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URJECT: Personno

ERFERENCE: CIA Roe

1 Bvaluation

gulation (Revised), cffective 1

L. Purposec
This Notice provides guidance and outlines de
evaluntion.

tailed respon-

2. Definition of Pc"“onnul Twvaluation

a. Personnel evaluation az used in the Central Intelligenc
Ageney is the supervisor's considered und judicious appraisal
of the performance and capabilities of ench individual For whom
he is dmnwmediately responsible. This cvaluation is in terms of
the requiremeunts of the individuel's current position and his
rotential for long-term scrvice with the Agency. It is not a
performance or an of
are comparcd oh the basis of
muncrical scale,

a predetermined adjeoctival or

. The si 51 icance of o personnel evaluation lies in the
constructive sction which will be taken to develop end use cach
individual's abilities and potentialities most offectively.

3. Need vor Fvalustion

&. Continuing Day-by-Day Evaluation

A s hpOl nti nu|11y cware of the abilitie

and porformanc. anization i1f he is
o ol and abilities. The

goined f Vi}l cnable the
poervisor to and Job confidence
of his reople pild@ in the organ-

ization.

August 1952

ficicney rating in the sense that individuals
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each irdividual's carcer plan. The prepdration of thcse reports

will scrve periodically to focus the supe TVLSOE’S-&tLLUCIOh on the

actual sndipotential contributions of each individual., Through
this process the supervisor acquirves a systematic inventory of
the human resources within his wnit,

L, Specific Uses of Personnel Evaluation

The uses of personncl cvaluation include the following:

a. Identifving cach person's aptitudes, knowledses, skills
and interes

b. Promoting discussions between supervisors and those
supcrvisced concerning work performance and carcer development;

c. Increasing individuval officiency by spotting and coi-
recting specific problems and deficisncies ond helping in the

develonment of desirable traits;

d. BServing as o basis for individual plans for. carcer
developnent;

¢, TIdentifyins outstanding corvice;

£. Tdentifying individuals who fail to perform as fective
menmbers of the organization; ond

g, Identifying the necd Tor training, reassigmment, rotation,
promwotion, denotion, s:paraumOM and otlhor formal personnel actions.

-~ k)

5. Responsibilitics for Personncl Fvaluntion

o. Responsibiiitiecs of Irdividuals

Tach individual st the ros nkn ibitities
and rc qa;vortho of his “~51t on, This s an inherent condition
of cuployment and imposes o “CuOOLS‘UlliLj upon the iundividusl
to dwv" uss w1th his imucdiate uuULrVISWL oY Ull-
cortainty vhich cobscurcs his his work. his
does not minindzoe supurv1301 Tor
ensurils whom . osuroervises ore provid
TP T hoedlr Sobhs.,

l"’

the raesnungi

lu,_1
cratanci bLLW‘Ln

i)
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b. Responsibilities of Supervisors
(1) Immediate Supervisor

The immediate supervisor who assigns and reviews
the work of others bears primary responsibility for evaluating,
guiding and develonﬂrg the potentialities and capabilities of
those whom he gupervises., In order to record his evaluatio
and recommendations, he will prepare Personnel Evaluation
Reports as required.

(2) Reviewing Ofricial

The supervisor next in line of authority above the
mmediate supervisor is responsible for reviewing Personnel
vation Reports. He will determine whether they conform
ertinent Agency ﬂplj"y and regulations and will asslst
in the effective use of tle recorded information. He has
the additional responsibility of ensuring that supervisors
under his authority are effective in directing, leading,
evaluating and developing their personnel.

c. Responsibilities of Ofiice Carcer Service Boards

It is the responsibility of each Office Carcer Service
Board to review plans contained in the FPersonnel Evalnation Report
for the training, assignment, advencement, rotation or promotion
of each individual falling within its valsd“ctlon and to re co
nend to the Assistant Divector or Oi'fice head the actlon tha
should be taken.

6. Types of Reports

a. Initial Reports

The supervicor will nrepare a Personnel Fvaluation Report
for each individual at t\m end of his first nine months of service
with the Agency, exclus of time that wmay have been spent in
provisional statu hendzng full security clearance. Such a report
will be made re gzrdT“Sﬂ of' the length of time that the individual
has been unier his immediante supervision.

b. Annual Repcrts

The supervisor will prepare a Personnel Evaluation Keport
annually for each individual on the auniversary of his emtrance
on duty unless a report has besn made within the threec months

Security Information
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prior to the anniversary date. When necossnry the due ¢ t of
an. annval report will be deferred until the lﬂd“dedal as veen
under the supervisor's Jurisdiction for 90 d ays.

(¢

Special Reports

The supervisor will
whern an individual leaves th
the supervigor's recommcudation concerning 51J ability for
re-cmploynent.,  3uch special roports bhull ?a atta l‘d to the
Peorsonnel Action Reguest form when it ig forwurded to tbe
Personnel Office, Special roports also may be made whenever they
are administratively required.

Personncl Pthuation Report
8 rero 311 include

d. Reassiprment Reports

A Perzonncl Evaluation Report will be prepared for an
individual whenever his supervisur is to be perpanently. .changed.
Supcervisors who are to be veassipgred will prepame T
all nersons under their immediote jurisdiction. Supcrvisors will
_ ure reports for individuals who cre to be resssipued from
their vaits. In case tho immediste supcrvisor is

not availabkle,

such reussigmment reports will be propared by the person next
in line who has direct Imowledge of the individual's work. The
tant Director (Porconnsl) or his deo gnrt'd L"’CgCIt&tiV@
v ¢ to specific

AB

slist
may grant temporary UA”H@LLOH from this sjeguir
organizotional components of the Agency.

,,‘>

r

{. Xreparation of lew Chart stbached)

oy
I
2
o
L]
—~
g

2.  Prior to the date on initial or annual Porsonncl
Ivaluation Report iz due, th }c ; will nohify
through - £ lestgnntod bv the

the Qffice concerned i ¥

Office to scrve as its FvaluatJunu Offzck,, with responsibility
Tor administrative activitics connocted with the porso nncl
cevaination ﬁro"rﬁm. The BEvalustions Ofticer Wiliﬁlllbl 2te
acticn on Form (-JvJ by entering the identifying dota in

Items 1 through 6 on the form anl forwurding it in Auplicute
to the appropriate superviscor. Spocial repocts may be initiated
either by the Perscunel Office or by the Office concerned.

ks
Reassignment reports will bo irdtloated by the OfTice concerned .

w.  The supervisor will furrnish tho form in duplicate to the
individuunl concerned who wiLl cu@pLotc Itoms 7 through 10, At
the time the supervisor trunsiits the form to the individual,

he will offer his assistence and cooperstion.

Seccurity Information
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¢. The supervisor will comvlete Ttems 11 throurh 18 and
will exercise considered judzment in appraising the adequacy
of the work performed, the qualifications of the individual
for his position and his potentisiitics Ffor greater scrvice
to the Abe cy. Upon completion of the evaluztion, he will
forward the form to the appropriate reviewing ofificial.

d.  Ttem 17 of the form provides a means Tor formalizing
wornings to individusls oncerning inetfective perfurmonce.
I 1t is the supervisor's considered opinion that the in-
dividual's work contribution has been ouffici ently ineffective
to require adverse action, he will cttach to each of the
copies of the Pﬁ“sonn@l Fveluation Report a copy of o warning
memworandun. I the supsrvisor hus not already givcn
individual such a memorandum, he wlll prepare one at
the Report is made. Warning mem
with the Personncl 0ffico before they are given to th
individual, When attached to PGPCU”hp- pralzation neports,
they will serve to alert the Personnel O0ffice and appropriate
Carcer Scrvice DBoards to SitUdtlunu rcqqulng special attention.

time

randa ij+ he coordinated
&

e. T e reviewing official will discuss the report with
the supervisor in owvder to wM«LJ”C the results of the evaluation
and to detez‘mlne whother ad nal action should he recommended

to improve op betx ilee the Individual's skills. The
reviewing officinl alno should seuss with the immedioats

supervisor any VGCOWPQV”WtiQnS wileh would anssist the supervisor
lo carrying out his responcibilitics in the rponnel evaluation
process and in tuking ropriate action based nthw evaluation,
Upon the conclusion of review und after discussion with the
supervisor, the r

duplicate and wil

o

vivg officianl will sign the Iorm in

Vi
N fcrward poth copies to the supervisor.

l,_.r
i
o5
-
H

A

8. The Interview

. Within one week after o Personne) Fvaluation Report !
been reviewed by the re wing officinl, or s socon dLIQQLuUV
a3 practicable the supervisor will interview the individual
concerned to appri of the eveluation and to use tho Report
ag o basis for constructive discussion and planuing.

LS8 Y

b. The interview will have o important influence on the
relationship between t?= and the individual., Therefore,
the supervisor should : ach spaecifically to each
‘HiLVJddQN and plan ta sequence of the discussion

according to the personal relationst e exdsting bDetwoun them.

Securit y Thfcrmation
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¢c. During the interview, the supervisor will discuss each

item of the Report. He should encourage the individual to discuss

his understanding of his dutics and respons ibilities in order to

resolve any misunders’ ugd*mw of what is expected of him, He should

express recognition of the individusl's strengths and work
achievements. Discussion of specific shortcomings should be
coupled with coustructive suggustions of meons by which the in-
dividnal can improve himself with assisvance through supervision,
rotation and training. In this conncction, he snould cncouruge
the individual to analyze any work, personal or othor situational
factors which may have affccted his performance Before closing
tlLie interview, the supervisor should summerize the results of the
discussion emphasizing the course of mutual acticn which has been
developed to advonce the individual's affectiveness with the Ag

c+

3

9. Routing of Deports

a. Upon coumpletion of the dLuk 1ssion with the individual,
the suporvisor will sign both conx( of the Report and submit
them to the Evaluations Officer. He will retain the duplicate
copy and forward the original to thh Personn:l Division, overt or
covert, within thirty dzys of the duc date (the lost date covered
by the evaluotion voriod)except that trial period Reports will be
submitted “LtnL £ift

which is rectained by t
to the 0ffics Career Service Beard,

¢} 2
i tl

b. Trhe Fersconnel Office Personnel Evaluation
Report aud will comsult the Office co rned with respect 1o
any action which appears to bc NICCUSE or desirable. The
T

SIICY

en davs of the due date. The duplicate copy,
myoluetions Officer, will be made avallable

criginal copy of b Bval Report will be filed in
the 1ndlv1da@1's e

c. IT an individuwl's performance is described as unsatis-
1o

factory by the attochment ol ng memorandum to his annual
Personncl Evaluation Re gurt the *wct will ve posted to his

service record card by the Transactions and Rocords Branch of

the appropriate Personncl Division. This will wmal
incligible for a pcriodic pay increase untili his next annual
report is made. Advisory Avpeald Dodrds E}}Oiuth and convencd
irn accerdance with CIA Regulution 7111, at the individual's
request, re-examine offici nm;mzand& and recommend
asction to the cppropriate

o

Security Information
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10. Personnel Evaluation Reports For Ficld Personnel

Personnel Evaluation Reports for individuals who arc serving
in the field will be preparcd and svhmitted in conformance with the

principles of this Noticc,

P5X1

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Acting Deputy Director
(Administration)

DISTRIBUTION NO. &4

Attachments: Flow Chart
Personncl Evaluation Report

1
J

Security Inrformation
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PERSONNEL
OFFICE

PERSONNEL EVALUATION REPORT
Flow Chart
(Initial and Annual Reports)

OFFICE
CONCERNED

SUPERVISOR

INDIVIDUAL
CONCERNED

Transactions & Records
Branch of the appro-
priate Personnel Divi-
sion notifies Office
when the report is due

Evaluations Officer
completes items 1
thru 6 of PER and
forwards it to
immediate supervisor

Supervisor forwards

PER to individual
concerned, discussing
with him purpose of the
PER

Individual concerned
completes items 7
thru 10 of PER and
returns it to super-
visor

Supervisor may discuss
with Placement Officer.
If action is taken re
item 17, he shall coor-
dinate with Placement

r ;‘

Officer

Reviewing official re-
views PER, discusses
plens and recommenda-
tions with supervisor
a8 necessary and signs
and returns PER to
supervisor

Supervisor completes
items 11 thru 17 and
forwards PER to re-
viewing official (su-
pervisor next in line)

Supervisor holds PER
pending completion of
the interview, then
signs both copies and
forwards them to the
Evaluations Officer

Personnel Office ab-
stracts pertinent in-
format{on, plans
follow-up action and
files the original as
a permanent record in
the individual's
official personnel
folder

Evaluations Officer
forwards original to
Personnel Office and
duplicate to Office

Career Service Board

Office Career Service
Board reviews plan and
recommendations for

approval of the Assist-

ant Director or Office
head.

~—

Security Information

Supervisor interviews
the individual, dis-
cussing the evaluation,
recommendations and
plans. If action re
item 17 is being teken
so informs individual
and explains his right
of appeal

—P»— routing of PER

related action
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PERSONNEL EVALUATION REPORT

(See Instructions on Reverse Side)

B The Personnel Evaluation Report is an important part of the Career Service Pro-

gram. |t seeks to assure for every person a carefully planned career, with advance —
ment based on demonstrated ability. For the individual, it means an opportunity to
voice his interests and to discuss his job and his progress with his supervisor. To
the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as a whole, it means successful

teamwork based on mutual understanding and respect. . N
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20. COMMENTS {(Continued):

INSTRUCT | ONS
1. instruction to the Administrative or Personnel Officer
Consult current Administrative Instructions regarding the initiation and transmittal of this report.

2. instruction to the person evaluated

and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With

respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out-
side of the Agency, which you consider pertinent to your career development.

3, Instruction to the Supervisor and the Reviewing Official
planning and fostering the development of each person under your supervision, commensurate with his ca—

Although evaluation is a continuous process, it is necessary periodically to record your observations and

bilities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work of a more responsible and difficult nature.

in your comments, which should be terse and precise.

COOPERATION RESOURCEFULNESS
DEPENDABILITY STABILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSC!IOUSNESS JUDGMENT

INITIATIVE LEADERSH!P

c. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
should be kept in mind:
(1) Base your judgment on

a
b
c

What you have observed the individual do or fail to do.
Typical performance as well as critical incidents.
Examples relevant to the duties under consideration.

vt L A e T e a1l ~f the renart and are unfair to others.

Since this evaluation will become an important part of your record, you will want to give to it as much care

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for

pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by—job and day-by—day basis and use this information in carrying out your supervisory responsibilities.

recommendat ions for appropriate action. In preparing the report you should consider the individual‘s capa-

b. The following traits are generally regarded as having some bearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits

accurate Personnel Evaluation Reports can not be overstressed.  The following basic principles of evaluation

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the quatities of the individual as demonstrated during the report period. Avoid exaggera—
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20.

COMMENTS ({Continued):

1.

2.

3.

INSTRUCTIONS
Instruction to the Administrative or Personnel officer
Consult current Administrative Instructions regarding the initiation and transmittal of this report.
Instruction to the person evaluated

Since this evaluation w
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With

Instruction to the Supervisor and the Reviewing Officia)

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
Job=by—job and day-by-day basis and use this information in carrying out your supervisory responsibilities.

Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual's capa-
bilities for further development in his present assignment and his potentialities for more effective

utilization in other positions, including work of a more responsible and difficult nature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop—
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION RESOURCEFULNESS
DEPENDABILITY STABILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSCIOUSNESS JUDGMENT

INITIATIVE LEADERSHIP

€. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed. The foliowing basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

a) What you have observed the individual do or fail to do.

b) Typical performance as well as critical incidents.

c Examples relevant to the duties under consideration.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated during the report period. Avoid exaggera—
tions. They detract from the value of the remmri ang . oved QUL

e b e
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SECURITY INFORMATION

PERSONNEL EVALUATION REPORT

{See Instructions on Reverse Side)

.

The personnel Evaluation Report is an important part of the Career Service Pro—
It seeks to assure for every person a carefully planned career, with advance -

ment based on demonstrated ability. For the individual, it means an opportunity to

voice his interests and to discuss his job and his progress with his supervisor. To
ut a major responsibility, the de-

gram.

the supervisor, it gives assistance in carrying o
velopment of the people he supervises. For the Agency as a whole, it means successful

teamwork based on mutual understanding and respect. :
L. =
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PERSONNEL EVALUATION REPORT

 Items 1 through 6 will be completed by Administrative or Personnel Officer

1. NAME (Last) (First) (Middle) |2. GRADE 3. POSITION TITLE

4. OFFICE STAFF OR DIVISION BRANCH E:::] DEPT*L.{ IF FIELD, SPECIFY STATION
C_— riewn
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To [:::]lnitfal [T Adnuat [ special
[ "JReassignment [ ] Reassignment of Supervisor

Itema 7 through 10 will be completed by the person evaluated

T- LIST YOUR MAJOR DUTIES 1IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH.

OMIT MINOR DUTIES.

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.
s

Name of Course Location

Length of Course Date Completed

9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

!F DIFFERENT FROM YOUR PRESENT JO0B, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS).

10.

DATE SIGNATURE

Items 11 through 18 will be completed by Supervisor

Lll- BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.




s
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12. IN WHAT RESPECT IS THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOT1CEABLY GOOD OR OUTSTANDING?

13. ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THIS PERSON CONCENTRATE EFFORT FOR SELF tMPROVEMENT?

14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possible.)

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON?

17. IF PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE |S ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING
COMMENT ON 1TEMS 7, 8-AND 9, ARE SHOWN BELOW UNDER ITEM 20.

DATE SIGNATURE OF SUPERVISOR

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20.}

DATE SIGNATURE OF REVIEWING OFFICIAL .
20. COMMENTS: (1If necessary, may be continued on reverse side of cover sheet.)
. Approved elease 2002/8198€1CIA-RDP78-03 00700110003-1
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