions
Being unprepared

Criticizing another company or
Telling applicants what you're department
looking for before asking about

their skills Allowing the applicant to lead

the interview

Manager Makes Selection

& Submits Selection Selection PI’OCeSS

Packet

Once a selection is made, the manager must put together a selection packet to
submit to the recruiter.
Q Recruiters cannot proceed with the selection without all of the required forms.
Q Required Forms:
- Selection Packet checklist
Selection Form with salary recommendation (for NF4-5 & SOFA package)
Selection/Non-Selection Memorandum
SOFA Request

o Ifthe Hiring Official cannot find a qualified candidate from the identified Priority 1-3
applicants, a detailed written statement must be included and in accordance with established
policies to support and request SOFA Sponsorship for the Priority 4 selection.

Salary/Job Offer entered into PeopleSoft

Screening Form

Rating & Ranking forms (if applicable)

Master Matrix (if applicable)

Original Interview notes for all candidates that were interviewed
Completed Reference Check form(s)
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Selection Process

@)

Candidate will share v

ranaereo s
ey Marines.

P — menourer O
_ -
Applicant Interview Form = MEF Pr %
posmIONTIT —
P Candidate:
o MARINE CORPS &ma™
| Facility: 1 MEF Prevention Program (€
n 2 Ofpening ID 2
iimdoviatnct - PRE-EMPLOYMENT REFERENCECHECK usiipess Unit 4
Fleaie Noteto . ]
a an H hatis
WSS vegue, afor [owe= T ] Setemme Compleed ty | ] eaen Apjpiicant I &
Question s reted sccording 1o the profk | T | reir
' ] -
| T 5 —
| | — o
. 2206
| s
| [ L
—— indidate
| héy xdemal Apg
should also explan s
Tellus a little Candidate Response s — 5
| e o .
your interestin
the position. -
_ - Hrapaon va Moty Ad
+ prem
B This portion of the Interview is directly | - mamwon Questions
past and pas!
/i 3 Tual
) nteron the job. It allows ir -
P .
1. Please describe your experience v score
been addec
Condidste Response
e
L Thank yeu fex aiing the time 1o provie feedback.
— =

Apprave tor hire l_l Danpprove forhes D

HRO Vets Candidate & Vetti n g Can d i d ate

O

QRecruiter receives selection packet
o Verify selection package is complete.
o Update Hiring Process with selectee information.
o Enter candidate into Security Tracker.

o Compensation reviews & prepares Executive Compensation
Analysis Worksheet for NF4-5 & SOFA requests.

o Notify applicant they are being further considered and
requests documentation to proceed with selection.
< Orders w/name & DEROS (to verify priority preference)
< Education requirements (based off position description)
<« DD214 (if applicable)
< SF50 (if applicable)
< Off Duty Employment Approval (if Active Duty)

Extends Contingent Offer




HRO Vets Candidate & Conti ngent Offer

Extends Contingent Offer

O

Once HRO vets the candidate, a contingent offer is
extended.

alf offer is accepted:
- Proceed with background checks and new hire paperwork
- If current MCCS employee; losing Chief approves transfer date

alf offer is declined:
- Notify hiring manager and ask how they want to proceed

PeopleSoft Entry and Availability

O

* PeopleSoft: Is a central repository where all MCCS employees’ information is
entered and stored. Systems/servers are located stateside.

+ Time Difference: For MCCS Okinawa, PeopleSoft systems changes
over/transitions to the next day at 2pm (JST) not at 12am (Based on DST)

» PeopleSoft entries/actions must be keyed in on/after the effective date; future
dated entries not permitted

+ Entry dates/times differ for each type of action

* Why the need to know: This provides Managers/Supervisors awareness on the
availability of their subordinates in PeopleSoft and the timing to perform
actions such as Timekeeping and Approval, Ethos training, etc.

11/9/2018
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PeopleSoft Entry and Availability

Q New Hires / Rehires

o Effective dates may be any day of the week (usually Mondays) and earliest time
available for PeopleSoft entry is on the same day @ 14:00

O Sample scenario

o Employee: Dave
o Effective Start Date: 02 Jan
o PeopleSoft Entry: 02 Jan @ 14:00 ~
o  Availability: 03 Jan
PeopleSoft Entry:
Earliest time HR representative can enter action
in PeopleSoft @ 1400 ~ onwards.
|
JANUARY
SUN _MLN TUE WED | THU FRI SAT Availability:
Effective Start Date: ———8§1— @ &4 &5 New employee profile
ective Start bate . 03 bl b i hd available for timekeeping,
Ethos training, etc.
08 | 09 |10 |11 |12 |13 | 14 N

PeopleSoft Entry and Availability

Q Transfers / Promotions

o Effective dates must be at the beginning of the pay period. These actions cannot
be entered until the previous pay period has closed. Previous pay periods usually
closes on the first Thursday of each pay period.

0 Sample scenario:

o Employee: Dave
o Effective Transfer/Promotion Date: 01 Jan
o PeopleSoft Entry: 05 Jan
o Availability: 06 Jan
PeopleSoft Entry:
Earliest date HR representative can enter transfer
/ promotion action in PeopIeSc|>ft
JANUARY
Effective Transfer / SUN MON TUE WED 1ilﬁ FRI SAT Availability:
Promotion Date: Updated employee profile
*must be at the beginning of 02 | 03 | 04 06 <07 avﬁilable for timekeeping,
each pay period Ethos training, etc.
paye 08 | 09| 10 | 11| 12| 13 | 14

11/9/2018
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QUESTIONS?

Contact Information
MCCS NAF HRO

MCB Camp S.D. Butler
Unit 35023
FPO AP 96378-5023
DSN: 645-3052
Off-Base: 098-970-3052

www.mccsokinawa.com/

Your Recruiters!

Desserie Ferraris

= Business Operations — F&H
* Clubs and Restaurants
* Lodging
* Special Events
* Entertainment

Yuki Matayoshi

= Family Care Branch
Children, Youth and Teen Program
Resource and Referral
Training and Curriculum
Child Development Centers
Exceptional Family Member Program

Kristy Wolosonowich
= Semper Fit Branch

* Athletics Section

* Aquatics Section

* Health Promotion Section

* Single Marine Program
= Community Services Coordination
= Deployed Exercise Support Branch
® |Information Management Branch
= Camp Fuji
= Camp Mujuk

Lourdes Escobar
= Marine and Family Programs Branch

PPD Program/Resources
Education and Career Services
Behavioral Health Program
Marine Corp Family Team Building
= Executive Branch

= Marketing

= NAF Human Resources Branch

® Operations Assurance

= Internal Control Branch

.

Ana King

® Business Operations — Retail
Golf Club

Bowling

Tours Plus
Automotive Services
Scuba Program

- Custom Shop and Framing
® Financial Branch

= Regional Procurement Branch
= | ogistics Branch

11/9/2018
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