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1-1. Purpose.  This guide describes local policy and procedures concerning the civilian performance management program - Total Army Performance Evaluation System (TAPES).  This guide is applicable for civilian employees, paid from appropriated funds, at Fort Monroe, Virginia.  

1-2. References.
  a.  Code of Federal Regulations, Title 5, Chapter 1, Part 430

  b.  Army Regulation 690-400, Chapter 4302, Total Army Performance Evaluation System

  c.  DA Form 7222, Senior System Civilian Evaluation Report, dated Aug 98

  d.  DA Form 7222-1, Senior System Civilian Evaluation Report Support Form, dated Aug 98

  e.  DA Form 7223, Base System Civilian Evaluation Report, dated Aug 98

  f.  DA Form 7223-1, Base System Civilian Performance Counseling Checklist/Record, dated Aug 98.

1-3. Applicability.  Information contained in this guide applies to all civilian employees paid from appropriated funds in both the competitive and excepted service except those:

  a.  Who are in the Senior Executive Service; or

  b.  Who occupy temporary positions for which employment is not expected to exceed 120 days in a consecutive 12-month period.

1-4. Responsibilities.

  a.  Senior raters are required to review and approve performance plans and performance appraisals if the rater is below the general officer or SES level.  Use of a senior rater is also required for all ratings of Unsuccessful, regardless of the rank of the rater.  Senior raters review and approve performance plans at the beginning of each rating period (at a minimum) and at any other time during the rating period when major changes or expectations occur.  Senior raters review performance appraisals and assign ratings within established timeframe, assuring accuracy and compliance with requirements.  

  b.  Raters are responsible for developing ratee performance plans for each rating period and working with ratees in establishing individual performance and professional development goals and expectations that should be attainable and reflect organizational needs.  Raters conduct formal performance-related discussions at the mid-point of each rating period and at any other time that a need arises.  Provide informal feedback and get ratee input on performance expectations and accomplishment throughout the rating period.  Raters prepare timely written performance appraisals that describe specific accomplishments and accurately assess the ratee's contributions when compared with documented expectations.  

  c.  Ratees are responsible for providing input in the development of their performance and professional development plans and providing timely feedback on their accomplishments that the rating chain can use in preparing performance appraisals.  

  d.  The Fort Monroe CPAC is available to provide advice and assistance to senior raters, raters, and ratees on the Army's Civilian Performance Management Program.  

1-5. Coverage

  a.  Base System includes all WL and WG ratees along with WS/GS-8 and below employees.

  b.  Senior System includes all GM ratees and WS/GS-9 and above employees along with all career interns.

1-6. Written performance plans

  a.  Ratees will have written performance plans that document expectations that are based on organizational mission and goals and that reflect the types of duties and responsibilities in the rater's job description.

  b.  The performance plan represents joint efforts of ratees and their rating chain and should be in place within 30 days from the beginning of each rating period.

  c.  Performance plans are recorded on DA Form 7223-1 (Base System Civilian Performance Counseling Checklist/Record) for Base System employees.  Performance Plans are documented on DA Form 7222-1 (Senior System Civilian Evaluation Report Support Form) for Senior System employees.

  d.  Performance plans become effective on the day the senior rater approves them.  If the rater is a general officer or SES member, the effective date is the day they are approved by the rater.

1-7. Annual rating cycle

  a.  Minimum rating period is 120 days.  Ratees cannot be rated until they perform under approved performance plans for at least 120 days.

  b.  Annual Rating Cycles are shown in Table 1.
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Beginning Rating Period

Ending Rating Period

Appraisal Due Date

GM, WS/GS-13 and 

above

1-Jul

30-Jun

14-Aug

WS/GS 9-12

1-Nov

31-Oct

15-Dec

Career Interns

Entry on 

Duty Date

Every 6 Months

45 Days from End of Rating 

Period

WS/GS 6-8, WG/WL 

6 and above

1-Feb

31-Jan

17-Mar

WS/WL/WG/GS 1-5

1-May

30-Apr

14-Jun

Annual Rating Cycle

Table 1

1-8. Written performance appraisals

  a.  Performance appraisals with Overall Performance Ratings assigned will be completed and recorded on DA Form 7223 (Base System Civilian Evaluation Report) for Base Systems employees, and DA Form 7222 (Senior System Civilian Evaluation Report) for Senior System employees.  No additional pages can be attached to the TAPES Evaluation Reports.

  b.  Responsibilities/Objective ratings.  Raters assign rating for each responsibility or objective using the definitions in Table 2:
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SUCCESSFUL LEVEL 1

 

With no supervisory duties

 

 

-

 Rated Excellence in at least 3 of the 4 

 

responsibilities and Success on remainder

 

Wit

h supervisory duties 

 

-

 Rated Excellence in 4 or more of the 6 

 

responsibilities 

-

 at least one  of which must be either Supervision/Leadership or 

 

EEO/AA 

-

 and Success on remainder.

 

SUCCESSFUL LEVEL 2

 

With no supervisory duties

 

 

-

 Rated Excellence i

n either 2 or 1 of the 

 

nonsupervisory  responsibilities and Success on remainder.

 

With supervisory duties

 

 

-

 Rated Excellence in either 2 or 3 of the 6 

 

responsibilities 

-

 one must be either Supervision/Leadership or EEO/AA 

-

 and 

 

Success in the rema

inder.

 

SUCCESSFUL LEVEL 3

 

With no supervisory duties

 

 

-

 Rated Success in all rated responsibilities.

 

With supervisory duties 

 

-

 Rated Excellence in one or more nonsupervisory 

 

responsibilities  and Success in both supervision/leadership and EEO/AA or

 

 

rated Success in all nonsupervisory responsibilities and Excellence in either 

 

supervision/leadership or EEO/AA.

 

FAIR

 

Rated Needs Improvement in 1 or more responsibilities and not rated Fails in 

 

any responsibility.

 

UNSUCCESSFUL

 

Rated Fails in 1 o

r more responsibilities 

-

 regardless of ratings assigned 

 

remaining responsibilities.

 

SUCCESSFUL LEVEL 1

 

With no supervisory duties

 

 

-

 Rated Excellence in 75% or more of rated 

 

objectives and success in remainder.

 

With supervisory duties

 

 

-

 Rated Ex

cellence in 75% or more of all objectives 

-

 

 

which must include Excellence ratings for either organizational 

 

management/leadership or EEO/AA 

-

 and Success in the others.

 

SUCCESSFUL LEVEL 2

 

With no supervisory duties

 

 

-

 Rated Excellence in 25 

-

 74% of

 rated objectives 

 

and Success in the remaining objectives.

 

With supervisory duties

 

 

-

 Rated Excellence in 25

-

74% of all Objecdtives 

-

 

 

which must include Excellence rating for either organizational 

 

management/leadership or EEO/AA and at least Succes

s in others.

 

SUCCESSFUL LEVEL 3

 

With no supervisory duties

 

 

-

 Rated Success in all rated objectives or 

 

Excellence in 1

-

25% of the objectives and Success in remaining objectives.

 

With supervisory duties 

 

-

 Rated Excellence in  any number of objective

s but 

 

Success in both organizational management/leadership and EEO/AA.

 

FAIR

 

Rated Needs Improvement in 1 or more objectives. 

 

UNSUCCESSFUL

 

Rated Fails in 1 or more objectives. 

 

OVERALL RATING FORMULAS

 

BASE SYSTEM

 

SENIOR SYSTEM

 

Table 2

  c.  Overall Rating Formula.  Overall Performance Ratings are derived from formulas that establish how objectives and responsibilities ratings determine the Overall Performance Rating.  These formulas are defined in Table 3.

  d.  Two checklists are available on the CPAC Homepage to assist supervisors in this process – www-tradoc.army.mil/cpac/tapes.htm
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Excellence

 

Consistently exceeds level described by standards and documented expectations; 

 

frequently produces more and/or better than expected.

 

Success

 

Usually performs at the level described by the standards an

d documented expectations.  

 

Quality/quantity of accomplishments are generally at expected levels.  Strengths clearly 

 

outweigh weaknesses.

 

Needs Improvement

 

Sometimes performs at level described by standards and documented expectations.  

 

However, fa

ils enough so that weaknesses slightly outweigh strengths.

 

Fails

 

Frequently fails to perform at levels described by standards and documented 

 

expectations.  Rarely achieves expected results.  Weaknesses outweigh clearly

 

strengths.

 

RESPONSIBILITY/OBJEC

TIVE RATINGS

 

Table 3

1-9. Departure of rater/ratee.  Raters should issue special appraisals for all ratees under their supervision who have been under approved performance plans for at least 120 days.  Raters should issue annual appraisals for those ratees who have 120 days or less remaining in their current rating cycle.  Ratees who leave their position to accept other Federal positions after completing at least 120 days under approved performance plans should receive special appraisals to provide to their gaining supervisor.  Special and annual appraisals are not required if they would serve no purpose to Army or the ratee (e.g., the employee is retiring or accepting employment with a private firm).
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Beginning Rating Period

Ending Rating Period

Appraisal Due Date

GM, WS/GS-13 and 

above

1-Jul

30-Jun

14-Aug

WS/GS 9-12

1-Nov

31-Oct

15-Dec

Career Interns

Entry on 

Duty Date

Every 6 Months

45 Days from End of Rating 

Period

WS/GS 6-8, WG/WL 

6 and above

1-Feb

31-Jan

17-Mar

WS/WL/WG/GS 1-5

1-May

30-Apr

14-Jun

Annual Rating Cycle
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Excellence

 

Consistently exceeds level described by standards and documented expectations; 

 

frequently produces more and/or better than expected.

 

Success

 

Usually performs at the level described by the standards an

d documented expectations.  

 

Quality/quantity of accomplishments are generally at expected levels.  Strengths clearly 

 

outweigh weaknesses.

 

Needs Improvement

 

Sometimes performs at level described by standards and documented expectations.  

 

However, fa

ils enough so that weaknesses slightly outweigh strengths.

 

Fails

 

Frequently fails to perform at levels described by standards and documented 

 

expectations.  Rarely achieves expected results.  Weaknesses outweigh clearly

 

strengths.

 

RESPONSIBILITY/OBJEC

TIVE RATINGS
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SUCCESSFUL LEVEL 1

 

With no supervisory duties

 

 

-

 Rated Excellence in at least 3 of the 4 

 

responsibilities and Success on remainder

 

Wit

h supervisory duties 

 

-

 Rated Excellence in 4 or more of the 6 

 

responsibilities 

-

 at least one  of which must be either Supervision/Leadership or 

 

EEO/AA 

-

 and Success on remainder.

 

SUCCESSFUL LEVEL 2

 

With no supervisory duties

 

 

-

 Rated Excellence i

n either 2 or 1 of the 

 

nonsupervisory  responsibilities and Success on remainder.

 

With supervisory duties

 

 

-

 Rated Excellence in either 2 or 3 of the 6 

 

responsibilities 

-

 one must be either Supervision/Leadership or EEO/AA 

-

 and 

 

Success in the rema

inder.

 

SUCCESSFUL LEVEL 3

 

With no supervisory duties

 

 

-

 Rated Success in all rated responsibilities.

 

With supervisory duties 

 

-

 Rated Excellence in one or more nonsupervisory 

 

responsibilities  and Success in both supervision/leadership and EEO/AA or

 

 

rated Success in all nonsupervisory responsibilities and Excellence in either 

 

supervision/leadership or EEO/AA.

 

FAIR

 

Rated Needs Improvement in 1 or more responsibilities and not rated Fails in 

 

any responsibility.

 

UNSUCCESSFUL

 

Rated Fails in 1 o

r more responsibilities 

-

 regardless of ratings assigned 

 

remaining responsibilities.

 

SUCCESSFUL LEVEL 1

 

With no supervisory duties

 

 

-

 Rated Excellence in 75% or more of rated 

 

objectives and success in remainder.

 

With supervisory duties

 

 

-

 Rated Ex

cellence in 75% or more of all objectives 

-

 

 

which must include Excellence ratings for either organizational 

 

management/leadership or EEO/AA 

-

 and Success in the others.

 

SUCCESSFUL LEVEL 2

 

With no supervisory duties

 

 

-

 Rated Excellence in 25 

-

 74% of

 rated objectives 

 

and Success in the remaining objectives.

 

With supervisory duties

 

 

-

 Rated Excellence in 25

-

74% of all Objecdtives 

-

 

 

which must include Excellence rating for either organizational 

 

management/leadership or EEO/AA and at least Succes

s in others.

 

SUCCESSFUL LEVEL 3

 

With no supervisory duties

 

 

-

 Rated Success in all rated objectives or 

 

Excellence in 1

-

25% of the objectives and Success in remaining objectives.

 

With supervisory duties 

 

-

 Rated Excellence in  any number of objective

s but 

 

Success in both organizational management/leadership and EEO/AA.

 

FAIR

 

Rated Needs Improvement in 1 or more objectives. 

 

UNSUCCESSFUL

 

Rated Fails in 1 or more objectives. 

 

OVERALL RATING FORMULAS

 

BASE SYSTEM

 

SENIOR SYSTEM
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SUCCESSFUL LEVEL 1







With no supervisory duties







 - Rated Excellence in at least 3 of the 4 







responsibilities and Success on remainder







With supervisory duties 







- Rated Excellence in 4 or more of the 6 







responsibilities - at least one  of which must be either Supervision/Leadership or 







EEO/AA - and Success on remainder.







SUCCESSFUL LEVEL 2







With no supervisory duties







 - Rated Excellence in either 2 or 1 of the 







nonsupervisory  responsibilities and Success on remainder.







With supervisory duties







 - Rated Excellence in either 2 or 3 of the 6 







responsibilities - one must be either Supervision/Leadership or EEO/AA - and 







Success in the remainder.







SUCCESSFUL LEVEL 3







With no supervisory duties







 - Rated Success in all rated responsibilities.







With supervisory duties 







- Rated Excellence in one or more nonsupervisory 







responsibilities  and Success in both supervision/leadership and EEO/AA or 







rated Success in all nonsupervisory responsibilities and Excellence in either 







supervision/leadership or EEO/AA.







FAIR







Rated Needs Improvement in 1 or more responsibilities and not rated Fails in 







any responsibility.







UNSUCCESSFUL







Rated Fails in 1 or more responsibilities - regardless of ratings assigned 







remaining responsibilities.







SUCCESSFUL LEVEL 1







With no supervisory duties







 - Rated Excellence in 75% or more of rated 







objectives and success in remainder.







With supervisory duties







 - Rated Excellence in 75% or more of all objectives - 







which must include Excellence ratings for either organizational 







management/leadership or EEO/AA - and Success in the others.







SUCCESSFUL LEVEL 2







With no supervisory duties







 - Rated Excellence in 25 - 74% of rated objectives 







and Success in the remaining objectives.







With supervisory duties







 - Rated Excellence in 25-74% of all Objecdtives - 







which must include Excellence rating for either organizational 







management/leadership or EEO/AA and at least Success in others.







SUCCESSFUL LEVEL 3







With no supervisory duties







 - Rated Success in all rated objectives or 







Excellence in 1-25% of the objectives and Success in remaining objectives.







With supervisory duties 







- Rated Excellence in  any number of objectives but 







Success in both organizational management/leadership and EEO/AA.







FAIR







Rated Needs Improvement in 1 or more objectives. 







UNSUCCESSFUL







Rated Fails in 1 or more objectives. 







OVERALL RATING FORMULAS







BASE SYSTEM







SENIOR SYSTEM
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Excellence







Consistently exceeds level described by standards and documented expectations; 







frequently produces more and/or better than expected.







Success







Usually performs at the level described by the standards and documented expectations.  







Quality/quantity of accomplishments are generally at expected levels.  Strengths clearly 







outweigh weaknesses.







Needs Improvement







Sometimes performs at level described by standards and documented expectations.  







However, fails enough so that weaknesses slightly outweigh strengths.







Fails







Frequently fails to perform at levels described by standards and documented 







expectations.  Rarely achieves expected results.  Weaknesses outweigh clearly







strengths.







RESPONSIBILITY/OBJECTIVE RATINGS
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		GM, WS/GS-13 and above		1-Jul		30-Jun		14-Aug
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