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Overview  

• Performance Cycle & Employee 

Engagement 

• Plans & Objectives 

• Interims 

• Appraisals 

• Reports 
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Responsibilities 

• Adjutant General-Program owner & final appeal authority 

• HRO-Oversight and training 

• Supervisors 

– Executing Performance Mgmt requirements-plans, interims, 
closeouts, annual ratings 

– Training technicians in the program 

– Communicating plans & holding technicians responsible 

– Aligning plans & development with mission 

– Providing constructive feedback 

– Ensuring techs have the opportunity do a self assessment 

– Fostering & rewarding excellent performance 

– Addressing poor performance 

– Making meaningful distinctions based on contributions 

• Technicians-Understand and participate 
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Performance Management Cycle 

4 

31 Mar / 1 Apr 

20 Apr: 

Appraisal Due / 
Plan Input 

1 May: 

Plan Due 

31 Jul: 120 Day 
Mark 

1 Aug: Self 
Assessment-

Interim 

30 Sep: 

Interim Due 

1 Dec: 120 Day 
Mark 

1 Mar: 

Self Assessment-
Appraisal 

Supervisor-Primary 

Technician-Active Participant 

Reviewer-Oversight 

 

X Model of 

Employee Engagement 

http://www.youtube.com/watch?v=gZ3wxgog4nc
http://www.youtube.com/watch?v=gZ3wxgog4nc
http://www.youtube.com/watch?v=gZ3wxgog4nc


Performance periods 

Appraisal Period: 52 weeks 1 Apr-31 Mar   

 

Minimum Period 120 days: Non-pay status does not count; Temps excluded  

 Tenure 1: 1 Apr-31 Mar or until 120 days reached 

 Tenure 2: Day of Hire thru 1 year, then on to the standard cycle 

 Tenure 3: Initially day of hire thru 1 year, then on to the standard cycle. 

 

Temporary Details  

 <120 days-Primary supervisor responsible-May add an objective to plan, but for 
annotation only, not enough days to rate (NR) 

 >120 days-Temporary supervisor drafts a plan based on the temporary assignment & 
rates the technician at the end of the assignment 

 

Reassignments or Promotions 

 Rate if 120 days completed in cycle 

 If not, administratively close from the Main Page (use the drop down by Update) 
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Example : >120 days prior 
to AUS, not RTD before 

end of cycle 
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Example : <120 days prior 
to AUS, will RTD before 

end of cycle & >120 days 
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Example : <120 days 
prior to AUS, >120 days 

after RTD 
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Example : <120 days 
prior to AUS, <120 days 

after RTD 
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Example : <120 days prior 
to AUS, <120 days after 

RTD 
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Example : <120 days 
prior to AUS, RTD after 

end of cycle 
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Example : Job 
change <120 days 

into cycle 
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Example : Job 
change midway 

thru cycle, 
before Interim 
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Example : Job 
change after 

Interim, but >120 
days left in cycle 

Te
ch

 Statu
s 

  

    

    

O
ld

 Jo
b

 En
d

s 

N
e

w
 Jo

b
 Starts 

                              

Te
ch

 Statu
s 

Date 

1
-A

p
r-1

1
 

3
1

-O
ct-1

1
 

1
-N

o
v-1

1
 

  

Days 

    

PAA Action/Status 

P
lan

 A
p

p
ro

ve
d

 

G
ree

n
 

      

In
terim

 

G
ree

n
   R

ate o
ld

 P
lan

 

N
e

w
 P

lan
 A

p
p

ro
ve

d
 

      

R
ate as o

f 3
1

 M
ar 

P
lan

 A
p

p
ro

ved
 

G
ree

n
 

      

R
e

view
 

G
ree

n
 

        

R
ate as o

f 3
1

 M
ar 



2
0

1
1

 

2
0

1
2

 

2
0

1
3

 

M
o

n
th

 

A
p

r-Start 

M
ay-R

ep
o

rt 

Ju
n

 

Ju
l 

A
u

g 

Sep
-In

terim
 

O
ct-R

ep
o

rt 

N
o

v 

D
ec 

Jan
 

Feb
 

M
ar-En

d
 

A
p

r-Start 

M
ay-R

ep
o

rt 

Ju
n

 

Ju
l 

A
u

g 

Sep
-In

terim
 

O
ct-R

ep
o

rt 

N
o

v 

D
ec 

Jan
 

Feb
 

M
ar-En

d
 

Example : Job 
change after 
Interim, <120 

days left in 
cycle 
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Example : 
Supervisor 

change <120 
days into cycle 
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Example : 
Supervisor 

change 
midway thru 
cycle, before 

Interim 
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Example : 
Supervisor 

change after 
Interim, but 
>120 days 

left in cycle 
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Example : 
Supervisor 

change after 
Interim, <120 

days left in 
cycle 
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Plans & Objectives 

Performance Plans 

Built in the PAA , aligned with mission 

Expectations based on goals, requirements, procedures, or other instructions  

Communication: must be ongoing and two-way between supervisor and technician. 

 

Objectives:  

 3-5 recommended, may be weighted.  

 Written at 5 levels so that supervisor and technician understand what is expected, 
and how performance will be evaluated into a rating 

 1000 character limit 

 

Objectives may be modified/reapproved if there are 120 days left in the rating period 

 

May not be based on non-critical aspects of the job 
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Mandatory Supervisory Objective 

Strategy Map Obj 2.8 
 

5 Outstanding 

 For 3 or more manners of performance: results were far superior in quality, quantity, 
and/or impact to the stated objective to what was expected; overcame significant 
obstacles; demonstrated the highest standards of personal and professional conduct; 
represented the organization effectively 

4 Excellent 

 Meets the fully acceptable standard and, in addition, meets the requirements for 
outstanding in at least 1 manner of performance 

3 Fully Successful 

 Administer the performance management process in a timely and effective manner; 
ensure effective administration and compliance with laws, regulations and policies 
concerning merit system principles, prohibited personnel practices, EO/EEO, and 
Safety 

2 Marginal 

 Following formal counseling, fails to follow any 1 manner of performance shown in the 
fully acceptable standard   

1 Unacceptable 

 Following counseling, fails in any 2 or more fully successful manners of performance 
standard 
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Customer Service Objective: 

Strategy Map Obj. 2.4  

5. Consistently achieved results that were far superior in quality, quantity, and/or impact 

than what would ordinarily be expected. Persisted in overcoming obstacles. 

Represented the organization effectively.  

 

4. Meets the level 3 standard, intermittently achieves level 5 results, & continuously 

improves processes.  

 

3. Establishes and maintains strong employees/customers relationships; understands 

their priorities; balances their interests with organizational demands and 

requirements; effectively communicates necessary actions to them and 

employee/customer satisfaction is conveyed  

 

2. Following formal counseling, falls short of meeting the level 3 standard in any area  

 

1. Following counseling, fails to meet the level 3 standard in multiple areas such that 

customers are negatively impacted in a significant manner.  
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Process: Performance Plan 
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Start 

Rating 

Official 

initiates plan 

in PAA 

Rating Official 

finalizes plan 

Higher Level 

Reviewer 

approves plan 

Rating Official 

provides a copy of 

the plan to 

technician 

End 

Technician 

provides 

feedback on 

objectives 
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Performance Appraisal Application 

• Features: 

– Copy performance plans to multiple technicians  

– Copy Plans from Year to Year 

– Copy and paste for individual entries 

– Flexibility for plans, reviews & appraisals to be sent back 
and forth electronically, or for supervisor to certify on 
behalf of other individuals 

– Character Counter for text entries 

– Track Progress Page 

– Reassigning raters for one or multiple technicians when 
position moves take place (doesn’t change hierarchy) 

– Archived copies of old plans and appraisals completed 
under this system 

– Assessment by Objective, with or without weighting 
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Establishing a Performance Plan - Employee 

From the Main Page the employee can create and review the Performance Plan,  

transfer a plan in progress to the Rating Official, view and print the entire 

plan after it is created and track the status of the plan.  

The  Need Help link will 

give you information on 

what is available on the 

page where you are 

located.  

To create a new Performance Plan: 

Select Choose a Plan Type 

Select National Guard (Title 32) 

Select Go 

Then you will see all your Techs 

This table includes information on the status of existing plans 

only. From this screen you can view and update existing plans.  



Plan Details-Employee 

26 

From this page the employee can transfer the plan to the Rating Official for review 

once it is established, track progress of the plan, change the appraisal type and 

date and change the Rating Official and/or Higher Level Reviewer. 

You can change your 

Rating Official, Higher 

Level Reviewer or both 

with one click.  

When you are done, 

select the Next button 

or the Mission Goals 

tab to build your plan.  

Change the 

dates. 

Standard 1 

Apr-31 Mar 
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Approving a Performance Plan – Rating 

Official  

On this page the Rating Official may copy and paste or type a job objective. When 

the Rating Official is done he may Save it, Save and Update Another Job 

Objective, or Save and Return to the Job Objectives Tab. The process is repeated 

until all job objectives have been reviewed. Select the Save and Return to Job 

Objectives Tab to continue.  

Change Date = Plan Start Date 



Approving a Performance Plan – Rating 

Official  

28 

The Approvals and Acknowledgments Tab displays details about the approval steps of 

the employee's Performance Plan. Select the Start button to continue.  
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Track Progress 

This page displays the status of the Performance Plan throughout the cycle.  



Chapter 2 Monitoring 

Developing Performance 

Training, mentoring, time management, goal setting, ongoing feedback, 
and the X Model of engagement 

 

Deficiencies 

Proactive assistance is required when a technician is at or below Level 2 
Marginal performance  

Options include counseling, increased supervisory assistance, additional 
training, etc… 

Supervisors will consider the circumstances surrounding the deficiency 

Once beyond on the spot corrections, supervisors shall present 
performance deficiencies in writing to their technician 

 

Performance Improvement Plan (PIP)  

Required with Level 1 performance; Optional with Level 2 performance 

Normally for 90-120 days, and identifies the deficiency and what must be 
done to attain a Level 3 rating 

Uncorrected unacceptable performance will result in reassignment, change 
to lower grade, or removal 
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http://www.youtube.com/watch?v=gZ3wxgog4nc


Reviews 
 

Self-Assessment: Optional technician input to evaluation. 2000 characters 

max. Describe progress made to date, obstacles overcome, difficulties to 

be faced, resources needed to succeed. Also an opportunity to request 

modification of objective; STAR-Situation, Task, Action, Result  

 

Interim Review: between 1 Aug & 30 Sep 

 Self assessment 

 Narrative evaluation; no rating--Start-Stop-Continue is a recommended 

structure 

 HLR approval  

 Communication to technician 

 

Closeout Assessments similar to Interim. Used to document supervisor change 

or extended absence.  
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Process: Interim Review 

32 

Start 

Technician initiates 

Self Assessment in 

PAA (optional) 

Rating Official 

assesses performance 

to date, but does not 

give a rating 

Higher Level 

Reviewer 

approves 

Interim Review 

Rating Official goes 

over Interim Review 

with technician, then 

identifies next steps 

End 



Interim Review- Employee 

33 From this page the employee can create an Interim Review by selecting the 

Create Interim Review button.  



Interim Review- Employee 
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This is the place where the employee would input the Interim Review Self Assessment 

for each one of the job objectives.  

This is where the employee‘s Self Assessment is input.  



Interim Review- Employee 
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From this page the employee transfers the Interim Review to the Rating Official for 

review and approval. If the employee sends it using the Transfer to Rating Official with 

Email Notification option, the text box appears in the body of an email delivered to 

his/her email. The email address must be updated in My Biz or My Workplace for this 

functionality to work.  



Interim Review- Rating Official 
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From this page the Rating Official can update or delete the Interim Review, transfer to the 

employee, track progress or return to the Main Page. Select the Update button to continue.  



Interim Review- Rating Official 

37 This is where the Rating Official would put in the Interim Review Assessment and 

then select the Return to Interim Reviews Tab at the top of the page.   



Interim Review- Rating Official 
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The Approvals and Acknowledgments Tab displays details about the approval steps of 

the employee's Interim Review. Select the Start button to continue.  



Track Progress 

39 This page displays the status of the Performance Plan throughout the cycle.  



Appraisal 
 

Annual Appraisal: Due 20 Apr  

Self assessment 

Narrative evaluation + 1-5 rating for each job objective.  

The PAA calculates the overall rating.   

HLR approval,  

Communicate the rating to the technician.  

 

Postponements—authorized to get to the 120 day mark 

         New assignments, extended details after 1 Dec 

          

 Deployments or absence due to work related injury-rate at end of 

cycle if 120 total days under plan; otherwise postpone 

 

 How do you postpone a rating? Go into PAA and change the end 

date and effective date of the plan  
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Ratings and Appeals 

The PAA will generate a summary rating. If the objectives are weighted, the weights 
must equal 100% when added together.  

 

Summary Ratings: 

1 on any Objective  Level 1 Unacceptable-no WGI, possible termination 

2.00 to 2.50  Level 2 Marginal-no WGI, remediation only 

2.51 to 3.50  Level 3 Fully Successful 

3.51 to 4.50  Level 4 Excellent 

4.51 to 5.00  Level 5 Outstanding 

 

A Special Purpose Rating (PIP) shall be accomplished when a Level 1 rating improves to 
Level 2 for at least 30 consecutive days 

 

Final Appellate Authority: The Adjutant General is the final authority. Technicians must 
choose whether they will appeal through this process or with a grievance—they 
can’t use both 

 

Appeals of 5-4-3 Summary Ratings: Accomplished by a supervisory chain of command 
review  

 

Appeals of 2-1 Summary Ratings: Accomplished by a State Review and Appeals Board 
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Process: Annual Appraisal 
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Start 

Technician initiates 

Self Assessment in 

PAA (optional) 

Rating Official rates 

performance for each Job 

Objective for rating of 

record  

Higher Level Reviewer 

approves appraisal 

rating 

Rating Official provides 

finalized appraisal to 

technician 

End 

Technician may appeal 

a rating IAW 

Ohio TPR 430 

Rating of record is 

basis for Performance 

Based Awards 



Annual Appraisal- Employee 

43 The employee would then select the Annual Appraisal Tab.  



Annual Appraisal- Employee 
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This is where the employee would input their Annual Appraisal Self Assessment for each 

one of their job objectives.  

This is where the employee inputs the Self Assessment.  



Annual Appraisal- Employee 
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After completing the Self Assessment for each job objective the employee selects the 

Transfer to Rating Official button.  



Annual Appraisal- Rating Official 

46 
This is the location for the Rating Official to input the Annual Appraisal Assessment and 

the Job Objective Rating. Click on the Rating of Record Tab to continue.  

This is where the employee inputs the Self Assessment 

This is where the Rating Official inputs the assessment  



Annual Appraisal- Rating Official 
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From the Approval and Acknowledgments Tab the Rating Official selects the Start button  

after the Annual Appraisal Assessments are put in for each job objective.  
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Annual Appraisal- Rating Official 

From the Approvals and Acknowledgments tab, using Option A, the Rating Official can 

transfer the plan to the Higher Level Reviewer for review.   



Annual Appraisal- Rating Official 
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Using Option B, the Rating Official can document Higher Level Reviewer concurrence.  The 

Rating Official completes this step once they have reviewed the plan and are ready for 

second-level review.  



Annual Appraisal- Rating Official 
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At this point the Rating Official will begin documenting communication to the 

employee and the acknowledgment of the Annual Appraisal Rating by selecting the 

Start button. 

 



Archived Plans-Main Page  

51 
In order to view or print completed appraisals, select Show Completed Plans and 

Appraisals from the Main Page. From this area you can search by Appraisal Year 

and print by selecting the printer icon.  



Ohio TPR 430 Appendices 

A. References 

B. Terms and Definitions 

C. Creating Performance Plans and Conducting the 
Appraisal 

D. Mandatory Critical Element for Supervisory Leadership 

E. Sample Performance Improvement Plan Memo 

F. Sample Notice of Written Decision Based on 
Unacceptable Performance 

G. NGB Form 430 

H. Ohio National Guard Performance Management Cycle 
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Performance Management Reports 

How to get a status report when 

you want it 



Getting a Status Update From 

TAGNET 
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By Name Listing 
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Starting from MyWorkplace, select View/Print performance Management Reports 

Reports from PAA 



Use the lookup icon to find the report you want 



Select “Go” for a list of reports 



You can only choose from “NG”-National Guard 



Interim Review Status 



Appraisal Status 



Plan Status 



Enter a name for the report you can remember and track 



Use the lookup icon to select the Year 



The “Go” button will list the years for selection 



Right now, we are working 2014 appraisals 



“Select” to move ahead 



Lookup the rating official-mandatory field* 



Select the rating official from the options 



The “Next” button moves you ahead. Other search parameters are optional. 



Confirmation of search parameters 



Enjoy a brief break while your report is processing 



Your report is ready 



Performance Appraisal Status 

A snapshot of the report--these are the appraisals you need to finalize! 

This is the 

current status 

of the plan  

Most Appraisal Period 

Start and End dates will 

be 1-Apr to 31 Mar.  

Common mistakes are 

accepting the auto 

populated Fiscal year 

dates and not updating 

Job Objective approval 

dates in each Job 

Objective 

These are the dates each 

milestone was accomplished in 

the PAA Appraisal cycle and the 

method used to communicate the 

Annual Appraisal 

The Appraisal 

Effective Date is 

always the day 

after the Appraisal 

Period End Date 

Any Performance Plan which 

is not “Approved” or 

“Reapproved” will not proceed 

when completing an Interim 

Review or an Annual Appraisal 

Expand this top 

row to view the 

full column 

heading 



Send this report to your supervisor or director as documentation 

of your progress in completing annual appraisals and 

administering new performance plans 

 

 

HRO POC for the Performance Appraisal Application: 

 

 
SFC James Cunningham, james.c.cunningham8.mil@mail.mil or 614-

336-7438 

 

OR 

 

Mr. Don French, donald.e.french2.civ@mail.mil or 614-336-7388 

mailto:james.c.cunningham8.mil@mail.mil
mailto:donald.e.french2.civ@mail.mil


Questions 
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