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CENINIL TWIFLLIGINCE AGHICY2sx1a Heshiugton, D.C.

SUDJBCT:  Persomol Bvaluntion
26X1A  Fewpmacs: oni Rowletton[  [(Revieed), crfective 3 August 1952

This Notice provides guidance and outlines detailed responsstbilitics for persomic ovalurtion.
pxzeg © Dito of RemaSms
Swlox P 1 drat: the Ce Intell:
L68R° Agency 1s the supervisor's considered und judicious appraisalBRIG of tho porromunce and carchilivion of cnch ndividusd for whoaERES| te fs timaintely responsible. Tuto evaluition io in terms of
LEAR the requirements of the individual's current position and hisZEME rotontial tor Longetcra service with the Adneys To 16 aot a
Salk performance or an uificicney rating in the sense that individuels| 8838], ve comarod on the basis of 4 predetarnined adjectival or
Sq 5x8 nuserical scale.
Bards
FEgRo L. The significance of « porsonncl evaluation lies in the[EP constimettioackion which will be ten to dovelop 22d 10a such9, Ddividwl's bilities and potentialities moot crfectivery.
HALEEOHED 3 ed vor valustion
E8als .eho o. Continmiig Day-by-Day Bralustion
ESaPE" A supervisor st be contimally tware of the abilitics
CER 1 ond performance of cach person in his organization if he isBRUY  cobiwy to old hin bo divilop bis SKiLlo tad abiitbics, The
93,8 suwervisor to stiuslste the productivencss und Job confidenceFall of bic reople and fo develop Scamork and beide in he orgneS858 nation
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actual andipotential contributions of each individual. Through

ee in mas ois
L. specific Uses of Porsemmcl Evaluation

2h sos of purser creluntion tachi the folloviag:

a

e. Tnencastog individual seeicioney by potting and core
een EEa ota tata 4x we

an
o. Thomifyiog ovistuntng surviess
6. Tioetityiag tadtvidunte vio £301 o perfor a6 stfectine

6. Tmbifytng the mod for Lnutring, Rsssigrest, rolation,

5. Sussonsiniliviosor Burson)Pualustion
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b. Responsibilities of Supervisors
(1) Immedinte Supervisor

The smediste oipervisor vio assigns and revievs
the vouk of others bears prirary responsibility for cvalusting,guiding and developing the potentialities and capebilities of
Those whom he swpervises. In order to record his evalustions
and recomendations, he will prepare Persomel Evaluation
Reports as required.

(2) Reviewing 0fzicial
Ihe supervisor next in line of authority sbove the

mediate supervisor is responsible for reviewing Versonnel
Evaluation Reports. He will datemsine whether they conforn
%o pertinent Agency policy ad segulsbions and vil) aseist
in the effective use of Lie sesorded informstion. He has
the sdditional resvonsibiiity of ensuring trab supervisors
wider his authority ave effective in directing, leading,
evaluating and developing their personnel.
c. Responsibilities of Office Carcer Service Boards

It 1s the responsibility of cack Office Carcer Service
Board to review plaza conteiued in the Ferconne) Evalustion Report
for the training, asslemest, wdvancenent, rotstion or promotion
of ench individual falling within its jurisdiction and to recone
mond to the Assistant Director or OFfice head the action that
Should be taken.
6. Types of heports

a. Inittal Resorts
The supervisor will prepare a Personuel Bvalustion Report

for cach Individual at the end of his first nine months of serviceWith the Agency, oxchusive of tim that may heve been spent in
provisional stabus pending Full security clearance. Such a report
VILL be male regundloss of the length of tim that the individual
bas been wider his fmediate Supsrvision.

The suservisor will prepare a Personnel Evaluation Noport
annually for each fudividinl on the suniversary of his ontrance
on duty unless 4 report ha bes made within the Shree ronths

Security Informition
Approved For Release 2002105108;: CIA-RDP78-03578A000700110003-1



7
Approved For Hse 2002105106 : CIA-ROP78.0357AR700110003-1=rSocurtsy Information

prior to the anfvessary dste. When neccesary the due Gute of
Sn, ana Feport Vili bo deferred WAL tho individul has beenSader the SupaASONTG Jurisdiction for 50. days.

c. tpestal Roports
the supervisor wil propare a Porsonol Fraluation Report“hen an Individual louves tho Agency. Thi tepord #1) includehe auporvizor soso dtion ecReLtTAS his SuiUBLity forro-eumlomont, Such special sports shill be attached bo. the

Personnel Action Roqicas form veh 16 £ forvaried 5 the
Pecaomiel Offic. Special Torts also may ve mds vhohevor thayare adminlatratively rogutsed,

A. Reassiensnt Reports
4 Personne] Bualuation Roport will be propered for aindividual whenever his superrizor is % bo porsanently chonged.Superior who ave to be rcasaignid ¥ilL DEipare sirorts for

all yorsons under Sher dmedivte durlaliction. Survisors villprcrare raports for GividuaLs Vib ors So bo FSELud FroRShcis unite, Ir case Ohi \shodlate supurvisor 1s ack wailable,Sich xousolrent, resorts Hill bs JELPARGA by th Doron nextLi 1% tho has diroet tnoviodgs of tha 8ALVALALIE woth, ieRssiatant Dircotor (Posionac) or his & ignited represciativeSu Grant temporazy oxeaption fron his jemuireRons 0 speoiticorganizational Corqment of Hho Aas.
+ reparation of Auporty (Suu Flew Chart stiachod)

6. Prior to tho date an Initial or czas) PersonnelEveliation Report 1c diss tho Formoancl Otis: will potityHie Office concorned through the oFFiclal doounbod by the
Office $a. serve ab 183 Fvapuation, OPFiete, vith F opoRsiniLLtyfor adninietrabive activision comcoted 16h cho prebomc)evaluation progr Th Binion Offices wil LaleiiteGotion on Born 37-151 by Grbcning Sho *Genbitying dita in
Tem 1 through 6 on tho form and forwarding it in Aupbicsto50 She ayprovriate supertiscr.  esal runarts may bo initiatedGit by tho Porsounel OFFLcs ox oy Sho Office scnceraed.Feasalgnmont soports WALL bc 11tiaved by the Office cone.enod «

©. hs superior will furniah tho form in duplicate to theSntiviaeT cosecried wo VILL eoupisty Toms 1 through 10. £6Hho ik She supsrvicor transits She Tor to the 15atidial;ho WiLL offur his ageistanc. uid cooporition.
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©. The supervisor will complete Tiems 11 throuch 18 andWill Gxercise couslicred Julmcnt fn eppruising the adequacyof the vork performs, the qualifications of the individualfor is position and his potentiailtics for grantor serviceto the Agency. Upon completion of the evaluction, he villforunrd tie form to the appropriate reviewing official,
4. Item 17 of tho form provides a sewns for formlizingwarnings to individuals concerning inoffective perfomanceIt 1 13 the supervisor's considered opinion Shut the inedividual 's vork contribution has been curticiently {neffactive40 require cavcrsc action, he will attach to each of thecopies of the Personnel Rvluation Report a copy ofa yariingmerorandun, I¢ tho supsrvisor hus not clveady iver theindividu] such a mororandun, he VILL prepare onc ab the timthe eport ic made. Womning memoranda WiLL be coordinatedwith the Peraomuel Office before they are ghwn $0 theindividual. Who abtuched to Perconnel EvEluation Reports,they will serve to alert tie Fercomel Offic: wd pproprinteCareer Scrvice Bourds to sibusblons requiring speci) abtontion.
e. Tho eviowing offical will discuss the report withthe supervisor fn orice to mlyze the results OF the Cilubionand to detornine whctler udditionl ction should be recommendedto tmprovo ox batter v0: lise the individual's Skills, Tacroviewing official alio should discuss With the madiatssupervisor any vocomiendations valsh world assist the supervisor4 carrying out his responcioilitis In the poreornil elutionprocess and in taking appropriate action bused on the ovaluation,Upon the conclusion of bis eview wid After discussion with thesupervisor, the reviclu oFfIcinl will sign tho form induplicate ond will formed oth copies bo fhe Supervisor.

6. me Tmtervier
©. Within one weok after 3 Pavoni) Evaluation Report haobeen reviewed by the revieulug official, or os soon threatenas practicable tho supervisor will fntarvicr the fndividualconcerned to apprise him of th cvolustion and to use the Reporta2 a bonis for constructive discussion and piaaning,
D. Tho interview vill hevs en Laportant fuflunce on therelationship betwen the sup: visor and the Andividusl.  Therotore,the aupervisor should adapt his approsch specifically fo caelindividiol and plan the sentout aud sequores of tho Siseusssonaccording to the personal relationship cxlobing betwen Sham.
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5. outing of eports

a. Upon completion of the Aiseuasion vith the Individual,
rn Semen i oth copice of Sh Aeros and submit

ons Ore tears’ Fo Wi) retain she duphicate
ima 45 the Porsorse Division, overs or

ity hiss oF too duc ante (the toss de. soverca
by the evaluetion poricd)except taat trisl period Reports will be

en eee the de Th. Som foste copy,
ay vhs Beviuceions Officer, wii be mado aveiiiie

fee Sn
b. Toe Personnel Office viaL soview he Forsonael Pralimtion

eo oben: Seseerrca vith epoch $0
owes Bros sehen Popors piL) bc Fited 1
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JANE erin ato ube SA She
Bo tom Tomurts on Sort eiis be posted to his
a oont vn Toe Financ tong ant coords Branth of
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sTauerions
1. Instruction to the Aiainistrative or Fersomnel Officer

Consult current Administrative Instructions regarding the initiation and transmittal of this report.©. instruction to the person evaluated
Sicce this evaluation will becons an eortant part of your record, you will sant to give to it as much careand Sttantion a2" you would Tie to ave 11 receive: fra your Sopher seg hembeb edleS lt mh[egpect to Items 8 and. 3. you should Include courses of Instruction or. seg genie, erindr nice se MuthST08°OT the Aine, Thick Jou conser per sinent To your Tees emetop3. Instruction to the Spervisar and the Reviewing official

a fo the superviser wo assigns, directs and reviews the wrk of others, you bear grinary responsivity forplaning Sg fostering:the dalatomment of each passa. union. seus mers Stott LBriersre Whhis caerecites, Laahedhe God SHTHS. Ou STE Lor STL Semmens Bi heJoao and yas, atts indus unis format on ih carrion Bot Ssour abootargXilh you on athough evaluat itn Too con uons brocess 11 To Tacessary septonteatsy’ So rashes aor pLosrorsot 1comnontlons for apsronriate Sein" TY oreparina She FABER pon bls coms” Ss Sogeriations andSITTTTes or Tartar Gove omant in Nis present ass! amsant sig h12 potest 1915 oa sy he, Oy dualVETization in‘oiher pouitions, including work of 8 Sore rommane ato seh ASH che Seen5. The folloving traits are geerally regarded as having same besring on «persons. perfaraarce and devetons ATinoloy you are o0t suied frspecsIe TovinGs 00 hor nebivaed (Brera eT LoEace a00 develop.you Coats, wich Shute be fered ae nec roer
coopeaurion sesouRceruunessSerektani Cine STARILITYCINGER secssuneicciniey Sait To SESECURIT! conscrousness fiTATE Lekotrtnie

© In, fairness to tn Individual axd in the interest of the Agency, the isportarce of carefully reparod andcurate Personnel Evaluation Reports can not be overstressed.” The following basic principles of evaluationShona se Best Th ated:
(4) 850 your judgment on

(3) what you nave ovserved the individual do or fail to do.E) Dich artormance as wah) 23 cr igicet oc rgants!(€) Bikapies”Felovant to" tne aut fos Cade: Lonsiacent Fo.
(0). Ditteren standargs orevail in difforent sssigments. every effort. should be made to arrive at a justgstinate of the Qualities of the inary dust a5 Semseatrotas dor ron tha bade adeto arrive ata justFions They qoydualities ofthe individual asdemonstrated duringthe report per 1991
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PERSONNEL EVALUATION REPORT

iilCl
me ee eg]5. PERIOD COVERED BY REPORT B-TYPE OF AERORT AR

Cir BRIEFLY oEscRIGE This PeRson's PERFORMANCE ox THE WRTOR DUTIES LISTS TOE Tre Tame
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