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DIt;)t ;)Ii)lCIVI I.o.VILIAN tVALUA ccA6 CBOf.t; /~ Fur use ullbis lonn. see AR 690·400; the ptoponent agency is OOCSPER 
IIUIU Ktt'UK I 

PART I · ADMINISTRATIVE DATA 
•• MAME (un. FiliI. MiIIdJt flitiIIJ lb. SSN I c. POSITION TITLE. PAY PLAN. SERIES AND GRADE 
l{b)(6} I !lbH6} I Utility Systems Repairer/Operator WG-4742-09 , 
d. ORGANIZATION Public Works. Utilities Division, Wastewater Treatment I \Xl e. REASON FOR SUBnON 
Plant Section X ANNUAL SPECIAL 

I. PERIOD COVERED trYMMDD} Ig. RATED MOS. n GIVEN TO RATEE 
h. RA TEE CDr~tl&k (JIJf B1III dlrl) 

FROM 010103 THRU 020430 /6 FORWARDED TO RAnE 

PART U • AUTHENTICATION 

I(b}(~) Jl~RmJl .n ... . ",- l .11i1ioQ SIG~(b)(6) r DATE ! ~ .S-: ~ Ll"L 
I - . --

GRADE/RANK. ORGANIZATIDN. DUTY ASSIGNMENT WS-09, Public Works. Utilities Division. WW'rP"Section Supervisor 

b. NAME OF INTERMEDIATE RATER /Opu.....a.1L FilL fill SIGNATURE DATE 

GRADEIlIANK. ORGANIZATION. DUTY ASSIGNMENT 

-. 

l(~~~~ DE S£NlDB RAnR (IMt.Fnt. ......... Sf " DATE J 'h I(b) l(b)(6) I S-i7) '1f·Z. ! 

GRAOEIRANK. ORGANIZATION. DUTY ASSIGNMENT OS-13. Public Works, UuIrties Division Chief I / 

. 
d. RA TEE: I understand my signature dues nOI conslitute agreemenl 01 ff SIGlt6~~BIdFF / d DATE -b I. diSltlftlllllllt witb die mluations 01 the Rller and Senior Rater. and_ely verities f" 

~rlc7~ fart IIIId hillV d81i. 
I ' 1 

PART III· P£RfOlW«NCE AWARDIGUALITY .ri-"CREASE / / 
PERfORMANCE AWARD 

..... 
AWAR~BY f I 

PERCENT Of SALARY I AMOUNT 

OSIIGS willi S"lCI:tfuJ llVll , RIling Only} DATE IYYMMDDJ I FUND CITE 
TO iGildelStl{JJ: 
PARTlY· DUTY DESCRIPTlOIL /RIm) 

a. DAILY DUTIES .HID SCDPE n ....... ""......,... -"" __ iMlJiliou";NInI. Position Description fDA F_ J141 is currset: ~YES UNO 

Serves as an operator and repairer of the wastewater treatment plant, collections systems, washrack facilities, lift 
stations, stormwater treatment systems, oil skil1ll11ers and oil/water separators and their associated equipment. 

b. AREAS OF SPECIAL EMPHASIS Inventory Control, Storerooms 

t. ~DUNSELING DATES FROM CHECKlISTJRECDRD I INITIAL 119/01 

. 1 

v 
A 

PERSONAL 
Commitmeni 
Competence 

Cwor 
l Courage 

,ARMY ETHIC U 
Loyahy 

Duty 
Btlllallilrvic. 

In,,,ilY 

E 
s 

il. BULLET COMMENTS 

ILA TER IOpti{Jna/I 
5/30101 

PART V • VALUES IRlter) 

\

MIOPOINT 
12/11101 

I LATER IOprioaMJ 

I ' OA FORM 7223. MAY 93 Replaces DA fIlm 539l1. DEC 86. which is obsolele on 30 JUN 95 USAPl't VIJ) 



II. RESPONSIBILITIES 

I. TECHNICAL COMPETENCE 
T echnital knowledges. skills. abi6ties 
Doing work riglltlon time 
SoUlld judgement 

2. ADAPTABILITY AND INITIATIVE 
Adjusting to chlnge . situatioll$Ipeople 
Trying new lhings 
Seeking sell·development 

EXCELLENCE 
/bcudssrd) NEEDS IMPROVEMENT 

3. WORKING RELATIONSHIPS & COMMUNICATIONS 
Supporting leam 
Respecting othels 
Elpressing ideas clearlv 
listening/understanding 

4. RESPONSIBILITY AND DEPENDABIlITY 
DependahleirBliable 
Maintaining Ilcilitills/equipment 
COIISII'Ving Supplies/lime 
Peop/e/equipment sefety 

EXCELLENCE 
I&"IIIIz ltd) 

SUCCESS 
!M,Ietssttl, NEEDS IMPROVEMENT 

5. SUPERVISION AND LEADERSHIP 
Mission locusedlparlormence oriented 
SelS '1lDdardiLeeds bv example 
Moli.'lingldevllopiag olbe/l 
Qpilmnling DA ~basis programs/managing resources 

Ii. ~o _0 AFfiRMATIVE ACTION =:= actions 
Provldlnl OPPOrlllllity 
Salvina problems 

EXCELLENCE 
(fxu.stdl 

FAilS 

FAilS 

FAilS 

F~llS 

FAilS 

Spetilic bullet eramples 01 other than ":;Ut;t;t,:>:>. afe manDatOry. 
Specific hullet e18mples of ·SUCCESS· are optional but encouraged. 

I1EIJI(b)t I is a compentent operator and an excellent repairer. 
His per ormance of laboratory operations duties has improved 
this period. [lliJ uses his knowleage and experience in assisting 
his co-workers and supervisor in maintenance skills. [lliJ has 
taken each oJm9rtunity to familiarize and train on plant . 
operations. lfuJ has satisfied the excellence criteria for this 
standard. 

liblJ (b )(6 as no trouble adjusting to chanEmg situatlons, 
con lIons, personnel. [lliJ IS more than willing to try new ways 
of completing tasks. [lliJ uses his knowledge ana experience to 
off~r suggestIOns for proc~ss and ~acility unprovement. [lliJ has 
sal1sfiecfthe success cnterIa for thIS standard. 

b (b )(6 suppgrts team e orts and encourages his co-workers to 
do the same. His background and training really show thrOUM, in 
his abililty. to carefully listen and evaluate problems/issues. In:LJ 
states his ideas clearly-and always asks for clarificatiIDl if [] 
doesn't understand. lLbJ is very customer oriented. lIQJ has 
satisfied the excellence criteria for this standard. 

Will l(b)(6 as proven to be very re iable & dependable. 1S •• 
know e ge of maintaining eQuipment & tools lias increased this 
section's ability to do so. [fuJ 1S constan1iY aware of safety issues 
and has goo<Li!lput for safety training. {bj follows shop policies 
at all times. In:LJ bas taken on the addItional duties of inventory 
conttol and storeroom management for the section. [lliJ has been 
appointed safety officer for the section. [lliJ has satisfied the 
excellence criteria for this standard. 

PART VI . OVERAll PERFORMANCE {Senior Rllted 
i. OVERALL PERFORMANCE 

2 3 

SUCCESSFUL FAIR UNSUCCESSFUL 

A completed PA form 7223-1 was received with Ihis report and consid8led in my 
~ evatulliOllIllll review: 

. 1XJ yP 0 NO IEJplllin NO in Pan VI /JI 

h. BULlET COMMENTS fPerfDlm8llCelPotBntiaQ 



UA:it :;':i I tM CIVILIAN PtHfURMANCE COUNSELING CHECKLlSTlRECORD 
For use of lhis form. see AR 690400: the propDIIllllageru:v is OOCSPER 

RATEE 
~(b)(6) I 
ORGANIZATION PW, Utilities Division, WWTP Section 

PAY PLAN. SERlfSiGRAOE 
WG-4742-09 I RATING PERmo"-.. I/" 

1103/01 -~ '1;.30/0')'" 
PURPOSE. The primary pUlpale 01 COunsefUlIl is 10 define organizational mission and values. ditcuss 
individual jab expeclations and performance. reinforce good performance/work "fated behavior. correct 
problem performance/work raleted behavior. and enhance the Ratee's abililY to set and reech cereer 
gDaiS. The best coonseling Is forward looking. cDllCeJltrating an the fUlur8 and what needs to be done 
bett ... COIIIIS8fiag should be timeiV. Counseling only al the end of the rating is too late since 
misunder$\andingl thaI impact performance and work related behavior ClfUlot be resolved in time lor 
imprDvement before tile nell BIIIIU8I rating. 

RULES FOR COUNSELING. 

1. flce·to·face c;OURSeUng is mandatory for all cMUansin the Base System. 

2. Use this form along with a working copy of tbe Evaluation form 
IDA FOI11l 72231 and the Ratee', posiliDII description lor CDIIductinU p .. formance counseling and 
racording counseling tOllant/dates. 

3. Conduct initial coWlseUng witllin at least the first 30 days of lach rating period and again at the 
nidpoiat of tile rating period. 

RATER 
! (b)(6) 

INTERMEDIATE RATER (Optiofl,Q 

SENIOR RATER 
l(b)(6) 

AfTER COUNSELING 

1. Summarize key points of the counseling on the back of Ihis form and initial in the block provided. 
Yon may attach additioMU pages. 

2. Give tile Rates tile lorm to reviewJinitial. 

3. If the Ratse gave written input, Bttach it. 

4. Forward the checklist through Ibll rating cheln to tbe Senior Rater who shDuId review 1/IlI, when 
satidied Ihal requitemenu are in line with mission needs. initial and date tbe checklisl and relUln it 
toyou. 

5. Give the Ratee a copy iIId keep the oliDinal to UJe lor the nelt counseling session. 

CHECKLIST· LATER COUNSELING SESSION{S) 

t-____________________ -IPREPARATIOIII 

CHECKLIST· COUNSELING AT THE BEGINNING OF THE RATING PERIOD t. Schedule the counseling sessiDII with the Ralee. Tell himther 10 CDme prepaled tD discuss 
t-________________________ --Ilccomplishments and review requirements and effectiveness 01 any completed training. 

PREPARAnOIl 
2. Review notes fram tile last session. 

t. Schedule the counseling session and IIDtifV the Ralas: suggest the Ratee write down ar be leedy to 
discuss ide .. about upectations and requirements. 3. Consider whether priorities or expectations have changed. 

2. &at. copy of the Rate's position dasaiption. rating cheln. the counseling chec:kUst. and a blank 
evaluation '0IlII.. 
3. Tbink how each Value and each RespDllsibility in Pan V of the evaluation form applies. 

4. Declda what you CDllsider necessary for success in each VaiuelResPDllsibilily. Ba specific. 

5. Make DOte$ to Ilelp you with counseling. 

COUNSELING 

1. Explain the ratinu chain and tho roles 01 each ratel. 

2. Discu$S the position description. II the 1l.lee has worked in the job befole. uk jf heJshe believes 
tile dascriptiDIIIs accurale. 

3. Oitcuss items thet requite top priority efiOlt "fB'S of $pedal ,mpoasisJ..,ealbing lhi$ may change 
later. 

4. Discuss each Vallie/Responsibility in Perl V of the evaluation form. Ask the Ratee for ideas about 
whet Values maan and how he/she might perform assigned duties. 

6. Review the Ratee's wlitlan input ill fh\ I provides it. 

6. Dil'UJI whal tesk; and ievel of periorrnan,e you expect for Success. 

7. II you ind tbe Ratee lia.e difflllillt vieWs. discuss them UIltU you botll are claar on requirsments. 
Evon If the Ratte llisaurees.llelshe must understand what you 8lpecl. 

8. Using tbe OA·estaliUsiJad performance standerds and tbe lBsb to be accomplished give examples 
of Excellence to give the Ratee specifics ti aim fur. 

I!. Ask til. Raw abDut urHf gGals I/IlIlraining DHds. 

4. For each ValueiliesponsibUitV. answer these queslions: What has the RatH done? Wllat was 
dDlle well? Why? Whet could bave belli dDlla better? Why? 

5. Makellotes to belp focus when counseling. 

COUNSElING 

1. DbeUJs jab requirements and araas of special empbasis and priorities that have changed lIr thel 
ere new. Ask the Ratee if he/she is baving probIelll$ end needs your help. 

2. If the Ralee gives wrillan input. review il. 

3. TeU how the Ratee is doing. Talk specific examples of observed actions/I'subs. Discun 
dill81ences in your views. Ofler assistance if needed. The goal Is to belp the Ratee succeed. 

4. Give examplas Df Excallance thai ocCUlled or could heve oeemed. 

5. At least during tbe midpoint counseUng session. discuss the Ratee's career goals, the 
afleetivaneu 01 training. and tbe R8tH', pOlenlial to perform higher level or diflerent tasks. 

AFTER COUNSEUNG 

1. Follow the same procedures fOI documenting. initiaUng. and dating as you did fOI Ille initial 
session. 

2. At tile end oltha lating period. use lhe cilecklil! to prepare tbIl Ratas's evaluation. Then attach 
the Counseling Checklist/Record \0 the p8lformance evaluatioli jor II$t by the rating cItaln. Afttil' 
tile Senior Rater Jigns the performance eValuation.lZhlJ r8!UfDS it tD the Ralal' to discuss wilh the 
Ratee. Alter the Ratee signs. Ille Rater submits the evaluation with the dlecltfisl to the serVICing 
personnel of lice lor filing. 

DA fORM 7223-1.MAY 93 Replaces DA Form 5397. DEC 86. which is obsolete on 31 DEC 94 



r D derive Rl$pOosibilities ratilll" thiIlk aboullb. tasks lhal Wel8 performed UIIder eaell 
'lesponsihilily and apply lhe followinG performance standards which ele wrillen at the Success 
lM.ts, level; •• g •• the Ratea IISII8Itv: 

"~CHNICAl COMPETENCE. lias knowledge. skills and abililifl to do the work. Produces 
lcted qualily and volume. Meets deadlines. Works with right amount of supervilion. Gets 

,led lesulu. 

ADAPTABlLlTY/lIIrTIATlVE. Cen wllfk umler prll$SUf8 01 during dlanging conditions. Is willing 10 
Iry new ways. Suggests bttter weys to do busines;. SteksI~cepu developmentel opportunities. 

WORKlllG BELATIDIlSHIPSICOMMUIIICATIONS. As a team member. works weD with group 
and belps others let the job done. Expresses Ideas cleilly. Follows instJUttiOilS IIf asks for 
clarification. Shows respect and is courteous. Shows concern lor customeJ. 

RESPONSIBILITY/DEPENDABILITY. Accepts respomibilily lor own .toons. Keeps wllfk area in 
ardar end aqulpmant maintained. Uses supplies. equipment and time as intended. Con.,~81 willi DA 
emphasis programs. l.g .• Total Army Quality ffADJ, safetVlllCUrity,lntarnel cOII1IDI, iIlvanllifY 
I1IInagement. qualit, assurance. EEOlAA. Schedules nOnelll8lgency leave in advance 10 avoid 
fdver. impact ltl work unit ellactiveneas. 

fOR POsmOftS WITII SUPERVISORY DUTIES: 

SUPERV1SIONWDERSIlIP. Sets and tomnwniCates unit goals Ihat retlect organizational goals. 
Implements/complies with appropriale OA emphasis programs. Sets standardllelds by eaampla. 
Takes timely/appropriate pelSOllllel actions. Recruits/retains quality IlIfc •. Motivates. cIIallenge$ 
and develops subordinates. through counseling on upsetatlons. performance. and career goals; 
evaluates timely. Resolves conlli;t and maintains IIfder. 

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION /EED/AAJ. Applias EED pIiI1ciplBs 
to aII.specls of pelSllllll8l mlllag8llllll1t (e.g., hinng, wining, work assiglll1l8llts/sclJedulu. 
dis&/fJIiIIe, ClJIJIISIIing and 'Wlfds). As appropriate. take, immediate cOllective action if SBluei 
barassment IIf olber disaiminatorylunfair treatment is observed. repllftad IIf suspected. Provides 
leadersbip end emphasis to the uecution of the Aflillllltive Employment Plan. Participates ill 
EED/AA activities and ancourBgeS subOIdinales to do so. 

COUNSEliNG RECORD/lNDIVlDUAL PERFORMANCE STANDARDS 

DATE OF COUNSELING 

INITIAL 

RATEE/RATERl 
INT. RATEHI 

SENIOR RATER INITIALS 

I (b)(6) 

J 

KEY POINTS MADE 

-Clean & WashdowD.areas of responsibility at least once per quarter. 
-Perform as section poe for tum-in of materials and invenrory. 
-Comply with shop poliCies & procedures. 
-Attend at least one outside source of training in water, wastewater, stormwater or collections 
for continuing education units. Failure to attempt may result in loss of certification. 

//'i/a/ ~ 
/ LATER 

IOp_O 

·i 5/~lc, 

MIPPOtHT 

LATER 
fOp/ionIC 

. 
~(b)(6) .. l flh.-ntJl=> Pes-\~j C(~ - ~+e,vd~cJ {; 11- "fOv 

~ I {, LJ )30 /D')- - L:CU~S~Q~ ON S~ U)O~ 
: [I... ~ rc...c..."\-\c.- s ~. e'lVll~ ftV S.~lO,.J ~ 
[ , P ('tar ~ Lv(?fJ..fZ. 

'(6)(6)- -~~---: - e.fJ 5..,i €.- 7c:r.:J d -/-.., r- tJ o-J.J2J. S. ~ .sL,.f.(. ((VJ {l ~ .. n ,. ~ . 

- dOJ U ~ c LuU-l £0.. +<-~ (c..vS \ J'e.f c:..../\ ( ·oAJ..s 

wk. t~ GJCa...t.;.vb ~f-L seCT{cJ~ :JoBS:. 

IlVlIIIE,1IA FfIIIM 122J.' • MAr IJ 





· C;CNc ~tU)~ (b) 9/1-Y/()O .. 
r- R • .JC SYSTEM CIVILIAN EVALUATION REF .r 20 SEt' For use of this form, see AR 690-400; the proponent agency Is ODCSPER 'UUU 

PART I- ADMINISTRATIVE DATA 
iI. NAME fLasc, First Middle Initial) 

I (bU6) I 
lb. SSN 

Ilbll6l I 
I c. POSITION TITLE, PAY PLAN, SERIES AND GRADE 
Maim Mech WG-4749-9-05 

d. Ot1Q~NIZATION .. I r5<l REASON FOR SUnSION 
PW, M&ll DIV., Repair & Utilities Sec~91,l / a v X ANNUAL SPECIAL 

f. PERIOD COVERED (YYMMDD) V I v rg· RATED MOS. Ix, h. RATEf COnBck one and date) 
FROM 990130- THRU ~ 12 X GIVEN TO RATEE FORWARDED TO RATES 

PART II • AUTHENTICATION A~ 

ilb ~~)E OE RAIEB-r'" Fu.~ Middht /njrJ./) 1 (b)(6) DATE 

I 7-/"""0 
GRADE/RANK, ORGANIZATION, DUTY ASSIGNMENT "'/ " V 
WS..()9 PW. M&R. Repair and Utilities Sectiom 
b. NAME Of INTERMEDIATE RATER IOpIlon4lJlwl. F/r$1. 410 SIGNATURE DATE 

GRADEJRANK, ORGANIZATION, DUTY ASSIGNMENT 

.... 
tL NAMI': OF SENiOR RATER (Lllllt. Rtot, MiddIw InItiIIII SIGNIJ(b)(~)lS\ - I '7TE h-(bK6) I . I -I,.'c/ e-I 
GRADE/RANK, ORGANIZATION, DUTY ASSIGNMENT // WS-Il PW, M&R Division Chief ...,..... 
d. RA TEE: I understand my signawl'II does not conatitul4l Tt» b)(6) DATE 
agreement or disagreement with the evaluations of the Rater 
and Senior Rater, and merely verifies Part I and Part IV data. (6) 7-/1-0{} 

PART III • PERFORMANCE AWARD/QUAUTV STEP INcfIEAs&"l 
PERfORMANCE AWARD AWARD APPROVED BY Y 

PERCENT OF SALARY I AMOUNT 

aSI (GS with Successful LeVIII 1 Raring Only) DATE (YYMMDDJ I FUND CITE 
TO (GrI/d,!SttlDJ: 

'PART tV - PUTY DESCRIPTION (Rater) 

'I. IlAILY PLiTIES AND SCOPE (Tolnt.iudfI .. ~tt:: --...".,...,,1--'-_. Position Description 'DA_~74} is corrlfCt: 141_ YES UNO 

Performs a vatie?; of tasks to buildings and structures invo)v~multiple trade skills. Work perfoIIllf!d is 
e=te4 ~ be 0 quality and co~leted in a timely manner. loyee may' also be required to perform other 
au ies as "signed. EmPloyee wil follow all safety and hazardous material SOP's and regulations. 

b. AREAS OF SPeCIAL EMPHASIS 
Customer service and quality of life. 

c. COUNSEUNG OATES FROM I INiTIAL LATER (OptkmalJ I MIDPOINT , I i..ATER (Optional; 
CHECKLIST/RECORD 990201 990801 

PART V • VALUES (Rattlr) 

PERSONAL a. BULLET COMMENTS ~~ 

Commitment W:L~): has displayed a strong commitment to customer service and loyalty. I(b)(j 
V Competence co r.~ sense of duty and integrity are a credit to himself an an asset [0 Public 

A Candor Works and the Ft. Lewis conununity. 
L Courage 

ARMY eTHIC U 
!.oyalfV E 

Duty S SoIflell1l Service 
Integrity 

OA FORM 7223, MAY 93 Replacn DA Form 5398, DEC 86, which is obsolete on 30 JUN 95 1.00 



b. R!SPONSl8I1ITIES 

1. iECtiNICAL COMPETENCE 
Technical knowledge$. ski'ls. abilities 
Doing worle right/un time 
Scund judgement 

EXCELLENCE SUCCESS NEEDS 
IExCtllids Bid} IM.flts scd} IMPROVEMENT 

2. ADAPTAfJlUTV AND INiTIATIVE 
Adjusting to change - situationll/people 
Trying new things 
Seeking .elf·development 

EXCELLENCE SUCCESS NEEDS 
(ExceedB 1I1d! (Meets srd) IMPROVEMENT 

3. WORKING RELATIONSHIPS" COMMUNICATIONS 
Supporting team 
Respa~lng others 
Expressing ideas clearlv 
Listening/understanding 

SUCCESS 
(Miters: sldl 

4. RESPONSIBIUTY AND OEPENDASILITY 
Depenelcble/reliable 
Maintaining facilities/equipment 
Consttrvlng euppliell/tlme 
People/equipment IJafety 

EXCELLENCE SUCCESS NEEDS 
(Exceeds sid) (MHrs .tdJ IMPROVEMENT 

FAILS 

FAILS 

FAILS 

FAILS 

5. SUPERVISION AND LEADERSHIP 
Miasion rocused/performance oriented 
Sel$ standard/Leads bV example 
Motivating/developing others 
Implornenllng DA emphllllill programs/managing resourcee 

fl. SeD AND AFFIRMATIVE ACTION 
R.~actjng digolly 
Actlllvlnp plai'lnod uctions 
Providing opportunlly 
Smvlnu Pl'llbiems 

excEL\.ENCe SUCCESS NEEDS 
(liKeseti •• Id! (Meets: sldl IMPROVEMENT 

a. OVERALL PERFORMANCE 

FAILS 

SUCCESSFUL FAIR UNSUCCESSFUL 

A completed OA Form 7223· 1 w.~ received with this report 
Ilnd considered In mv evajualion and re"iew: 

00 YES 0 NO (Explain NO in Pan VI hI 

THRU DATE SOCIAL SECURliY NUMBEj 
i(b)(6) , 990130- - 000131 

Specific bullet examples of other than 'SUCCESS: aro mondlitorv· 
Speoific buHal examplea of "SUCCESS' are OPtional but encouraged. 

ill:iJ [lli[] has demonstrated the ability to perfonn quality w~ in 
a varlety of trades, and III continues to develop his skilJs. LLJ 
meets or beats suspense dates and employs good judgement. 

practices. 

I I(b)( liS qUl[e depend e, LU sche u es eave we:: 111 advance. 
lLJCaifbe relied upon to accept responsabiliry and follow 

instructions. [[J maintains tools and equipment in good safe 
working order; conserves time and supplies 

to olition. with lOme IIJpervllOry duties 

b. BULLET COMMENTS (PlinortrUlOclI/PotflnriaIJ 

to (b)(6) ~~---: IS 1'1 ;.1",,,,0 Wt>4t-/."C /~/-r;LOY~r-



BASE SYSTEM CIVILIAN PERFORMANCE COUNSELING CHtCKLIST/RECORD 
For use of this form. see AR 690-400; the proponent ageooy is OOCSPER 

ORGANIZATION 
PW. M&R DIY .• Repair & Utilities Section 
PAY Pl.AN. SERIES/GRADE I RATING PERIOD 
Maint Mecb WG-4749-{)9 990130-000131 
PURPOSE. The primary purpose of counseling is to define organizational 
minion and values. disouss individuel job expectations and performence 
reinforce good performance/worle. reiated behavior. correct problem • 
performance/worle. related behavior, and enhanoe the Retee's ability to set 
and reaoh career goals. The best counseling is forward looking 
ooncllnlfltin" on the future and what needs to be done better .• Counseling 
I/hQUld IMt tlmtlV' Counseling only at the end of tho rating is too late since 
rn!lundorllllnrliOlls that impact performance and work related bahavior 
Clannol be ,elOwad in time for improvement before the next annual rating. 

RU!.!!S FOR COUNSELING. 

1. FIIQ.-l0-faqe counseling is mandatory for al/ civilians in the Base 
System. . 

2. Ueo Ihls form along with e working copy of the Evaluation Form 
IDA Form 72231 and tha Ratee's position dascription for conducting' 
performance counseling and recording oounseling cqntont/dates. 

S •. Con~ct initial c~seling wi~hin .at least the first 30 days of each 
rating penod and agam at tha midpOint of tho rating period. 

RATER 
i(b)(6) i 
iNTERMEDiATE RA TEft (Optionsll 

SENIOR RATER 
i(b)(6) I 

AFTER COUNSELING 

1. Summarize kev points of the counseling on the back of this form and 
initiel in the blocl:. provided. You mev attaoh additional pages. 

2. Give the Ratee the farm to review/initial. 

3. If the Ratee gave written input. attach it. 

4. Forward the ohecklist through the rating chain to the Senior Rater 
who should review and. when satisfied that requirements are in line with 
mission needs. initial and date the checklist and return it to you. 

5. Give the Ratee a copy and keep the original to uss for the next 
counseling session. . 

CHECKLIST -LATER COUNSELING SESSION(S) 

~:::":,=:,:,,,:,=--==:=:::::-::=::""!':=-=~~~~~"""!"' ............ -! PREPARATION 
CHECKLIST - COUNSELING AT THE BEGINNING OF THE RATING PERIOD 1. Schedule the counseling session with the Ratee. Telll:ZhllSJ to come 

I:::=:-::==----=:!!.!::::..:..:::.::::..---------I prepared to discuss accomplishments and review requirements and 
PREPARATION effectiveness of anv completed training. 

1. Sohedulll the counseling "ssion and notify the Ratee; sug(jllst the 
Rate~ write down or be ready to discuss Ideas about expectetions and 
requirements. 

2. Get a copy of the Ratee', position description. rating chain. tho 
oounseling ohecJclllt. and II blanl:. evaluation form. 

a, '1'Ilinlt nClw.Doh Value and each Responsibility in Part V of the 
evaluwdon form applies. 

4. ~ whit you consider necoS5BrY for succass in IIl1ch 
Va\UolRnponaibility. Be specifiC. 

6. Make nCltell to help you with coull8eling. 

COUN&EUNG 

1. Explain the rating chain and the rolos of eoch rater. 

2. Discuss the position description. If the Ratee has worked in the job 
before. uk it helahe believes the description ill accurate. 

S. DillOuss items that require top priority effort (1I1T111S of 8P*ciai 
amp/lll6i$}-reallzing this may change later. 

2. Review notes from the last senion. 

a. Consider whether prioriDee or expeotations have changed. 

4. For esch Value/Reeponaibility. answer these qumons! Whet has the 
Ratee done? What was done well? WhV? What could have beon dono 
better? Why? 

5. Make not811 to help focus when counseling. 

COUNSELING 

1. Discuss job requirements and erea. of ",oclel emphaais and prioriUea 
that have changed or that are new. Ask the Retee if holshe is having 
problems and needc your help. 

2. If the Rateo gilleo written input, review it. 

S. Tell how the Ratee is doing. Talk specific axamples of observed 
actlons/rllllUlts. Dlscuse differenoes in your views. Offor a_stance if 
noeded. The goal is to help the Rat" succeed. 

4, =-.aoh Value/Responsibility in Part V of the evaluation form. 
tnt 1 .... about what Value. mean and how helshe might 

4. Give exempies of Excellenoll thet oCGUned or could have occurred. 

6. At least during the midpoint counseling BOssioR. dillcun the Rateo's 
ASK caroer goals. the effectivanees of training. and the Rate. 'II potential to 

perform higher Iellel or different tasks. 
perform _go.d duties. 

5. Review the Retae's written input if he/she provides it. 

e. Discuss> what tasks and lellel of performance you expect for SuOCGBs. 

7. If you and the Ratee have different viaws, discuss them until you both 
are cleer on requirements. Even if the Rate. disagtees, he/she must 
understand whet you expect. 

B. Using the D~"litablished performance standards and the teaks to be 
accompJished gIve e)(amples of excellenoe to give the Ram apeoifioll to 
aIm for. 

9. AlIk the Ratee about career goal$ and training needs. 

AFTER COUNSEt.ING 

1. Follow the same procedures for documenting, initialing. and dating as 
you did for the initial selision. 

2. At the end of the rating period, use the oheoklist to prepare the 
Rat"" evlliuation. Then attach the Couneoiing ChecltlllltlReoord to the 
Pllrformanoe ellaluation for use by the rating chein. After the Senior 
Rater iligns'the performance evaluatlon. he/ahe retums It to the Rater to 
discuss with the Ral8e. After the Rate. IIIgn8, the Rater IlUbmits the 
evaluetion with tho checklist to the eorvicing personnel cffice for filing. 

PArolfM 7223-1.MA Y 83 Replaces 011. Form 5397. DEC 8S. which III obllolete on 31 DEC 94 IJSAPIIC V1.00 



DA RESPONSIBIUTIES AND PERFORMANCE ST ANOARDS 

To derive Responsibilities ratings, think about the tasks that were 
performed under each Responsibility and apply the foUowing performance 
standards which ara written at tho Success (Melita) level; e.g •• the Ratee 
usually: 

TECHNICAL COMPETENCE. Has knowladge. skills and abilities to do the 
work. Produces expected quality end volume. Meets deadlines. Works 
with right IImount of supervision. Gats desired results. 

AOAPTASILITYIINITIATIVE. Can work under pressure or during chenging 
conditions. Is willing to try new ways. Suggests better ways to do 
business. SeeksJaooapts developmental opportunities. 

WORKING RELATIONSHIPS/COMMUNICATIONS. As a toam member. 
works well with group and helps others get the job dono. Expresses 
ideas olearly. FoUows instructions or asks for clarification. Shows 
respect and is courteous. Shows ooncarn for customer. 

RliSpaNSIII~ITYJDEPENDABIUTY. Accepts rasponllibility for own 
aationa. K"P' wark arell in order and equipment maintained. Uses 
IUppfill •• qulpmlln~ and time as intended. Complias with DA emphasis 
progrDml, o.g., Total Armv QuaUty (TAOI, safety/¥Qurity, internal 
con~al. inventory management. ",ality aasurance. EEO/AA. Scheduleli 
nonomergenoy leave In aavence to avoid adverse impaot to work unit 
effectivenns. 

FOR POSITIONS WITH SUPERVISORY DUTIES: 

SUPERVISIONILEAOERSHIP, sets IlIlQ communicates unit goals that 
refleot organizational goals. Implements/oomplies with appropriate DA 
emphasis programs. Sets GtanderdJleads by example. Takes 
timely/appropriate personnel actions. Recruita/retalns quaity forca. 
Motivates. challenges and develops SUbordinates. through oounseling on 
expectations. performance, and career goalll; evaluates timely. Resolves 
conflict and meintains order. 

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION fEED/MJ. 
Applies EEO principles to all aspects ct persormel managemant le.g., 
hiring. training, work assignments/schedules, dl$cipline, coufIS(J/inl1 and 
awards). As appropriate. takell immediate corrective aotion If sexuel 
herassment or other discriminatory/unfair treatment is observed. roportad 
or IlUspected. Provides leadership and emphasis to the execution of the 
Affirmative Employment Plan. Participates in EEO/AA aotivities and 
enoourages subordinates to do so. 

caUNSEUNG RECORCIINDIVIDUAL PERFORMANCE STANDARDS 

DATE OF 
COUNSEUNG 

INITILLJ 

990201 

RATEE/RA TER/ 
INT. RATER/ 

SENIOR RATER 
INITIALS 

LATER T 
IOptional} 

MIDPOINT 

990801 

REVERSE. DA FORM 7Z:U-1, MAY 13 

KEY POINTS MADE 

I (b)(6) ~ontinues to progress. 
,---~ 

The imponance of updating his resumex was discussed. 

U$AIIP(: VI.CO 





.. ",...... ........ u vc,.. 
(P-I'l o~ ., ' .. 

' .. - (P- lc-ojA . . .. 
BASE SYSTEM CIVIUAII EVALUAnON REPORT 

FOI usa of this 101m. 11M Aft B90-400; 1111 proponent qencv is ODCSPER 

I'm I· ADIIIIIITUTlVE DATA 
L WlE fWt. Ii#. MiWlf fIiIiI4 I b. SIN I Co 'POSITIDW TITlE. PAY I'lM. SBIIES AID GRADE 

Illb)(S) I 1 (b)L6\ "I Utility Systems Repairer/Operator WG-4742-09 
t OR6AIIIlATIII Public Works. Utilities Division. Wastewaler Treatment I [XlI. IlEAIOKFOR 1IMnlON 
Plant Section X AIINUAl SI'fCIAI. 

I. I'£IIIDO COVEII£D (Y'IMMIJDJ la. RlTtOJ~' 
I h 6MII TD RAm 

II. RATffCnA':Mct_Mlf*tt 
FRDII 030S0 1 TffIU 040430 fORWARDED TO RA TE£ 

PUT II· AilTllElJDnOli 

~..., I SIW,(b)(6) I DATES/IS/Ot( 
&RA.IIUIMI.IftWlIlATIIIII. DUTY ASS&IIoIfNT '1 j 

WS..oo. PubflC Works, Utilities Division, WWTP SectiOD Supervisor 
b. IIAIIE Of IITWIEDIATE MTEII.--rc ., I SIGNATURE DATE 

GlWlfmAill. ORGAIIIZA TIIII. OUTY ASSlGIIMaIT 

" A 

~~M_.D'TnI 
(b)(6) J Iftt._ .... I SIGaIA,(b)(6) I i~~/tt~ 
IlIIAD~AIII(, DIIIIAlIZATIII,., 0tITY WlGNUENT I OS-13, Public Works, UtUilies Division Chief J(b)(6) 
.. 1ATEE: IIIIIiIrIUDd II\' :: _. CGIIIIIIuII..-u ... SIGMA (b)(6) DATE 
....... willi .. ft'" , ,J" lID .. SIIiIr ..... __ Illy mil. (t;)( 3 -:';t) -0'/ p.j I .. Part N • . 

PAiT II, PERfe I 
I'9IfIWWlCE AWARD ...........-.1'1'1IU • .rv' 

PaltaIT Of SWIIY 1 AMOIUIT 

!lSI K1S ...,.1«:ccuN UNI , b,., DttIyI DAT£tmIIIIJIJJ IfUMOCrrE 
TO, 
I'UT IV· DU1l1l£lClll'T1GII {l/ll1I/ 

~. DAlLYDllTEliAIIDSCD!'c/T._., .......................... 1IIAoaI. PoIiIilo~~_J~IaCIIIIKl; ~ m UIO 
Serves as an operator and repairer of the wastewater treatment plant, collections systems, wasbrack facilities, lift 
stations. stormwatcr treatment systems, oil skimmers and oil/water separators and their associated equipment. 

II. AIIW OF IPfew. EMPIWIS Was.bracks 

1:. CllUtlsa..ti DATES ffIDII CHECr:USTJI£l:ORD IIIIITIAl 5/30/03 1 LATEII,q.&/IIoIID 1~1119/03 I LATER,q,~ 
PAIITV . VAUlEIm.t1f/ 

PElUtiL L BULlET CDNIlENTS 
CenInI\II1IIII 

V C ....... 
A tIDdIr 

L Cu. 
AIMY ETHIC U 

lIVlljy E 
DIlly 

S S6sss.c .. 
hllibJ 

DA FIlM 1221. MAY 83 .. 
RepiKIl DA fann 5398, Of i6'l\flf' _Ill 30 JUN 95 

_CWIJII 



b. RESPONSIBILITIES 

1. TECHMICAl COMPETENCE 
T.cImicIII kJIowladDes. skills. abililies "'*" .. J /i;lion time 
1otIIiiI ...... 1 

2. ADAPTABILITY AND INITIATIVE 
AdjIIatlng 10 dIange • SilU81iDnsipllllple 
Trrillg new tIIing$ 
Seekiag .alf·devtlopment 

EXCELLENCE 
(ExteSis ltd! NEEDS IMPROVEMENT 

3. WORKING RELATIONSHIPS &. COMMUNICATIONS 
SuppDl'tlng lum 
RuptCting otm 
Expressing ideas clvady 
UslPiaglundelltendillg 

4. RESPONSIBILITY AND OEPENDABI1ITY 
DependibIeIreliable 
Mlintmina lacifiti9$/aquipment 
ConnrvinQ auppliesltime 
P_I~$llety 

5. SUPERVISION AND LEADERSHIP 
MissiolllOCUSld/pelfarmance oriented 
Stts aIOIIdardiLesds by example 
Mfllivltlngldevelopillg.olllers 
ImpIamantIng DA emphuis progratn$/maneging ruoun:e! 

6. fED AND AFfIllMA TIVE ACTION 
Re$pacting digIlltV 
AchiIYing pIII1Il8d action$ 
ProvidlllvoppOllllrlitv 
SoII1ing problarns 

EXCELLENCE 
/Eullds EtdJ 

FAILS 

fAILS 

FAILS 

fAilS 

SOCIAl SECURITY NU'r.i"'MB7.ER~-----, 
Ilb)(6) 

, THRUOATE 

Specilit bullat uampllll of othel Iban "SUCCEss.' are mandatury. 
Specific bullel examples of 'SUCCESS' are optional but an_'aed. 

030501 - 04(V:30 

[lliI] f(b)71 is a compentent operator and an excellent repairer. [lli] 
uses liiSlCnowledge and experience in ~isting his co-workers 
and supervisor in maintenance skills. lib, hasoeen assigned 
r~~ir and op'erations duties of the centralized washracKs. The 
SW Washrack is substantially complete this rat4lg period and the 
improvements are significant and are anticipated to reduce repair 
costsl. 

lili11(b)( . has had little troub e a ~usting to changmg SItuatiOns, 
cond~ personnel. ibJ was recently assigned wasmacks 
O&M. libJ IS willing to try new ways of completing tasks. ill:iJ 
has satisfied the criteria for success in this staildara. 

ppgrts team e forts and encourages hi,s co-workers to 
do . His background and training really show throuuh in 
his abililty to carefully listen and evaluate problems/issuesr';--,iibj 
states his ideas clearlund always asks for clariflCation if lLJ 
doesn't understand. iili: is verY customer oriented. libJ has 
satisfted the criteria for excellence in this standard. 

b has proven to be very re iable depen able. IS 
know ge of mainqrlning ~ipment & tools fias increased this 
section's abilitY. to do s'k,lLbJ follows shop policies and schedules 
leave well in aijvance. l1bJ has taken on die additional duties 
propertY, book management for the section and HWT for exterior 
plants. ill:iJ has satisfied criteria for excellance in this standard. 

PART VI • OVERAlL PERfORMANCE fS/mior nit'" 
I. OVERALL PERFORMANCE 

SUCCESSfUL fAIR UNSUCCESSFUL 

A completed DA fonn 7223·1 was rKeivad with this repoll and cOMidered in my 
IVIlUition and review: 

IX] YES 0 NO lfxpllin NO in /lilt VI/JJ 

IIVIIIII. 1M fDIlM 111l MAY fJJ 

b. BULLET COMMENTS 1IWIIJfIlIIIlcI/PotelJlillJ 

USAm V1.8\ 



BASE SYSTEM CIVIUAI PERFORMANCE COUNSEUIIIG CHECKUSTIRECORD 
Fill use of IIIis 101m. II1II AR 690-400; lhe propOntllllQllIICY is OOCSPEIl 

RATEE 
[fuill A. Will] 
ORGANIZA TlIIN 
PW. Utilities Division. WWTP Section 
PAY PLAN. SERIES/GRADE I RATING PEIlIOD 
WG-4742-09 511/03 • 4130/04 

PURPOSE. The primaIy JlUlpose of counseling is to define IlIganizalional milliDn and vdles. dis~uss 
individual job U~I.tioas and perlG!mance. reinfOlca goad parfGlIllllli:e/wOIk related behavior, correct 
p!Ob/em perlD/llllllC.lwOlk related behavior. and enhance the Retee', ability to set and reach carall 
UDaiS. The bast counseling is I_lid looking. concentrating an the IUlure .nd what aeeds to be done 
beller. Caunlellng abuidrI be timely. C"unseling oal, II the and af the riling is 100 1111 slnr:e 
miSlllllierSllodings thel impact parfDlllllllCe and work related behavior cannol be rasolved in time 101 
inlmw.manl before the Rllt lMUaI reting. 

IIULES FOR COUNSEUIIG, 

1. face·lo·lace couosetina is mandatory 10/ all civilians in the Base System. 

2. Usa 1Ilis flltlllllDng willie working copy ot the Evaluation FIItIll 
IDA F.nD 72111 and the Ret .. ', position description 10/ conducting plllormence counseling and 
recortlinu COUIlIaiing CIIIIlentldales. 

3. Conduct initial counllliJlg within at lent tile fUJI 30 days olaacb raling period ana again II the 
nidpoiftl 01 the riling period. • 

RATEIl 
(b)(6) I 
INTERMEDIATE RATER (Optional) 

SENIOR RATEIl 

(b)(6) I 
AfTER COUNSELIIIG 

I. Sumlllafiz. kly points ollhe counseling on the back olthb 101m and initial in the block provided. 
You may 8uach additional pegas. 

2. Give the Ratee the farm to IBview{lIIkial. 

3. lithe Ratee gave written input, attach iI. 

4. FGlwerd the checldiit Ihrough the rating chain to the SlIIlior Rater who should review and. when 
satisfied lhet requiremanls era in line wkh minion nands, initial and date the ch,ckUl and retorft It 
to rou. 

S. Give !be II!! .. ! copy and keep Ibe orilllAillli US.liii the aell counuling sassian. 

CHECKUST· LATER COUNSELING SESSION(S) 

t----------------------I PREPARATION 
CHECKUST • COUNSELIIIG AT THE BEGINIIING OF THE RATING PERIOD 

PREPARATION 

t. Sd!edIIIe the coullQ/iqg session IIId notify Ihe Ratee; IUDU8111be Ratat wlile down 01 be ready to 
discuu ideas aboul eqJICtl\lGlts IIId laquirtmeRII. 3, Colllider Whelhlll priorities or IIpectetiOlls have chanQed. 

2. Oel a copy 01 the Ratee's position dell:riptian.rlting chein. the caunseling chacldist. and i blank 
evaJuetion farm. 

3, Think how eech Value and each Re$ponslbitity in Part V of the evaluation fOlm eppties. 

4. Dtcide whet vau eOllSide! .naceuary lor IUCC8SS in each ValueIR8$pondlititv. Be apecifie. 

5. Make lIotes 10 help you with counseUnu. 

:etlUNSEUNG 

1. Explain the , __ and the roles of aach tater. 

2. Dlsculllht position dmr/ption. II the Rllee hal warked in the job belore, ask II helma believes 
the dasuiption "accurate. 

3. Discuss items thet rlquire lOp priority a/lOlI {'((!lIS of splCili ,mp/IasisJ .. realizing thi$ mav change 
laler. 

4. DiscIiSS each V_Responsibility in Part \I Dltlle evaluation tarm. Am lila ReIse lor ideas ,bout 
whet Values _ and how bel. _I pertOllD auigned duries. 

6. Heview the Ratle's written input if he/she provides il. 

e. Distuss whet tasks and level of performance you expect ler Suttess. 

7. II you and the Ralte haVI different views. distills them untH you OOth.,1 clw on requirementli. 
Even ilthe Ral .. diSligrees, belshe /IIUII underalend what you Ixpetl, 

8. Using \he DII,"labished performance standards and the tasks 10 blacCOlll/lfimad give examples ,I 
Eltelente to give thllletae IPICIlics III lim '01. 

9. Ask the Retee about £If.er 1I0IIs and ttaining needs. 

4. for each ValuelResponsibility. IllIwer these questions: Whal has the Ratee done? WhIt was 
done well? Why? What coulIl have bean done betler? WIly? 

5. Make nates to help focus when cauoseling. 

COUNSELIfiO 

I, Discllss job relluir_UIIId areas olljllcial "sis and prioritlas thai have changed or thet 
are new. /uk the RatH if belshe is having p!obiems and III8ds yllUI help. 

2. II the Rille givas written input review il. 

3. Tall bow the Relee is doing. Tali speclIie asampla, 01 abserved actiolWr'lUlts. Discon 
differances in yllUI ~itws. Oller .ssislne II needad. The uoeI is to help the Ratee succeed. 

4. Give ~Ies of bcallenl:e thet Dtcuuad Dr could heve eccurred. 

6. [l] lust dUlino the midpoinl counseling amlon. distllli the Ratte'S £lfeM goal$, the 
IUactiveness of training. and the Rllee's potential to perferm IIluber !avalor different tasks. 

AFTER CDUNSEUIIG 

I. follDw the same procedures lor decumanllng, iniUaIing. and dalingls you did for the initial 
session. 

2. AI tile and of the riling perind. use thecileckliJtlO prepare the Rette', _Ilion. Than altach 
the COUAJeIing CllecklistJRecOIG 10 the parfonnanc8 avaJuelion 101 use iy 1M rating chain, Alter tbe 
Sanior Reter aigns the perlonnancillVeluallan. he/she r,tums it Ie the Hatar 10 IiIIw wkh the 
Ratee. Aft,r tile Rete. siga$, the Rater aubmirs the Iveluation with the checklist to the slllVidng 
personnel olliee fer filina. 

Pl FORM 722"""'V 83 ReplIcas DA FGlm 5397, DEC a6. wi1ich II Dbsolete an 31 DEC U4 
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DA RESPONSIBILITIES AND PEllfGRMAICE STANDARDS 

To dative Respanslhilitiu ratings. 1hiA. _I !III tasks Ibll were perlollnad under eacb 
Re;pansibilily and apply lhi fol\owllg pllforlllllllCa "andaros wbicb are wrillan It lhi Success 
(Mill$) lavel; e.g .. lb. ReIH ullIIIIv: 

TECHNICAL COMPETDICE. Has knowledge. sklIIt and abililias to do Ibe work. Produces upecled 
qualily II1d VlIIume. Meats deadlines. WOIb with right amaDIlI 01 supervision. Gats dame results. 

ADAPTlIIUTYnNITIATIVE. Can work under preuura or during changing condiuons. Is willing to 
"V IItW ways. SUUgl$ts bauer ways to do business. Seeks/acr:epls developmental opportunitil$. 

WORKING RELATIOftISHlPS/COMMUNICATIONS. As a team member. works weH wilb group and 
helps olhers get lhi job done. Expresses ideas cleady. follows inslluctioll5 or esks lor clarification. 
Shows "spacl en. is courteous. Shows conCtm 101 customer. 

RESPONSIBILITY/DEPENDABILITY. MC8p1$ respon5iblUIy fill own actions. KelPS work lIee in 
order and equipllllllll maintIiIed. Uses supplies. equipment and Wne es inltllded. Compfl8S willl DA 
0IlIIlhal" programs. e.g •• TOlol Army IluaIily (TAf}), saletylsecurity. internal conI/ol. invlI1!Qry 
l11II\au,menl. quality assurance. EEO/AA. Schidules Honemerganev leave in advance to avoid 
.warsa impacllD lIIurk unk eflectiYaneu. 

FOIt POSITIGIS WITH SUPERVISORY DUTIES; 

SUPERVISION/lEADERSHIP. Sets end ~ieateS unit goals thit /llIact OIlanilAtionailDals. 
L'llIllBllISlllsieomplies wi~~ epprcprillie OA emphasis PlOg!llllS. S!ltlllaruillldllellls by IXIII!!IIe. 
1akB$ timely/appropriate plrsannel.clions. Recruitslretains quality 100ce. MotiYetes. chellellgt; 
and develops suboIdinales. thlllugb COUIIsaiing an expectations. perflllJllallca, II1II Willi goals; 
evaluales 1imeIy. Resolves conflict and maintains order. 

EQUAL EMPLOYMENT OPPORTUNITY/AfFIRMATIVE ACTION IEEOIAAJ. Applies £EO principles 
to IU aspacl$ of perlOnnaI management /e.g .. biting. tlaining, Wilt Uligl1l1lfllts/ubldd,s. 
distip6ns. tD/IIISeIing IIld 'WlltIsJ. As appropriate. takes immediate cOlIettiYa mion if "IUBI 
hllassmaPl 01 other discrimillatury/unfair lI.almenl is Ghservw. reported 01 ,.cted. Provides 
IeadeIship and emphasis to Ihe elacution of lhi Affllmelive EmpIovment Plan. Participates in 
EEOlAA activities and encourages suboullnlles 10 do so. 

COUNSEUNG RECGRO/lNOIVIOUAL PERfOltMAliCE STANOARDS 

DATE Of COUNSELING 

INITIAL 

LATER 
fOptionalJ 

MIDI'IIINT 

II \ l~\O 'j 

LATER 
(Oplil/IIIJ 

RATEEIRA TER/ 
INT. RATER! 

SENIOR RATER INI1IAl.S 
KEY POINTS MAIlE 

"'(b:-:)-;C(6::7)---rl-Complete assigned PM by suspense dates. 
-Complete assigned Operations & Recordkeeping per procedures. 
-Perform wasmack & storm treatment equipment maintenance per TMs and SOPs. 
-Meet QA requirements for assigned work. 
-Comply with shop policies & procedures. 
-Attend at least one outside source of training in water. wastewater. stormwater or collections 
for continuing education units. Failure to auend training may result in loss of certification. 

1 (b )(6) ...... 

I 
I 
I 
I 
I 

L-.~_ .. ~~.~"~~ 

REVERSE. DA FORM 11IN. MAY 13 





r---------'--' '-'l - U I .... ., ... , 
_ '1 {JI '/ t· 

F . CIVIUAN PERFORMANCE RI- JG .-' 
o ...... of this form. _ AR 69Q.400 C • IIIIP_ .430: tIMo ,, _ _ V is DCSI'ER 

1. NAME (LGt. TInt. .111) A,NO $SN PART I - ADMlNlSTIUIo.TIVE DATA 

41. PERIOD COVERED 

~, PflOM., 0A14 ".3 
o TO:;2 \!N-I 'H-

6. ~~~!~:~:~:~~SJ~~~F 6. TVPE OF RATING 
~ ANNUAL. 

7. IF PROBATIONARY,INDICATE 
R6COMMENOEO ACTION 

FROM: Oc...T ";Z 0 SPECIAl. 
o RETAIN 

REMOVE FROM POSITION 
(SF 62 IJttoeh_d) 

s, Joe El.EMENT 

PROBATIONARY 

PART 11- PERFORMANCE eVALUATION 

CE 
b 

RATING 
(' 

Joe eL.EMENT 
(J 

• 1> ; • M ,=xc 
9. EL.EMENT RATING EXPLANATION ~ 

Ollt FORM 5398, DEC 86 

COPY: 

OJ>. FORM I53eIl-R. Mollo V 86 MAY BE useo 

o EMPLOYEE 0 SUPERVISOR 0 OPF/EPF 
RECORD 

o OTHER 

RATING 
c 

E..xc 
EKe 

£Xc 



PART 11- PERFORMANce EVALUATION (Continued) 
9. ELEMENT RATING EXPL.ANATION (Conrinu~d) 

I 
" 

I 

I .. 
I 

I 
· I 
I 
• I 

PART III - INDIVIDUAL DEVELOPMENT PLAN 

i 10. 

I . 
I 
I 
I 

PART IV - SENIOR EXECUTIVE SERVICE (SES) ONI. Y 
n. R ECOMMEN DA TIONS 12. FlATING OFFICIAL APPROVAL 

PERFORMANCE SALARY PERFORMANCE 
ReCOMMENDING OFFICIAL RATING 

SALARY AWARD (BONUS) ADJUSTMENT AWARD (BONUS) 
~ c " b 

Q 

YES NO YES NO i 
I> ~- --'i 3UPE1'1 Vl80R I I 1EVIEWING OFFICIAL (Optional) ea-_ ---'" 'ERFOFlMANCE REVIEW SOARD ! I 

.Vote: SES members may respond in writing to their initial ratings. They a.Iso may request higher executive level review either before I .. atings are liubmitted to the Performance Review Board or after final rating is assigned. but not both. See AR 690-900. chapter 920, 
Subchapter 5. 

· PART V - COMMENTS 

.~ ________________________________ ~P~A~R~T~V~I_-_SU~M~M~A~R~V~R~A~T~IN~G~I.~eV~El~ ________________________________ --4 
1\4, 
" cgjeXCfi,PTIONAt. O HIGHLY 

succeSSFUL 

117c, PFIB REPRESENTATIVE NAMe AND TITLE 

O FULLY 
. SUCCESSFUL D M'N'MAI.I..Y ACCEPTABLE! 

SATISFACTORY 

PART VII - AUTHENTICATION 
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C JAN PERFORMANCE PL.AN 
I"AGE 

PAflT 1- ADMINISTRATIVE PATA 

\ Nt-ME a •• II, "'''1, MI} ~ 5S" 
I (b)(6) . i

l 

:/. NAME .1110 1..0CATIO ... OF 11!"'''1..0VIIIIG OHlef 

HQ, I CORPS AND FORT LEWIS 

hi 
3, :~"'ITION TITI..E ANO NUMllEtI!, PAY PL.AN, SERIES AND 

GRAoe/L.eVEL 

DIRECTORATE OF ENGINEERING AND HOUSING 
OPERATlONS AND MAIN'l'ENANCE BRANCH 
ROADS AND SANITATlON BRANCH 
WATERIWASTEWATER PUNT SECTION WATER TREATMEh"f PLANT OPERATOR 

WG-5409-D9 *84127 FORT LEWIS WA 98433-.5000 

JOe El.EMENTS CE 
b 

1. FACILITIES Y 
OPERATIONS 

, 
! , 
I 
I 
i 

2. RECORDKEEPING AND I Y 
COMMUNICATIONS I 

PART II - PERFORMANCE ELEMENTS AND STANDARDS 

PERFORMANCE S'T ANOAR~$ 
C 

OPERATES ALL COMPONENTS OF WATER PLANTS, BOOSTER PUMP 
STATIONS, WATER STORAGE AND SWIMM~G POCL WATER TREATMEtlT 
FACILITIES IN A MANNER CONSISTEI\1'! ~~TH ESTABLISHED OPERAT
ING PRACTICES SO THAT WITHIN PHYSICAL AND MECHANICAL 
LIMITATIONS, NO PREVENTABLE REGULATORY VIOLATIONS OCCUR, AS 
DETERMINED BY MANAGEMENT. MA~TAINS ROOT~E AND SPECIAL 
OPERATIONS OF THE PLANTS IN ACCORDANCE WITH ESTABLISHED 
PROCEDURES AND SUPPLEMENTAL WRITTEN OR ORAL INSTRUCTIONS.· 

~O OR THREE MINOR FAILURES DURING A RATING PEPJOD TO PER
FORM IN THE ABOVE MANNER, AS DETERMINED BY MANAGEMENT, MEETS 
THIS ELEMENTj ONE OR NONE EXCEEDS. 

INFORMS SUPERVISOR AND/OR CO-WORKERS AND RELIEVING SHIFT 
OPERATORS AS NECESSARY OF UNUSUAL CIRCUMSTANCES, OCCUR
RENCES, SPECIAL INSTRUCTIONS OR PRECUATIONS TO BE TAKEN, 
AND DOCUMENTS SAME IN THE DAILY OPERATION LOG. REVIEWS 
PREVIOUS LOG ENTRIES AT START OF EACH SHIFT. ACCURATEl.Y 
DOCUMEt:TS LABOR MID EQUIPMENT USAGE. 

TWO FAILURES DURING A RATING PERlOD TO PROPERLY DOCUMENT 
THE ABOVE IN A TIMELY MANNER NOT RESULTING IN ENDANGERMENT 
TO PERSONNEL OR DEFICIENCY OF OPERATIONS OR TREATMENT AS 
DETERMINED BY MANAGEMEI\1"f MEETS T'rlIS ELEMENT; ONE OR NONE 
EXCEEDS. 

3. CHEMICAL TREAT- 'Y A. ACCURATELY PERFORMS CALCULATIONS AND ADJUSTS CHEMICAL 

I I FEED RATES, REPLENISHES CHEMICALS AS NECESSARY, ENERGIZES MENT AND SAMPLE 
ANP~YSIS 

I tllATlC PROCESSES TO ASSURE CONTINUITY OF TREATMENT. 

* NOTE: 
I 

STANDBY EOUIPMENT, OR SUBSTI11.lTES MANUAL PROCESSES FOR AUTO-

Failure to m~et any portion of multiple standards applicable to one job element may 
warrant "NCT MET" fortne entire element. 

I ! (continued) 
PART III - "UTH~NTlCATION 

SIGNATURE CATE 

PA FORM 5397, DEC 86 D.<- FORM 5:357,P .. MAY 86 MhY BE USED 



C1vi11an Performanoe Plan (oontinued) 
NAMf:: 
Water !reatment Plant Operator 
WG~5409-o9'8~'27 

JOb Pemects 

PAGE 2 OF 2 

Perfprmance Standards· 

S. (Continued) ONE MINOR, SHORT TERM DEFICIENCY DURING THE RATING PERIOD. AS 
DETERMINED BY MANAGEMEtIT, CONSTITUTES A MET; NONE AN EXCEEDS. 

" 

B. USING PROPER Tf.CHNIQUES, COLLECT M'D/OR ANALYZE RCXJTINE OR 

Li. EQUIPMENT MA!J~TE- "If 

l'jANCE AI\'D PM 

5 • TOTAL ARMY QUP.LI'IT 'i 
EFFORTS 

6. FAC!L!T!l!:S 
~U.:!:t:!£NANCE 

'7. RESOURCE 
CONSERVATION 

N 

Ii 

SPECIAL WATER SAMPLES AS DIRECTED FOR pH, RESIDUAL CHLORINE, 
PHOSPHATE, FLUORIDE CONTENT, COLIFORM CO!-l'TENT, ETC. RESULTS 
WITHIN 10$ OF TRUE VALUE CONSTITUTES USEABLE SAMPLE RESULTS. 

'NO INSTANCES DURING A RATING PERIOD OF NON-USEP.BLE SAMPLE " 
RE9ULTS MEETS THE STANDARDj ONE OR LESS EXCEEDS. 

INDEPENDEN'Il.Y TROUBLESHOOTS, REPAIRS AND MA!~TAlNS COMPONENTS 
OF TREATMENT PLANT, WATER STORAGE, BOOSTER PUMP STATION AND 
SWIMMING POOL WATER TREATMENT FACILITIES AND COMPONENTS \;,!'IB
OUT MORE THAN NORMAL SUPERVISION. PERFORMS AND DOCUMENTS 
PRE\TENTIVE MAINTENANCE (PM) ACTIVITIES WITHIN SPECIFIED ';11£
FRAMES AS DIRECTED. 

THREE INSTAnCES DURING THE RATING PERIOD OF OVERLOOCING MInOR 
MAL}'1JNC'!'rONS AUD/O}{ MISSED SUSPENSES rep. PM ACT!ONS ~IDT 
RESULTING IN EQUIPMENT DAMAGE OR DECREASED pERSONtIEl. SAfE~ 
CONSTInITES A MET; ONE OR NONE AN EXCEEDS. 

TWELVE DOCUMENTEJ) INSTANCES EXEMPLIFYING EFFORTS IN THE AREA 
OF TAO DURING THE RATING PERIOD (SEE ATTACHED EXAMPLES). 

~~LVE DOCUMENTED TAQ EFFORTS DURING THE RATING PERIOD 
CONSTITUTES AN EX CEEDS; LESS THAN 12 A MET. 

MAINTAINS GROUNDS AND ALL FACILITIES, ON OWN INITIATIVE, IN 
A SAFE, CLEAN AND PRESENTABLE STATE OF APPEARANCE INCLUDING 
PAINTING, WASHDOWN OF EQUIPMENT AND FACILITIES, LAW~: MO\HNG 
I:.ND WATERING, LIGHT BULB REPLACEMENT, SPILL CLEAlm?, ,,'EED AND 
BRUSH REMOVAL, SPOT PAINTING, ETC. 

OVERLOCK!NG TWO OR THREE OF THE ABOVE ITEMS DURING THE RATD~G 
PERI~D CONSTITUTES A MET; ONE OR NONE EXCEEDS. 

CONSERVES 100' ... 3, UTILITIES, SUPPLIES Arm EQUIPMENT; HAKES 
FULL USE OF AVAILfl3LE TIME IN DAILY OPERATONS, UTILIZING 
SUPPLY tISCIPLINE A~~ SECURITY MEASURES ADEQUATE TO PROTECT 
GOVERNMENT RESOURCES FROM WASTE AND P~USE. SECURES L!G~!NG, 
EQUIPMENT AND UTILITIES WHEN NOT NECESSARY FOR O?ERATIONS. 

TWO INSTANCES DURING THE RATING PERIOD OF DEFICIENCY IN THE 
ABOVE MEETS THE STANDARD; ONE OR LESS EXCEEDS. 

2 





fJ 5<'1 /~ l-;- 9QO//2 .' (.- t. -

BASE SYSTEM CIVILIAN EVALUATh ... l~ REPORT 
For u" 01 l1li, 10l1li _ Aft 080-0100: the proponent iQefICY II DCSPER 

PART I - ADMINISTRATIVE DATA 
a. NAME (L../, Fir.',lIldd!.'nllull III. SOCIAl. SECURITY NUt.I8eR Ie. POSITION lITLE AND NUMBER. PAY PLAN. SERIES AND GRADE 
IlbHB) -.-J I/h\(RL. I WATER PLANT SUPERVISOR, WS-S409-08 

cI. ORGANIZATioN I •• REASON FOR SUBMISSION 
PUBLIC WORKS, PRODUCTION DIVISION IXI ANNUAl. 0 SPECIAL 

I. PERIOD COVERED (YY ...... ODJ g. RATED II. RATEE copy (ChfIC/c on.lllld tiM.) 

ITHRU 
toroNTHS, 

X I GIVEN TO RATEE I I FORWARDED TO RATEE FROM 970103 980102 12 
PART \I - AUTHENTICATION 

1.[ (~) OF RATER IY'1. FlT .... 'ddl.,nllull r, .......... n" 
(b)(6) I DATE 

\ -4- TA/J '16 I 
GRAOEIRANK. ORGANlZAliON. DUTY ASSIGNMENT I 

GS-12, PUBLIC WORKS, PRODUCTION DIVISION, ICHIEF, ROADS AND SANITATION BRANCH 
II. NAME OF INTERMEDIATE RATER (Optl_I) (ua, FI,.t, "") SIGNATURE DATE 

GfWlEIRANK. ORGANIZAliON. DUTY ASSIGNMENT 

/? 

e. NAME OF SENIOR RATER (1..I",FI,., .... lddl.InJU.I) Sll(b)(6} 
I D~!i q5? I (h\/&:\ I' Jit-/II 

GRADE/IWII(, CRGANZAlION. DUTY ASSIGNMENT . .,... 
GH-13, PUBLIC WORKS, PRODUCTION DIVISION, ;:aIEl', PRODUCTION DIVISION 

do AA TiE: IIIlCIIrtIand my lIIgnaIure cIoea nol CGIIIIItute II(b)(6) 

r ;; ti9~ '1;? 
iGf ..... 01' ..... -' Willi .. evaIuati_ of .. Rater 

~ aM &InIor flaW. lIIId _ely verIlIOIe Part I and PartlY cIaIa. 

PART III - PERF~ 
0 r 

o. 

I'ERFOfIMANOE AWNllJ AWAIID "V BY 

PERCENT OF SALARY AMOUNT 

as! (GS w/Jb SUQIl ... 11I1 '--III 1 Rilling Only) DATE (YY ...... DDJ I FUND CITE 
TO (Gr.dIllS'fP): 

PART IY- DUTY DESCRIPTION (RM.,) 

a. DAILY DUTIES AND SCOPE (T olllQ/lld ••• fPpropriMI.: I*lPI., ."ulpmenl. iltllllltl .. ,1IIId dollar.). Poeillon Deac:riplion (DA FDrm "74) I. oorrect: 111 '1' •• DNo 
SERVES AS SUPERVISOR OVER THE WATER PLANT SECTION lXERCISING J'ULL RESPONSIBILITY FOR 
CONTROL OVER WORK OPERATIONS INVOLVING 5 SUBORDINATE WOlUtERS. OPERATES AND MAINTAINS ALL 
uw~~. or THE WATER TREATMENT PLANT SYSTEMS AT FORT LEWIS. MAJOR WATER TREATMENT PROCESSES 
Ufct.Qf)E CHLORINATION, FLUORIDATION, CORROSION CONTROL, pH ADJUSTMENT AND SAND AND GRIT 
REMOVAL. MONITORS, MAINTAIN AND ADJUSTS TELEMETRY SYSTEM. 

b. AREAS OF SPECIAl. EMPHASIS 

c. COUNSEUNG DATES FROM I INITIAl. 
LATER (Opti_l) I MIDPOINT I LATER (Opl/orull) 

CHECKLIST/RECORD 970109 970612 

PART V - VALUES/RESPONSIBILITIES (RM.r) 

V rERSONAL L BULLET COMMENTS 

CommItment *MAINTAINS A WOK3, WTP03 AND CCSl CERTIFI TION 
A Competence *IS AN EEO COUNSELOR 

L Candor *16 A LEAD FACILITATOR 
Courage 

I A:-iMY ETHIC U Loyalty 
Duty E 

Se:tl", Service S irMgrlty 

D~ FORM 7223, OCT 92 Repiacell Oil. Form 5398. DEC 80. .men IS oosotele 



RATEE'S NAME (U.,. FI,.t,Ulddl"IIIII~) lsoo, !CURITY NlJJ.IBER ITHRU DA. 
IlbW3l I I (h \(f'\\ I 980102 

b. RESPONSIBILITIES $plc:lfic bullet UII'IIjlIet 01 "EXCEEDS ST ANDAROS.· or "FAILS" at. mandatory. 
Spedfic bullet .xampIe. of "MEETS STANDARDS' at. oplional but WICOuraoect 

1. TECHNICAL COMPETENCe * SHOWS OUTSTANDING KNOWLEDGE IN ALL AREAS or WATER 
Ttdlnk:al knowIedgea. IIdU .. ilbilill •• 

TREATMENT Doing wlllll righi/OIl lime 
Souncl.ludgerMnt * CONTINUES TO UPDATE AND IMPROVE SHOP SOP'S 

eXCELLENCE SUCCESS NEEDS FAIJ.S 
(ElCoHd •• td) ("'.s ltd) IMPRO~ 

[&1 0 0 0 
2. ADAPTABIUTY AND INITIATllJE * CONTINUES TO IMPROVE SKILLS BY ATTENDING TRAINGING 

Adjuatlng to c:hanQe • lillllationalpeople * MAINTAINS CERTIFICATION HIGHER THAN REO'D Trying new tNngs 
SMkIng soIf-doveiopment 

EXCELLENCE SUCCESS NEEDS FAILS 
(ElCoHd. stdJ ("'"" ,td) IMPROVEMENT 

[&1 0 0 0 
3. WORKING RELATIONSHIPS &. COMUUNICATIONS * CONTINUES TO WORK HMD TO IMPROVE WORKING 

Supporting """ RELATIONSHIPS BETWEEN EMPLOYEES ~ot/w(a 
Elqnsaing idIat cIeaIIr * CONTINUES TO IMPROVE COMMDNlCATIONS WITH EMPLOYEE 
~Ulldlrlllncina * WORKS WELL SUPPORTING OTHER SHOPS EXCELLENCE success NEEDS FAILS 

(ElCoHd, .td) ("'Nt • • td} IMPROVEMENT 

0 [i1 0 0 
... RESPONSIBIlITY AND DEPENDABIUTY * SERVES AS AN EBO COUNSELOR " LEAD FACILITATOR 

DIIpencIM/eII'4IIIIbIa * PROVIDES TOURS OF FACILITIES TO INTERESTED PARTIES MaInUInIng IIIGillllelloqulflll*ll 
COIIMNIng IIIPJ)IIoaItlme INCLUDING YOUTH GROUPS 
PeopIaIeqlllpnwlt .... ty * DOES OUTSTANDING JOB or NAIN~NING FACILITIES EXCELLENCE success NEEDS FAlJ.S 

(ExcHd. stdJ (M.." lItd) IMPROVEMENT 

r!I 0 0 0 
Numb". I M" •• pl, to poaitloM with 101M .... "".." duU •• 

5. LEADERSHIP AND SUPERVISION * AWARDS EMPLOYEES FOR SUPERIOR PERFORMANCE 
Miuion IocUIecIIpenonnance oriW4Id * COMPLETES EVALUATIONS ON 'lIKE Seta 1tIIIIdatdII. ... ~ uampie 
Woll¥allngldlv*opinQ 0 .... 

~ DA ...... prosrillllll1ll/1lQinQ '.lOur_ 
EXCELLENCE SUCCESS NEEDS FAILS 
(E)(cHdll .td) (Moot. std) IMPROVEMENT 

[i) 0 0 0 
6. eeo AND AFFIRMATIVE ACTION * SERVES AS AN DO COUNSELOR 

RlII*Iina dignily * EMPLOYDS CROSS-TRAINED AT INCINERATOR s.ttInQIlCIMvinQ ooail 
Providing opporIUnity * PROVIDES TRAINING OPPORTUNITIES TO EMPLOYEES 
Solving problema 

EXCEU...ENCE SUCCESS NEEDS FAlJ.S 
(ElCcHd. ltd) (MM' .td) IMPROVEMENT 

[&1 0 0 0 
PART VI. OVERAU PERFORMANCE (SMiof R.IIH') 

.. 0YEfW.L I'ERFOf\MANC£ b. 8Ul.1.ET COMMENTS (PorIOlINll"IPoIIIIJliIIl) 

i(b)(6) I ?!.,v < c.--.. ~. ~J -;/-

I;: I I 
.... ~/ ... ~--. / c7 ); r rc ' t -.. /e ___ T'-r:; ,/ 

1 2 3 'L ,r-t-1.. t"- I·--.J <' .' '--<' 4 5 ,.-:' (' '"; - I ' 

l ~ .r?;' (' / rf"~1 SUCCESSFUL FAIR UNSUCCESSFUL (J ) .:h-.-II ~(/I''t'' 

A compleled DA Form 7223-1 WAC rec:elved wilh Ilia r!!pOrI IIld 
co"aiaerad in mv walu:a&lon a/'ICI review. 

C Val C NO (Explilln NO In p.n VI bJ 

-REVeRSE DA FORM 7213, OCT S2 



r BASE SYSIEM CIVILIAN PERFORMANCE COUNSELING CHECKLIST/RECORD 
For use 01 this form sue AR 690-400; lhe proponenlagancy is OOCSPER 

ORGANIZATION 
pua~~O WORXS, OPERATIONS & MAINTENANCE DIV 

PAY PLAN, SERIES/GRADE IRA TING PERIOD 
WS-S409-0S 3 JAN 97 THRU 2 JAN 98 

PURPOSE. The primary purpose of counseling Is to define organizational 
mission and values. discuss Individual job expeclations and perlormance, 
lelnlorCle good performance/work related behavior, correct problem 
performance/work related behavior, and enhance the Ratee's ability to Bet 
and reach car.er goals. The best counseling is forward looking. 
concentrating on the luture and what needs to be done better. Counseting 
should be timely. OounseUng only at the end 01 the rating is too late since 
misunderstandings that impact performance and work related behavior 
oamot be resolved in time lor Improvement belore the next annual rating. 

I-"JLES FOR COUNSELING. 

;. Face-te-Iace counseUng Is mandatory lor all civilians in the Base 
::ystem. 

~. Use this form aiong with a workln!? copy 01 the Evaluetion Form 
iDA Form '1223) and the Ratee's POSItion description for conducting 
performance counseUng and recording counseling contenl/dates. 

3. Conduct InItlel counseling within at least the tir;t 30 days of each 

J 
iNTERMEDIATE RATER (Optionlll) 

SENIOR RATER 

l(b)(6) 

AFTER COUNSELING 

1. Summarl2e key points 01 the counseling on the back 01 this form and 
Initial in the block provided. You may attach additional pages. 

2. Give lhe Ratee the form to review/initial. 

3. If the Ratee gave written Input, attach it. 

4. Forward the checkHst through the rating chain to the Senior Rater 
who should review and. When satisfied that requirements are in line with 
missicn needs, initial and date the checklist and return It to you. 

5. Give the Ralee a copy and keep the original to use for the next 
counseling session. 

CHECKLIST· LATER COUNSELING SESSIONS(S) 

r~~~~ ..... _______________ -IPREPARATION 

CHECKLIST· COUNSELING AT THE BEGINNING OF THE 

ratingperJod and again at the mldpolnt of the rating period. 

RATING PE 10 1. Schedule the counseling session with the Ratee. Tell him/her to 
t-=::::::-:-:::-:-::::-:-::-___ ..:..:.:..:..:..:.:..:..::::....:...=.:.R.:.:.::..:D:.... _______ -t come prepared to discuss accomplislvnents and review requirements and 
D~EPARATION effectiveness of any completed tralnlng. 

; .;. Schedule the counsalJng session and notify the Ratee; suggest the 2. Review notes from the last session. 
. natee write down or be ready to discuss Ideas about expectations and ,equiramenll. 3. Consider Whether priorities or expectetlons have changed. 

J; 

,I. Ch •• ,It Dr If ... Ailee's position description, rating chain, the 
. ~ouna'lIn; chiclltl." and II PIlIAA evaluation torm, 
I 

: 3. Think how lac/! Yalull ancii each Responsibility in Part V of the 
! -!vsluatlon form appU.s. 

'4. Decide wha* ~ou oonslder necessary for success in each 
! lalua/R8tponslblUly. Be specific. 

l:s. Make notes 10 help you with counseling. 
I I COUNSELING 

:~. Explain the rating chain and the roles of each raler. 

! .,. Oiscus& the position descriplion. 1/ the Ratee has worked in the job ! '''for~, ask If hell1he believes the description is accurate. 

i :. DiscUSII Items lhat require top priority effort (lJreao of special 
, '71phasisJ--reaUzlng this may change later, 
I 

-. Discuss each Value/Responsibility In Part V of the evaluation form. 
. Ak the Retee for Ideas about what Values mean and how he/she might 
-.rtorm assigned duties. 

.. Review the Ratea's written Input if he/she provides it. 

.. Disouss what tasks and level of performonee you Ilxpect lor Success. 

II ~OU .ncllhe Ratee have different views, discuss them until you both 
HI ell" on requirements. Even if the Rales disagrees. helshe must 

i ,.r..:ilrttlnd what you expect. 

.: ·1. "'lfIG the DA .. stabllllhed performance stancmrds and the tasks to be 
IIICOlIII\pllsheci vive examples 01 Excellence to give the Ratee specifics to 
; tim till'. 

•. Ask Ihe Ralee about career goals and training needs. 

":' \ FO"~ 7223·', MAY 93 

4. For each Value/Responsibility. answer these questions: What has lhe 
Rete. dona? What wall done well? Why? What could have been done 
better? Why? 

5. Make noles to help focus when counseling. 

COUNSELING 

1. Discuss lob requirements and areas of special emphasis and priorities 
that have changed or that are new. Ask the Ratee If he/she i& having 
problems and needs your help. 

z. 1/ the Ratee gives written Input, review It. 

3. Tell how the Ratee Is doing. Talk specific examples of observed 
actions/results. Discuss dillerences in your views. Offer assistance if 
needed. Tha goal Is to help the Ratee succeed. 

4. Give examples 01 Excellence that occurred or could have occurred. 

5. At least during the midpoint counseling session. discuss the Ralee's 
career goals. the effectiveness of training, and the Ratee's potential to 
perform higher level or dillerent tasks . 

AFTER COUNSELING 

1. Follow the same procedures for documenting. initialing. and dating as 
you clId for the initial session. 

2. At the end of the raUng period, use the checklist to prepare the 
Ratee's evaluation. Then attaoh the Counseling CheckllstiRecord to the 
performance evaluation for use by the rating chain. After the Senior 
Rater signs the performance evaluation, he/she returns It to the Reter to 
discuss with the Ratee, After the Ratee signs. the Rater submits the 
evaluation with the checklisl to the servicing personnel office lor IIUng. 



DA RESPONSIBILITIES AND PERFORMANCE STANDARDS 

To d&rive Responsibilities ratings, think aboul the lasks thaI were 
performed und&r each Responsibility and apply the following 
performanoe standards which are written at the Success (Me~I$) level; 
e.g., the Ratee usuaUy: 

TECHNICAL COMPETENCE, Has knowledge, skills and abilities to do the 
work. Produces expected quality and volume. Meets deadlines. Works 
with right amount ot supervlsion. Gets d&siled results. 

ADAPTABIUTY/INITIATIVE. Can work under pressure or during 
changing condilions. Is willing to try new ways. Suggests better ways 
to do business. Seeks/accepts d&velopmental opportUnities. 

WORKING RELATIONSHIPS/COMMUNICATIONS. As a team member, 
works well with group and helps others get the job done, Expresses 
id&as clearly. Follows instructions or asks lor clarification. Shows 
respect and is courteous. Shows concern lor customer. 

RESPONSlBIUTY/DEPENDABtUTY. Accepts responsibiRty lor own 
actions. Keeps work area In order and equipment maintained. Uses 
suppllee, equipment and lime as Inlendad. Complies with DA emphasis 
programs, 8.g., Total Army Quality (T AQ), safety/security, internal 
contrOl, Inventory management, quaUly assurance, EEClJ AA. Schedules 
nonemergency leave In advance to avoid adverse Impact to work unit 
effectiveness. 

FOR POSITIONS WITH SUPERVISORY DUTIES: 

SUPERVISION/LEADERSHIP. Sets and communicates unit goals that 
rallect olgani:tatlonal goals. Implements/complies with appropriate OA 
emphasis programs. Sets standard/leads by example. Takes 
Umeiy/approprlate personnel actions. Recruits/retains quality 100ce. 
Motivates. challenges and develops subordinates, through counseling on 
expectations, performance, and career goals; ellaluates timely. Resolves 
conUlc! and maintains order. 

EQUAL EMPLOYMENT OPPORTUNITYfAFFIRMATIVE ACTION (ffO/AA). 
Applies EEO prinCiples to all aspects 01 personnel management (e.g., 
hiring. tlalning. work assignments/schedules, discipline. counseling and 
awards). As appropriate, takes Immediate corrective action if sexual 
harassment or other discriminatory/unfair treatment is observed, reported 
01 suspected. Provld&s leadership and emphasis to the execution ot the 
Affirmative Employment Plan. Participates in EEO/AA activities and 
encourages subordinates to do so. 

COUNSELING RECORD/INDIVIDUAL PERFORMANCE STANDARDS 

DATE OF 
COUNSELING 

INITIAL 

l(b)(6)-~1 
l_~. I 

LATER 
(Optionlll) 

MIDPOINT 

12JUNO) 7 

LATER 
(Optional) 

RA TEE/RATERI 
INT. RATERJ 

SENIOR RATER 
INITIALS 

i(b)(6) 

! 
i 

i 

Ii 

REVERSE, OA FORM 7223-1, MAY 93 

KEY POINTS MADE 

- WILL SUBMIT IJO's TO IMPROVE PALNT OPERATIONS & EFFICIENCY 
- WILL CONTINUE TO IMPROVE COMMUNICTIONS & WORKING RELATIONSHIPS 
BETWEEN EMPLOYEES , 
- \tJor~ ~ IlltproJe- e~ICI'ettc'f of' 'P 14iI..+ O(:X!.I(?..7 KJI"1..5 

- {. 1/r(tIrl:J::d i. YfA.'Je, ytvd sl1;+1- m (;"'f'W~ ~ pe~ln.S 
- C ercH/) L,\€- 10 J..p~ f' \a.rJ- Sj p ~ 

I 
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BASE SYSTEM CIVIUAII EVALUATION REPORT 
Fo! use ol lhil/onn. lea All 690-400; !he PfGPOlllll1lgencv i~ OOCSPEJI 

PART I· ADMIIIISTIIATIV£ DATA 
•• NAME /lilt. RItI. Midd/I IlJiluD lb. SSllbilSi 

I c. POSITIDN TmE. PAY PLAN. SERIES AND GRAIIE 
I(b)( ](b)(6\ I i Utili£)' Systems Repairer/Operator WG-4742-09 I 

II. ORGANIZATION Public Works, Utilities Division. Wastewater Treatment I Jxl" REASON FOR SUBnDN 
Plant Section X ANNUAL SPECIAL 

I. PERIGO COVERED /'IrMMODJ I" RATED MOS. ~ ~ II. RA TEE CDn"'Ck 11111 iIId dlleJ 
FROM OOOl:KlD3 THRU 010102 U /.1 GIVEN TO AllEE FORWAIIDED TO RATEE 

PAIIT II· AUTIIENTICATION 

.(b)t~ OFIlAIEft iUAf. ~k.titI SIGHATUIj (b )(6) J DATE 1/1/ t:Jf/; V-, 

GRAUElllANK, DRGANIZATION. DUTY ASSIGNMENT WS·09. Public Works. Utilities Division. WWT~tion. Supervisor 

b. NAMEOFINTERM£DtATERATER/IIoI.iouQIWtIirl.MQ SIGNATURE DATE 

GRADfJlIANt(. OIIGANIZATIDN. DUTY ASSIGNMENT 

I t. flAME OF l:I:lIl11R RAnI! /I..~ litt_"'" ~IGNATURE I (b }(6) 
I DAI /'1/01 ~ .(b)(6) J [(b)(6) I 

GRAD£/IlA/fK. ORGANIZATION. DUTY ASSIGNMENT OM·13, Public Works,.{Jtilities Division Chief 
,. 

lI. RAm: IlIIdtrstllld my ''"'lUte doeIlIOl tetlSlilute IgtHlllOlll Qf [(b){6) l V'/i j;/ tliur.eemeat wiIh lhe avilualiOns of IhI &alill/ld SIHliol R.III, and 1111111, 
,.11 IS l'ilItlllld Pili IV dila. 

Ii 
PART III • PElI ~ I L / 

PERFOIIloIANCE AWAIIO AW48D APPROVED BY 
PElICENT Of SAlARY I AMOUNT 

OSI ISS wiJII SlIcmtfllll"" I Rllinl DIlly! DATE trrMMDD! I FUND CITE 
TO 16l1li11$,1111.' 
PART IV • DUTY DESCRIPTION IR.r.t/ 
•• DAILY DUTIES AJ.IO SCOPE iT.",., ... , ",",",,': ~.IfOipIIwtII. u-. oM_". Position Dascriptioll/llllm.iHl Is corlet!: ~yt8 LJNO 

Serves as an operator and repairer of the wastewater treatment piant, collections systems, washrack faciliries. lift 
stations, stormwater treatment systems, oil skimmers and oil/water separdtors and their associated equipment. 

b. AREASDfSPECIAlEMl'HASIS ISO 14001. Plane Library 

._-
c. COUNSEUNG DATES FROM CHECKLlSTIRECORD jlNlTlAl IlATElI (Op/illllll/ I MIDPOINT I LATER {()P/i,;,/! 

02/02/00 07121100 
PART v . VAlUES IRillW i 

PERSONAL i BULLET COMMENTS 
Clllllllilllllini 

V CUI..,"tllCi 
A CWOl 

l COUltVR 

ABM\,ETHIC U 
loyallY E 
Duty 

S Stllllu Serviti 
In_I, 

(\ f ( 

IIA fDRM l223, MAY 83 Replaw DA Fenn 5398. DfC 86. wIIich is wsillet. on 30 JUN 95 :V'. (',\il\!)1 ",,/ USUPC ~1 UI 

". ~) H J 



~--------~------------------------~--~--~--------------~~--~-------------.-----. RATEE'S NAME fUll. FllSt. Midd/' Ini/~P::-:-=-:-_---, SOCIAL SECURITY Nr,U""MBc-;ER,::-:--_, TIIAD OAT£ 
[ilil[J I (b )(6) I lh){6) ooo130·010l02 

b. RESPONSIBILITIES 

I. TECHNICAl COMPETENCE 
T eChnicllklllwfedgas. skib. abdilies 
D.inv work ligbllcr. lima 
Sound judgement 

SUCCESS 
{Mills sidl NEEDS IMPROVEMENT 

Z. ADAPTABILITY AND INITIATIVE 
Adjusting \0 'hinge' siluarionllpoopli 
T ,yillg new thingS 
SealliJg sell·dtve!oplnenl 

J WORKINIl RELATIONSHIPS 81 COMMUNICATIONS 
SulJllgf"'lIll1m 
IlesptCling othrn 
EJprulil19ldm clelllV 
lisltllinOlllfldlrl1811lliug 

SUCCESS EXCELlENCE 
Ibtuds std} (MillS std) NEEDS IMPRDVEMEt.IT 

4. RESI'DNSIIlIUIY AND D£PENDABIlITY 
OePlndnle/tliiable 
I.biAlainillglaelliriesllquipmenl 
CDf1SIIVIII9 suppliesllime 
FeQplellllUJIIlnenl sale:y 

UCEllENcr 
r(~teetls 1/111 , 

SUCCESS 
IMW!lttl/ 

! 

S. SUPERVISION AND LEADERSHIP 
lIiiuion IDcuHdlparlolRlanta DI18Rled 
Sel. lItDderdlLeids bV fWII,"& 
Motiv.l_ve!opmD Glliers 

NEEDS IMPROVEMENT 

ImpfllllllllitlQ DA _asis progullUJmallagill!f resourca. 

6. £EO AHO AffIRMATIVE ACTION 
Rispecoog dignit V 
Adlitvitg pi.Mad l~tIan$ 
Providing lIJIIonunllV 
SolYlI1g ptDbllms 

EXCEllENCE 
(EKIIfIs lfIil 

FAilS 

FAILS 

fAILS 

FAllS 

FAILS 

SPlcllic bullelllanfII/U 01 Oillerlhlll ·SUCCESS." Ire mandalory. 
Spacllic lIullall1l1np/es 12 'SUCCESS' III oplIORal hut encouraged. 

11b)J l(bJ( i is a compenteru operator a~d an ex~eUent repairer. 
HIS Qe onnance of laborat~r operatlOIlS duties has been 
satistacto . [{b] bas used knowledge and experience in 
assisting ~ co-workers an sl!Pervisor in maintenance skills. [lli] 
has taken each opportunity to familiarize and train on plant 
operations. [[J fias satisfied the success criteria for thIs standard. 

I i(b){j bas no trou e a !.Iustmg to c angmg SItuatiOns, 
conditIOns, personnel. [] IS more than willing 10 try new ways 
of completing tasks... u.:.::: seeks self-improvement througb trainmg 
on and off post. l£.tL uses his knowledge and experience to offer 
suggestions for Qrocess and facility iny)rovement. [IbJ achieved 
wastewater certIfication this fall as a Group n Plant Operator. 
[lli] has satisfied the excellence criteria for this standaru. 

liblJ l{Q2iJ suppgrts team e orts and encourages his co-wor ers to 
do tile same. His background and tra.in.i.ng really show througlt in 
his abililt~ to carefully listen and evaluate problems/issues. lfuJ 
states his ideas clearly-and always asks for clarificatlcm if lL 
doesn't understand. lfuJ is very customer oriented. lLbJ has 
satisfied the excellence criteria for this standard. 

I1blJ I(b)( : has proven to be very reliable dependable. His 
knowlea'ge of maintaining ~ipD1ent & tools lias i.ncreased this 
section's abilin' to do so. lLJ IS consta~aware of safety issues 
and has goodjnput for safety leaining. I(b) Ifollows shop P9licies 
at all times. lLJ has satistieo the excellence criteria tor tfiis 
standard. 

I IQ olidonl wltlllOm. *" IImolY lIutin 

PART VI· OVERALL P£RfGRMAIICE (Sui" ta,,,, 
•. OVERAU PERFORMANCE 

SUCCESSFUl UNSUCCESSFUL 

A Compleltd DA fOliO 7223·1 was ,eceived willlllNs ,.,011 and CDlllUUlfed in my 
evailUliDf1 end review: 

~ YES 0 NO fE.xpflJiJ NO in 1',(1 1'1 bJ 

REVEII$l: IIA FORM 1211. MAr 83 

b. BUllET COMMCt.lTS fl'lffo111J8nct/P6ll111(iiIIJ 

i(b)(6) 
, 
I 

~~ fI,. 7~ <. r ;:..;;-;( .?--

0. :::/1"/)""'., .... , .:o/. I~· 
/e(.J. """'" ;J~//F I 

USAI'I'C nOl 



BASE SYSTEM CIVILIAN PERFORMANCE COUNSELlIIG CHECKLIST/RECORD 
For 11$1 allhis 18IIIl. lit Aft 6110-400; tile PlOPOIltIli IQIIlCY i5 GDCSPER 

RAm 
(b)(6) I 

ORGANIZATION PW, Utilities Division. WWTP Section 

PAY PLAN, SERIES/GRADE 
WG4742-09 I RATING PERIOD 

0000130·010102 
PUBPGSe. The primarr purPOSI 01 cOUIISelinp Is to define elglllbaliGnil mission Ind valun. distun 
illdividulll jGIJ IlptCl.liaas and )I8IloRUllCe, reinfolCl good PIII'ortllllH:l/wori rfllate1l blll.vior. torletl 
problem per/orllllllttlwork ,alllId IleblviDr. IIld 111111111101 the Rllea', abilily 10 lelD filch ,weer 
gOIII. The bes. 'IIIIII_U is laIWArdllloking. concenlralina an !be lulurl.nd whIIl need.! 10 be done 
b.llir. C8IIIIsIIing sbllUldbllmly. CGUIIsliing only at the,nd of !be r.lIoo is 100 I.le sine. 
milU/ldlfstllldlnvs that impact IItlfORMlCe and work lelaled ~ehlvior ClUIlOI be lUoIved in lilll' for 
!mpIOVIII1IIlII belar. liIe IItlt annuIl r'ling. 

RUllS fOR COUNSeut.lG. 

1. FICI·IO.f.C. CGURS.g is IIIIIIdalory lor all eiYirWlt ill the Blae Sylltm 

2. Uu tbilI8IIIl along wilh • _ling copy ,'Ih. fvWllioli FOIm 
fDA hIIIl7211J lAd lilt Rllft's pelldan dtlerlptionlOl collducliAg patlolU18IIC8 tOWliing and 
,,,alllinil CGlInHlinii cantentldll", 

3. Conducl initlal COUIIlIling within III .. SIIIIe iitSI 30 deYi of eadI fBlilg period I/Id 101m 11l1li 
midpain! .'Ihe '1liAi peria4. • 

HATFI! 

II(b)(6) l 
INTER MEDIA TE RA fER IOptiDolll 

DOR 8ATFB 

\ (b)(6) 

AfTER COUNSELING 

1. SUIIIIlllllue by points 01 Iha taunsllling on the w"k of llois IOIAI 01111 inllill in lbe bllICk provided, 
You mty alltdllddi\ional pagll. 

2. Give the Rllilih. lenn to leviewrllitial. 

3. llihe Rllee gaVD wtltllll input. atlach it. 

4. folWlld Ihe checklisl dlrough the raling cbail! 10 Ihe Senior RaItt who should review Ind, when 
n1i51111d 1iI.llequI,emants lI.m line witll mission needs. iIili.land d.le tilt cltteldin Ind '1IUIn it 
lQ you. 

5. Give Ihe Rllte ; copy GIld keepllle arigillillO use lor IiIe nut counseling union. 

CHECKLIST· LATER COUNSELING SESSIONIS} 

1-----------------------1 PRff'ARATlON 
CHECKLIST· COUIISEUNG AT THE BEGIIINIIIG OF THE RATING PERIDD 

PREPARATION 

1. kheiuI.1hI Cll/llitling ,wmp ami nolily ,hi Rllee; suggest Ibe Ralu wlile dawn 01 be leidy \l) 
discUS'.I" IIfIICI.liIllllll1d IlIjIIilllmenlS. 3. CooSidtr wbethal priol~1h 01 upeclllliollS nave tllingld. 

I 

2. Gil. ~ DI lhe Ratee' $ posilian diwiptlon. rililly chiin. lile C811f1SIling checldisl. and a IIIInk 
IUlu.lion fQllll. 

3. Tbnk how tach VIIue lAd 8ith ResponslbllilY in Pert V 0' die evalualion lorm Ippias. 

4, Decide whit you tlIlIlIIllI necesSiry tlilluccesS in ncb lIa1ul/liHpansiblllty. Be'llealil:. 

5. Make notas 10 help you with counseling, 

COUNSEUMG 

1. ExplaiD the r'li/Iv chain lid lilt roles olllldl 11'8:. 

2. Iliscuu 1M 1I0aition dlscrlplion. lIlbe Rat" bas wOIkad in the job belore. uk if btl"" baUil/u 
Ibl """plion is Etullte. 

3. Discuss itamllhetllquir. lop priority Ilfol1 {.III., ~I fP4dli ~1!I14sJ.'1 .. Uling II1is mty chaoge 
lillil. 

4. OIscuss lach lIaIa,lfttsponsibility in p," V 01 tht e~elualian 101m. Ask lhe R"ee 101 ideas about 
wh.t Vllues 1118111 and how hal. might jlefform .&signed dUlil>. 

5. Reviaw th.llalu's wrilten input il halsbe PIllV~ it. 

6. OiWl$s what Wk& iIId levI! 01 perl.rmaru:e you upeC! lor SUCClQ, 

" If you Ind ilia a.leeMv. dillerlll! view •• weun lhem UIIII you bod! 'ie dllt on requiramenlS. 
Even illile al". diulfU$. hIlsbe must undelStallll whit you Ilpeti. 

8. Usino Ihe DA-tSlIbIisIwI performanCl standurds Ind tile ImllD w ItcomplUJuuj give eUll1jIlel 
01 ExCtllenClIO give tile Hallie speci/ic: 10 lim fOI. 

9. il$k Ihi R.1Ie about Clleer Golls II1d lraining 1ltIIi •. 

, 
, 

4. for Udt VeIueIRespanaillilily, '1ISwe! IIltlt !pIISIIOIIS; Whit hes IIIe RaleD done? Willi was 
Iione wei? Wlty? Whal could hive been dDllt ""erl Why? 

S. Make 110115 10 blip lotus whIP cOlIfIsaing. 

CDUIiSEtlfJG 

1. DilCess jab IlIIuircmlnls IIId nu ollPetilll!l1lphuis IlID priorities Ihalkm chengad or lhal 
lie 1liW. All lhe Rallill ihlJ is baving problems IIId nteds your hIIIp. 

2. If lIIe Ratae tJives wrillan inpUl.rlview Il. 

3. Till hewllle Ratee Isdolng. Tllk $llllCiUt IIlllliplU 01 observed ~Clionl/restll". Olstuss 
tillerlne's in your views. Oller I$sistence If Il&eded. The IIOti is 10 help IiIe lIelet luctete. 

4. Give Ilarlljlles of Elcallwe IhalactUifta or could hlVl occurred, 

5. At Ittlt duriae till nvdpolAl ctlUllseling ltuiotJ. dQcuss the lI.tee's CIIIIII' ,oalt til, 
elleenvllltss .1 It_g. and the RatH's potenliallo parlOlm bigher levll If dillertlllltlSks. 

AfTER COUNSEUNG 

I. Fallow lhe mill! procedurta for documenling. milililinO. and dating IS yall did ICllh. illitia! 
uuioft. 

Z. At tile end 01 tha filing pariod. use Ille t/lecldist 10 Pl8/I8I1 lb. Ratee's evaluilior.. Tban amen 
lhe COUIISefUlil &hel:klistlRecord 10 1111 peliClIIIiIlCl evllualioP lor lI$e by tile 'Itirlg cllain. Ailil 
lhe Sar IIIII! .igll! tile perlOllllantf Byaillatloll, he/she IIIUII1$ it to Ibe Rller to diKesl wllli the 
1l.11.. lifter tile Raile sign;. lhe Rater submil; lilt wllI/alion with the cl'edlsl 10 the seMC/Jl!i 
PRI$OIIlel OlrlCI tor 11IinQ. 

fJ' FORM 722,..,MAY 83 Repllm DA form 5391. DEC 86. whidliuialoltte on 31 DEC 94 



OA RESPOfiSIIILlTIES AID I'ERfORMAIiCE STANDARDS 

Tn lariv. RespOIIllbililias ratings. lhink 1bIlII111IIl lasks IhII WlI. perlQrmed undet each 
R81ponslllililY ,nd IPPly lilt lalowing pertOfftlillCl slandanic wbicli at. wOllen at lila Slltcess 
!MIIIIs} leVil; e.o •• tllllllalee usually: 

TeCIINlCAL CDMPETENCE. Hal knowledge. skills Ind liblIilin 10 dB the wGlt Produces 
optctad l\Uatitv and volUme. Meets 4eadfltleS. Works wllII'ight emounl 01 superviaioR. Gets 
desired "suits. 

ADAPTABILlTY/lUITIATIVE. Cln WIIk undeI pressure Of dDrinv tbingltlg tollditioas. Is wiling 10 
lIy IIIW ways. Svetesll belte! ways III do business. Seek$ltccePls d8velopIDan18 apPo!lunities. 

WOIIf(IIG RELAnOISHIPSICOMMUlltATIOIiS. As Iltamm8mller. works wei witb group 
and hllps Gthets oetllie job doPe. Exprems iiI.u dully. Fallows inslIIIClicns or ash lOf 
clarification. Sliows mpltl Ind is courteaus. Shows CQ!\Ceto 181 CUIIOIlIef. 

RESPOIISI8IU1l'IDEPEKDABIUTY. Accepl$ reapousilliity to! OWl! actionl. Keeps oNDIl area in 
aIde! end I41iPlIlIIIltllliDtalntd. Uses supplIe$- IltIUipmeDI end time as intandad. Campliu Wl1h VA 
ampIlillil lIIoglIlII$. l.fI.. Total Almy Duality flAD). $11lely/slClIrity. intemBi coolrol. inventory 
manlQIIII8IlI. qu.Uly A!III/.nce, EEO/AA. Sd.edules RllIllIDelsency Ime in advance to avoid 
lIIvllIS! impact III WOIk ullit efllttivll18SS. 

FOR PDSmOn WlTII SUPERVISORY DUTIES: 

SUPERVISION/LEADERSHIP. Sets Ind t_~I8I LIlli! uoals 11lt11811ec1 G1lIMIl8!innal goals. 
lIupIemenlsicollll1liis wllh 'pploprian 0/1 empnasis progr'll1$. Sell S\ lIlda'dlleads by 'lemple. 
Takes timBlylappl/III,iale ptflllllllll,ctions. ReCluililrellilll quelitv iQlce. MOlivates. dIaIlenUes 
IIIlI develops subGldillatlS. \hr_ tounStlino on espel:laUcns. pertOllllioce •• l1li tllllel goals; 
evalUJII' timely. Ranlvas canflict .1Id l11Iinlllns Glder. 

EIIUAL EMPLOYMENT OPPDRTUNITYIAfFIRMAnVE ACTIO. IlEDIAAI. Applies EEO principle$ 
10 ".speelS 01 PIllGIIIlai mlnagamelll ( • .g. Ailinj. l1,iniIt,. Witt ,nilM/fllU/sc/l,t/rJI,s, 
dirciplifle. elllMtIing Ind ,wIlds}. As appropriat ..... Imm,diat. CllflCliv •• ction II sexual 
ftlrmmBlIl1II olhtl cliKrintinelOIVjuala\r 1I1.I/IlIIlI!S ob5enlad. 'epDrted QI suspected. Plovides 
leadlllsllip end empbasis to the IXltllliDn olille Atlirmalive Em,ployment /'lan. Participates ill 
EEOIAA aCI/vili" allllSllCOUI1JI1S subIlrdinates 10 do SQ. 

COUNSELING IlECORII/ItIOMDUAL PERFORMANCE Sf AIIOARDS 

OA TE Of COUNSELING 

INITIAL 

000202 

RATEEJRATEIlI 
INT.RATEIII 

SENIOR RA lER INfIIf<lS 
KEY POINTS MAIlE 

i(b)(6) 
I 

~- -Clean &. Washdown areas of responsibility alleasl once per quarter. 
-Maintain an error rate of less than 2% in record.keeping .. 5% for exceUance. 
-Maintain an error rate of less than .2% in NPDES testing &. records. 0 errors for excellance. 
-Perform as section POC for turn-in of materials and invemory. < %5 deviation for exceUance. , 
-Comply with shop policies &. procedures. 5 errors for success. 1 error for exceUance. 
-Attend. at leasl one outside source of training in water, wastewater I stormwater or cOUectiolll1 
for continuing education units. Fai1\Jfe to attempl may result in loss of certiflCatlon. 

1------1=======::::::::+-------------------------.. ----

j(I))(6)--1 I 
LATER 

IOp~n'" 

-1 I~ 
:1 :1 





BASE SYSTEM CIVILIAN EVALUATION REPOA) 
For use of this fonn. see Aft 690-400; the proponent lIIIaney is DDCSPER 

PART I· ADMIllISTRATIVE DATA 
a. NAME (l{l$~ first Middle lnililQ I b. SS~lb)lB) I t. POSITION mlE. PAY PLAN. SERIES AND GRADE 
l(b}(6} I ~J Utility Systems Repairer/Operator WG-4742-09 
d. ORGANiZA iiON Public Works, Utilities Division, Wastewater Treatment I IXl e. REASON FOR SUBnON 
Plant Section X ANNUAL SPECIAL 

f. PERIOD COVERED (YYMMDDJ Ig. RATED ~DS. 
1 h GIVEN TO RAYEE 

h. RATtE COMhed one ami datil! 
FROM 040501 THRU 050430 fORWARDED TO RATEE 

PART II· AUTHENnCATIDN 
illJ]ME OF RA leR 6u~ It'lt. __ SIGNATURE I (b )(6) 

, 
DATE I ~ 

b 6) i i I ~- {-Z, 0(" 
GRADE/RANK. ORGANIZATION. DUTY ASSIGNMENT ~~~--------~~~-

WS-09, Public Works, Utilities Division, WWTP Section Supervisor 
b. NAME OF INTERMEDIATE RATER /OptilDll/tlll. FIll, MQ SIGNATURE DATE 

GRADEJRANK, ORGANlZA TION. DUTY ASSIGNMENT (b )(6) I 
c. NAME OF SENW8 RATEj Iwt fftUIM.l>'!JIg 
i lbH61 I (b )(6) tTE ~f,4<" 
GRADEIRANK. ORGANIZA nON, DUTY ASSIGNMENT 

.~----~---.-.. ---. . t 
WS-14, Maintenance & Repair Division, Chief' 
d. RA TEE: I understand lilY signalure does nol ClllUtitute agrelllll8llt or S (b )(6) 

~ 
DATE _L _I. __ 

dislllleement with the evaluation, of the Raler end Senior Raler, and merely verifies 
PII1II1111 rart IV dati. 3/;tjLeb 

PARTIII·PEB f1I i / r 

PERFORMANCE AWARD I 
PERCENT OF SALARY I AMOUNT 

OSI (6S witb S//ClBUfuilavel1 Rating Only} DATE (rrMMOD) J FUND CITE 
TOil>. .II!> •• 

PART IV· DUTV DESCRIPTIOIII IRaw, 
I. nAlt V DUTIES AND SCOPE IT ...... ,""",,,,,,,,It: -"' ..... ~ htiilln.lIId iItiIIIfl/. Position DeJCliption (DA ftmI ,,.. iscOllect: ~YES UNO 

Serves as an operator and repairer of the wastewater treatment plant, collections systems, washrack facilities, lift 
stations, stormwater treatment systems, oil skimmers and oil/water separators and their associated equipment. 

b. AREAS OF SPECIAL EMPHASIS Washracks 

t. COUNSEUNG DATES fROM CHECKLIST/RECORD I INITIAL 
5/20/04 

lLA TER (DptitmlQ I MIDPOINT 
11/24/04 

IlATEIl (OptionalJ 

PART V • VALUES IR8terl 

PERSOI/At a. BUllET COMMENTS 
ConIniIment 

11 Compelence 
A Candor 

L Courage 

ARMY ETHIC II 
loyBity is 
OUly 

S Sellless Service 
inlllflrily 

DA FORM 7223. MAY 93 Repllces OA FOIIIl 5398, DEC B1i. which is obsolete on 30 JUN 95 Il$ArI'C V1.01 



RATEE'S NAME {Last Firsr. Midtfle lnitie=' "i''aIJ~._~ 
[(hl(§}llbiLD 

b. RESPONSIBIUTIES 

1. TECHNICAl CDMPHENCE 
T !!Clinical knowladges, skills, abilities 
Doing wDIk rigIltlon time 
Soundjutlu_t 

2. ADAPT ABILITY AND IHITIA TIVE 
Adjustinv to chenge • $ltuitlons/Plloplll 
Trying new IbiIgs 
Steking sell·development 

3. WORKING RELATIONSHIPS & COMMUNICATIONS 
&uwor1i1lu \UIII 
llapecling olliers 
e,prlllillJ _ clearly 
UlteninglUnUtstendillg 

EXCELLENCE 
f£xmds std) 

4. RESPONSiBIlITY AND DEPENDABILITY 
llepenMltkllilble 
lAaInliinI,. lacililies/aquiplllllfll 
ConservIlIg supplieS/lime 
hople/elluipmenl salety 

. 6. SUPERVISION AND lEADERSHIP 
Mi$llon jDcusediperlorlllllflce OIiented 
Sels llandardlLeads by examplll 
Moliwalingldevtlpplng others 
Implementing OA emphasis programsllllllflaging resources 

6. EEO AND AFFIRMATIVE ACTION 
Rasp8C\ing dignity 
Achieving planned actioos 

.. 

Providing opportunity 
Solvinv problems 

EXCELLENCE 
{Exceeds SId} 

FAits 

FAilS 

fAllS 

FAILS 

FAilS 

SOCIAL SECURITY Nr;UM~B""ER::-:-_ 
i(bl(6) .J 

THRUDATE 

Spedlic bullet el~ 01 other than 'SUCCESS,' 'IB mandatory. 
SpecifIC bullet e18mpllls of ·SUCCESS· are optional but encOUIsget!. 

040501 • 050430 

[(blJ lililTl is a compentent operator and an excellent repairer. [lliJ 
uses hislfuowledge and experience in assisting his co-workers 
and supervisor in maintenance siaHs. [iliJ bas oeen assigned 
r~p~ir and oP.l!rations duties of the centralized washraclfs. The 
sw Washrack is substantially complete this rating period and the 
improvements are significant and are anticipated to reduce repair 
costsl. 

~ i(b)( has had 11tt e trou Ie adJustmg to changm~ sltuatlons, 
conditiOnS, personnel. IlbJ has completed a refit or tne SW 
Washrack usin~9me.iJ¥lovative tfiought in laying out the new 

~
o ponents. lLbJ IS wlllmg to try new w~s of completmg tasks. 
hllias taken on the additional dUty of HWT for exferior plants. 

lfuj has satisfied the criteria for excellence in this standard. 

, @lLJ sUPPQrts team e forts and encourages his co-workers to 
do die same. His background and training really show through in 
his abililtY, to carefully 1isten and evaluate problems/issues .. 1bJ 
states his ideas clearlund always asks for ciarificatiim if rr I 
doesn't understand. llbJ is veri customer oriented. lLbJ has 
satisfied the criteria for excellence in this standard. 

I to ositlons with some IU eIVise dulJa 

-; ~ 

.-~------~----~~--~~~----------------------------------~ PART VI· OVERALL PERFORMANCE 1$_( RaleU 
a. OVERAlL POFORMAWCE 

5 

SUCCESSfUL FAIR UNSUCCESSFUL 

A conqdated DA FOfm 7223-1 was received with this repOII and considefed in my 
evaluation end review: 

!Xl YES 0 NO IEKplIlitI NO in Part VI /JJ 

b. BULlET COMMENTS IPerform,nc8/PDcBllti,1I 

b.,ce.cr ?C.~f G""'f ~ y t.e::: 
'I..N AlP V 1+ -t/v l¥ 

U$APfC VI.DI 



BASE Ii l ~ rEM CIVILIAN PERFORMANCE COUNSELING CHEC •••• ST/RECORD 
For ute 01 this lorm, lee AR 690-400; the propooent agency is ODCSPER 

RATEE 
I (b)(6)--1 
ORGANIZATION 
PW, Utilities Division, WWTP Section 
PAY PLAN. SERIES/GRADE 
WG4742-09 /

RATING PERIOD 
511104 • 4/30/05 

PURPOSE. The plirnalY purpose 01 counseling is to deline organizational minion and vllue$. discuss 
individual job expectatioAs end perlOlmooee. reinforee good periormance/work related beh.viD,. COlllct 
ploblem perlormance/work related behavior, and enhance the Retee's abifiry to leI end reach career 
goals. The best counseling is lorward looking, concentrating 00 the lutllls and whet needs to be done 
better. Counseling should be timelv. Counseling onIV at the end of the rating is too tate since 
misundlllSllndinus that impact pllliormance and work related behavior cannot be resolved in time lor 
improvtment belore the next annual raling. 

RULES fOR COUIIS£UlIlG. 

1. Fece·to·face counseling is mandatOlY lor III civilians in the Base System. 

2. Use this form along with a working copy of tbe Evaluatioo Form 
fDA FDrm 72231 and the Rltee's position description lor conducting performanee counseling and 
recording COUII$BirIg content/dates. 

3. CQnducllnitlal COURSeling whhln at lliast the ftlst 31l days 01 each rating period and again at tile 
midpoint of tile rilinv plliod. 

INTERMEDIATE RATER fOplionalJ 

SENIOR RATER 
l(b)(6) ~ 
AFTER COUNSEUNG 

1. SGlllmirile key polnn of the counsePng on the back of tltis form end initial in the biock provided. 
You may attach addiliolllli paues. 

2. Give the Ralae the 101m to review/initial. 

3. II the Ratee gave written input, ettach it. 

4. FOIward the cbecklist through the rating chain to the Senior Rater wIw sheuld review IIId. wilen 
setislied that requiremealt are ill line with minion needt. Initial and dete the checklist end retum il 
to you. 

S. Give the Hatee 8 copy end keep the oliginelto ute lor the nell counseling session. 

CHECKLIST· LATER COUNSELING SESSION{S) 

1----------------------1 PREPARATION 

CHECKLIST· COUNSELlIIIG AT THE BEGINNING OF THE itA TlNO PERIOD 1. Sc:bedule Ihe CQUlI$oling session with the Ratee. Tell himlber to come prepared to discuu 
1---------------------------1 8C&Glllplisliments and review requirements and ellectiveneu 01 lilY completed trBilling. 

PREPARATION 
2. Review illites 110m the last session. 

1. Schedule the tOUllSeirig session Bnd notHy Iha Ratae; suggest the Rltu write down or be raldy 10 
discuss idees about expectations end requirements. 3. Consider whether priorltilS or expectations bave changed. 

2. Gal I copy of the RatH's position description. rating chain. the counseling checkfist. Bnd a blank 
evaluation form. 

3. Think hew aech Value and each Respoll$ibUity in Part V of the evaluation lorm appUes. 

4. Decide what you considl!r ottenarv lor success in each V~ueIResponsibltity. Be spetific. 

5. Make nOIeS to help you witb CDUfl$efing. 

COUNSEUNII 

I. Explain the rating chain and the roles of e.ch ralill. 

2. Oiltun the position description. If Ihe Ratse has worked in thll job belore. uk if he/she believes 
the description is eccwate. 

3. Discuss items that require top pliDllty ellon ("eBB of specisl ,mpllasis/ .. reaHlinQ this mav cnanlJD 
tater. 

4. Discuss each VaIua/RespllIUibiUty in Pan V 01 the evaluation lorm. Ask the RatlQ fUf ideas about 
whal Values mean end how be/she might perlorm assigned duties. 

5. Review the Raten's written input if he/she Plovides it. 

6. Discuss what task, and level 01 perionnance rou expect lor Sutcess. 

7. II you Ind the Hetee bave dilierenl views, discuss them untU you both ale clear on requirements. 
Evan if the Ralee diligrslS. he/lbe must under51ana wile' vou expeCl. 

S. Using the DA·eSlab~shed perlormence standards and tbe tasks 10 be accomplished give exemples of 
Exullence to give tile Rltlll specifics to aim tOI. 

g. Ask the Ratee aboul csreer ooals end training needs. 

4. for uch Value/Responsibility. answer these questions: What hes Ibe Hlt811 dene? What was 
dOIlll WllIl'I Why? What could heve been dooo beller? Why? 

5. Make notll to help focus when counseling. 

COUNSELING 

1. Discuss job rilluirements Bnd arIas 01 special emphuls and priurltles thet heve changed or tbat 
ere new. Ask the Ratee II helshs is having problems and needs your help. 

2. II the Retee gives written iI1lul, review it. 

3. T eU how the Ralee is doing. Tali specilic exal1llllis 01 oInerved actioRs/results. Discuss 
dillereom in your vieWI. Oller ISsi$tan~e if needed. The lJDal is 10 help the Ralee succeed. 

4. Give exemples of Excellence thet otCUIIsd or could have occwred. 

5. At lelsl dl/llng the midpoinl counseling HUion. discuss the Ratee', career poel$. the 
eliectivanBSs of training. end tha Ratte's pol8n\illllo perform bigller level or ditlerant tasks. 

AFTER COUNSELING 

1. FoUow Ihe ume proceDures fOI documenting. inilialing. end deling .. you did lor the initial 
session. 

2. At the end of the rating pariod. use IhIl cbecldisllo prJifllle the lIalee's evaluation. Then atuch 
the Counsefino Checklist/Record to the performance evaluation lor U58 by the rating chain. Alter the 
Senior Rlts! signs the par/ormanes IVeluetiOn. helslle retwos illo the Reter to GiSCUS! with lhe 
11118e. After the Ratee sigll$. the Rater subRils the evaluation with the chackliSlIC the servicing 
personnel ellice lor fiing. 

.. 
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DA RESPONSIBIUTIES AND PERFORMANCE STANDARDS 

To defiva RespORllbUitias ratinlJS. tbiuk about the lasks that Wile performed under each 
ResponsibilitV and epplv Ibe foPowing performance standards wbich ale Wlilten altlle Success 
[Meets} leve~ e.g., tile RII88 usually: 

TECHNICAL COMPETEIICE. Has knowledge, skills and abilities 10 do tile work. Produces explJl)tsd 
quality and volume. Meets deedlines. Works with righl amount of supervision. Gets desired results. 

ADAPTABIUTYPMlTlATIVE. Can work under pressUle Dr during changing contlitWns. Is willing to 
Iry new w.y.s. SUllll8$1S belter ways to do business. Salks/accepts development" opportunities. 

WORKING RfLATIONSIlIPS/COMMUIIICATIONS. As Ile8l1l mambei, works weU witb grOllp and 
helps others 9s1 tile job done. Expresses ideas dearly. Follows inwuclions or asulDr cllllfication. 
Shows respect and il ~OUrl80UI. Shows cOIlClII1llor tuslomer. 

RfSPONSI8lUTY'P~PENDABIUTY. Accepts luponsibitity lor own action$. Keeps work lIel in 
ord8lllld lIJuipt11lRl mainllined. Um supplies, equipment and lime as intended. Complias with DA .11i. JII1IIIaml, e.g., Total Army llIIality (TADJ, nletylaecurily, inlamai contlO~ inventory 
manqemont,ljIIIIily assurance, EEO/AA. Sl:haduIes nonemeruancy leave in advlIlC8 10 avoid 
advelse implt11e Wlllk unit effectiveness. 

FOR POSITIONS WITII SUPERVISORY DUneS: 

SUPERVISION/l.EAOERSHIP. Sets and cODllllUtlicales unit goals tllat reflect organizalional goals. 
implementS/complies with appropriate DA emplla$is programs. Sell slend8ldfleads by example. 
r ekes limeIyleppiopriale personnellJl)tions. Recrullslr8lains quality lorce. Motivates, challenges 
and develops subordinates. livough counseling on expectalWns, perlormance, and C81181 goals; 
BvalulleS timely. Resotvas confllcl and maintains order. 

EOUAL EMPLOYMENT OPPORTUIIITYJAFFIRMATIVE ACTIOIiIEiOlAAJ. Applies EED principles 
IC .. aspects 01 personna! menagemanl (1./1-. hlrin;. tnining. w"i. "sigflJ1llll1tt/sdlllll[J/es, 
discipline, coIII/sllling IIIIf ,w"dS). As appropliBl8. takes Immediate cOllective action If SBlUlI 

barassJIllIot 01 olber diJcriminalOfylunlalr ueatmant i$ observed, reported Of SUSPIJl)\lId. Plovides 
188derabip and &mphalis 10 Ibe execution or tile Allitmetiwe Employment Plan. Panlcljlates in 
EEOIAP. activities and encourages subordinallu 10 do so. 

COUIiSELlIIG RECORD/INDIVIDUAL PERFORMANCE STANDARDS 

PA miRA TERI 
DAn IIf' ~DUHIfUN/J I liT. RATER/ KEY POINTS MADE 

SENIOR RATER INITIALS 

INITIAL 

LATEIl 
/OptiDnll) 

MIDPOINT 

(b)(6) 

j(b)(6) 

IIVERS£ IIA Ft1RM 112H MA y tIJ 

-Complete assigned PM by suspense dates. 
.Complete assigned Operations & Recordkeeping per procedures. 
-Perform washrack equipment maintenance per TMs and SOPs. 
-Meet QA requirements for assigned work . 
• Comply with shop policies & procedures. 
-Attend at least one outside source of training in water. wastewater, stormwater or collections 

! for continuing education units. Failure to attend lraining may result in loss of certification. 

! 
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BASE SYSTEM CIVIUAN EVALUATIOI ... ,EPORT MAR 9 ,,~'!.i 
For use of this fOlm. see AR 690-400: the proponent agency iii OOCSPER 

PART \- ADMINISTRATIVE DATA 
a, NAME fLast First. Middle Initial) lb. SSN I c. POSITION TITLE. PAY PLAN. SERIES AND GRADE 
[b](b)(6) l I I Maint Mech WG-4749-09-05 
'I, ORGANIZATION I r5<1 REASON FOR SUnSSION ".v, M&R Div, Repair & Utilities Section X ANNUAL SPECIAL 

t, PERIOD COVERED (YYMMDDI Ig· RATED MOS,Ixl h. RA TEE COPnheCk one and date} 

'Fr:OM 981014 THRU 990213 4 X GIVEN TO RA TEE FORWAijDED TO RATEE 
PART II· AUTHENTICATION / I II 

ll. NAME Of F\A TER IL4$1. Fit"', Middl. InitlM/ ; (b )(6) 
-

DATE ." I 

Will6) J ~ I 3,-,../6 ''if 
GRADE/RANK, ORGANIZATION. DUTY ASSIGNMENT 

I I PW, M&R Div., Repair & Utilities Section Supervisor 
b. NAME OF INTERMEDIATE RATER IDprio""'lIu",. FIrsT. M/I SIGNATURE DATE 

GRADE/RANK, ORGANIZATION. DUTY ASSIGNMENT 

. 
rJb){~~E OE SEiliiOr RATER (ust. FlfSf, Mlddlslnl/IIIJ 'l(b)(6) D7!E.; 7C,c. 

: .- - - 7~i 
GRADE/RANK, ORGANIZATION. DUTY ASSIGNMEN1' 

I PW, M&~ Ply. Chief 1 

a. RAT~e: I understand mv signature does not constitute (b )(6) DATE 
agreement or disagrllement with the evaluetlons of the Reter 

;}..-/7- // and Senior Reter. and merely verifies Part I and Part IV data. 

PART In - PERFoRi I 
PERFORMANCE AWARD AWARD APPROVED BYV 

PERCENT OF SALARY I AMOUNT 

QSI (GS with Successful LilVel 1 Raling Only) DATE WYMMDDJ FUND CITE 

TO (Gl'8delStepJ: 

PART IV • DUTY DESCRIPTION (Rater) 

II. DAILY DUTIES AND SCOPE (To incIud.1JS OPPIO{Jli".: pllOlJ/ •• .,.uiptnfll(, I.e/Utles. end _$1. Position Description fDA Form 3741 Is correct: UYES UNO 

Perfonns a variety of tasks involving multiple trades to buildings and structures. Wor~rformed is expected to 
be of quali~and completed in a timel~ manner. Emlcloyee may also be required to pe onn other duties as 
assigned. ployee will follow all safety and hazar ous matenal SOP's ana regulations. 

b. AREAS OF SPECIAL EMPHASIS 
Customer satisfaction, service and quality of life_ 

c. COUNSEUNG DATES FROM I INITIAL I LATER (Optional) ! MIDPOINT I LATER (Optional) 
CHECKUSTIRECORD 981014 NA 

PART V· VALUES (Rarer) 

Pt:RSONAL II. BULLET COMMENTS '--,-, 
Commitment ~ihJ [([Dr: has displayed a strong commitmen~ to c~tomer service and loyalty " !(b )(1 

V Competence candor sense of duty and integrity are a credit to himself and an asset to Public 
A Candor 

l Courage works and the Ft. Lewis Community, 
ARMY ETHIC U 

Lovalty E 
Duty S SelfieSli Service 

Integrity 

DA FORM 7223. MAY 93 Replaces DA Form 5398, DEC 86, which is ob$Oif:lte on 30 JUN 95 



b. RESPONSIBIUl1ES 

1. TECHNICAL COMPETENCE 
Technical knowledges. skills. abilities 
Doing work right/on time 
Sound judgement 

EXCELLENCE SUCCESS 
(Exceeds sed) (Meets srd) 

2. ADAPTABIUTY AND INITIATIVE 
Adjusting to change -situations/people 
Trying new things 
Seeking self-development 

EXCELLENCE SUCCESS NEEDS 
(ExclI,uJ6 :ad) (Meers :adl IMPROVEMENT 

FAILS 

FAILS 

3. WORKING RELATIONSHIPS &. COMMUNICATIONS 
Supporting leam 
Respecting others 
Expressing Idees clearly 
Usteningiunderstandlng 

EXCELLENCE 
{Exceeds :ad} 

4. RESPONSIBIUTY AND OEPENDABIUTY 
Dependable/reliable 
Maintaining facilities/equipment 
Conserving suppllesltime 
People/equipment safety 

EXCE~NCE SUCCESS 
(ExcNds SldJ (MlJ8ts stdJ 

5. SUPERVISION AND LEADERSHIP 
Mi:selon focused/performance oriented 
Sets standerdlLeeds by example 
Motiv81ingJdeveloping other$ 

• FAILS 

FAIl.S 

Implementing DA emphasis programs/managing resources 

EXCELLENCE SUCCESS NEEDS 
{ExcBeds srdJ (Meets srdl IMPROVEMENT 

6. EEO AND AFRRMATIVE ACTION 
Respecting dignity 
Achiavinq plllnnad actions 
Providing opportunity 
Solvill9Problllmll 

EXCELLENCE SUCCESS NEEDS 
(ExclUlCfs SId) (M.ets srdJ IMPROVEMENT 

FAILS 

FAILS 

--~ .. - ----·iTb}~-'" L···:"-···-981014 - 990213 

Specific bUllet examples of other than CCES~. are mandatory. 
SpecifIC bullet examples of 'SUCCESS' are optional but encouraged. 

[lli] ! (b )~ I bas demonstraled an ability to ~rform qtIality work in 
a vane of trades. and continues to develop his skills mothers. 
[lli] meets or beats suspense dates, and employes good jUdgement. 

I b ,(b)( I ~ well to changmg work SituatiOns and practices. 
libJ IS a quick and willing learner. 

~L b i is a .t;am player. ~ts~ res~ts and supports the 
loe3S an ~Sitions of others. Wi readily understands new 

. concepts a'hd expresses himself clearly. 

\1l:LJ I(b)( I is qulte pe e, liJ p leave we m ance. !(b)( 
can oe-reliecf~~ to ac~t re~ility and and follow 
instructions. lQ1jmaintains toolS and eqwpment in good safe 
working order; conserves time and supplies. 

PART VI - OVERAll PERFORMANCE {SfIrliar Rattlr} 

I. oveRALl. PERFORMANCE 

:3 

SUCCESSFUL FAIR UNSUCCESSFUL 

A completed OA Form 7223-1 Willi received with this report 
and Considered in my evaluation and review: 

)Sit YES 0 NO (Ex.p/fIin NO in Parr VI oJ 

b. BULLET COMMENTS (PerfonnanctllPotlJlltiail 

l(b)(6)----~-: lAc. j hc.e'V\ Ct W~ 

'FC-rc,::i..--I C:'fV 1'~t.i ~. i l ~ .::, 
" LiBL 

~ """'(1I"'j '-'!.-

C-""-c.. C{ del f! ' 
c1"pcVlck MIf.. 



~~~--.. ---------------------
BASE SVS II:M CIVILIAN PERFORMANCE COUNSEU ... -.2 CHECKLIST IRECORO 

For use of thia form. see AR 690-400; the proponent agency is ODCSPER 

ORGANIZATION 
PW. M&R DIV .• Repair &. Utilities Section 
P/,Y PLAN, SERIES/GRADE I RATING PERIOD 
WG-4749-09-05 981014-990213 
PURPOSE. The primary purpose of counseling is to define organizational 
m!ssion and values, discuss individual job expectations and performance, 
relRforce good performance/work related behevior, correct problem 
performance/work relatad behavior, and enhance the Retee's ability to aat 
and reach career goala. The best counseling is forward looking, 
concentrating on the future and what needs to be done batter. Counseling 
should be timely. Counseling only et the end of the rating is too late since 
misunderstandings thet impact performance and work related bahavior 
cannot ba resolved in time for improvement before the next annuel rating. 

RULES fOR COUNSELING. 

1. Face-to-tsca counseling is mandatory for all civilians in the Bese 
$ylitllm. 

2. Uaa this form elong with a working copy of the Evaluation Form 
fDA Form 72231 and the Ratee's position description for conducting 
performant~a counaaling and recording counseling contant/dates. 

3. Conduct initial counseling within at least the first 30 deys of 8ach 
rating period and again at the midpoint of the rating period. 

DATeo 

[(b)(6) 

INTERMEDIATE RATER (Optional) 

AFTER COUNSELING 

1. Summari2:e key points of the counseling on the back of this form and 
initial in the block provided. You may IIttach additional pages. 

2. Give the Ratee the form to review/initlal. 

3. If the Ratee gave written input, attach it. 

4. Forward the checklist through the rating chain to the Senior Ratar 
who should review and, when satisfiad that requirements are in tine with 
mission needs, initial and date the checklist and return it to you. 

6. Gille the Retee a copy lind keep the original to use for the next 
counseUng session. 

CHECKUST - LATER COUNSelING SESSION(S) 

t-=-::=-=:=~:::::-:::=:-::,~,:":,,=,:,:,,,::::=.:~~~~~~-I PREPARATION 
CHECKLIST - COUNSELING AT THE BEGINNING OF THE RATING PERIOD 1. Schedule the counseling session with the Retea. Tell him/her to come 

t::::::~~:::-:-::-----"';';:;;';';":;';:"="':"'::::':==-----------I prepared to discUliS accompnshments and review requirements and 
PREPARATION effectiveness of any completed treining. 

1. Schedule the counseling seasion and notify the Retee; suggest the 
Rate!, write down or ba reedy to discuss ideas about expectetions and 
requirements. 

2. Get a copy of the Ratee's position description. rating chain, the 
counseling Checklist, snd a blank evaluation form. 

3. Think how eech Value and each Responsibility In Part V ot the 
evaluation form appUas. 

4. Decide what 'Iou consider necessary for success in each 
Velue/ResponsibiUty. Be specifIC. 

5. Make notes to help you with counseling. 

COUNSELING 

1. Explain tha feting chain and the roles of each rater. 

2. Discuss the position description. If the Retee has worked in the job 
bafore, ask if helshe believes the description is accurate. 

2. Review notes from the last session. 

3. Consider whether priorities or expectstions have changed. 

4. For each ValuelResponsibUity, answer these questions: What has the 
Ratee done? What was done well? Why? What could have been done 
batter? Why? 

5. Make notes to help focus when counseling. 

COUNSELING 

1, Disouss job requirements and areas of special emphasis and priorities 
that have changed or that ara new. Ask the Ratee if he/she is having 
problems and needs your help. 

2. If the Retee giv" wrinen input, review it, 

3. Tell how the Ratae is doing. Talk specifiC axamples of observed 
actions/results. Discuss differences in your viaws. Offer assistance If 
needed. The goal is to halp the Retee succeed. 

4. Giva examples of Excallence that occurred Of could have occurred. 

5. At least during the midpoint counseling session, discuss the Ratee's 
4. Discuss each Value/Responsibility in Par! V of the evaluation form. Ask career goals, the effectiveness of training, and the Ratee', potentia! to 
the Ratee for ideas about whet Values mean and how he/she might perform higher level or different tasks. 

3.' Discuss itams that requite top priority effort (areas of spacie! 
emphB8isJ--reaiizing this may change later. 

perform assigned duties. 

5. Review the Ratee's written input if he/she provides it. 

6. Discuss what tasks and IevlIl of performance you expect for Succelill. 

7. If vou and the Ratee have different views. discuss them until 'IOU both 
ere clear on raquirements. Even if the Retee disagrees. helahe must 
understand whet YOII expect. 

8. Usi~ the DA-establilhed performance standards and the tasks to be 
eccomplished (lIve examples of Excellence to give the Retee specifics to 
aim for. 

9. AeK the Ratee about career goals and training needs. 

AFTER COUNSELING 

I. Follow the seme procedures for documenting. initialing, and dating 118 

'Iou did for the initial session. 

2. At the end of the rating period, use the checklist to prepare the 
Ratae's evaluetion. Than anech the Counseling Checklist/Record to the 
performence evaluation for use bv the feting chain. After the Senior 
Rater signs the performance evaluation. ne/she feturns it to the Rater to 
disculill with the Ratee. After the Retee signs, the Rater submi1:J the 
evaluation with the checklist to the servicing personnel office for filing. 

DA FORM 7223-' ,MAY 93 Replaces DA Form 5397. OEC 86, whICh IS obsolete on 31 DeC 94 UfAI'f'C Vl.00 



DA RESPOI .iLITIES AND PERFORMANCE STANDARDS 

To derive Responsibilities ratings. think about the tasks thet were 
performed under each Responsibility and apply the following performance 
standards which are written at the Success (Meets) level; e.g •• the Ratee 
usually: 

TECHNICA1. COMPETENCE. Has knowledge. skUls and abilities to do the 
work. Produces expected quality and volume. Meets deadlines. Works 
with right amount of supervision. Gets desired results. 

ADAPTABILITYIINITIATIVE. Can work under pressure or during changing 
conditions. Is willing to try new weYfi. Suggests better ways to do 
business. Seeks/accepts developmental opportunities. 

WORKING RELATIONSHIPS/COMMUNICATIONS. As a team member, 
works weR with group and helps others get the job done. Expresses 
Ideas clearly. Follows instructions or uks lor clllrification. Shows 
respect and is courteous. Shows concern for customer. 

RESPONSIBILITY/DEPENDABILITY. Accepts responsibility for own 
actions. Keeps work aree in order lind equipment maintllined. Uses 
supplies. equipment and time liS intended. Complies with DA empha5is 
programs, e.g., Total Army Quality {TAQI, safety/security, internel 
control, inventory rnsnagement, quality assurance, EEO/AA. Schedules 
nonemergency leave in advance to avoid adverse impact to work unit 
effectiveness. 

FOR POSITIONS WITH SUPERVISORY DUTIES: 

Sl.IPERVISION/LEADERSHIP. Sets and communicetes unit goals that 
reflect organizational goals. Implements/complies with appropriate DA 
emphasis programs. Sets st!!ndllrd/leeds by example. Takes 
timely/appropriate personnel actions. Recruits/retains Quality force. 
Motivates, challenges and develops subordinales, through counseling on 
expectations, performance, and career goals: evaluates timely. Resolves 
conflict and maintains order. 

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION {EEO/MI. 
Applies fEO principles to all 8spacts of personnel menagement (e.g., 
hiring, training, work assignments/schedules, diSCipline, aounssHng and 
awards). As appropriete, takes immediete corrective action if sexual 
harassment or other discriminatory/unfair trelltment is observed. reported 
or 5UlSpected. Provides leaderShip and emphasis to the execution of the 
Affirmative Employment Plan. Participates in EEO/AA activities and 
encourages subordinates to do so. 

COUNSELING RECORD/INDIVIDUAL PERFORMANCE STANDARDS 

DATE OF 
COUNSELING 

INITIAL 

10-14-98 

LATER 
(Optional) 

MIDPOINT 

LJ.TEfI 
(Optionalt 

RA TEE/RATER! 
INT. RATERI 

SENIOR RATER 
INITIALS 

I (b )(6) 

REVERSE, DA FORM 1223-1. MAY 93 

KEY POINTS MADE 

1 D",""" goal., ~ ... ""' .... ~. 

I , 
I 

UIW'I'C Vl.00 





BASE SYSTEM CIVILIAN EVALUATIOI. ~EPORT 
ro, un 01 tN' ',"m. II. AR 690·400; the proponent .gonev is ODes PER 

SPECIAL 

h. RATEE COpy IChfick on. find dal.' 

GRADE/RANK. ORGANIZATION, DUTY ASSIGNMENT 

QSI IGS with '",""flalfful LflvlIl 1 Rflling Onlyl 

TO lOf.rhIS'I1DII 

h. AREAS OF SPECIAL EMPHASIS 

c. COUNSELING OATES FROM 
CHECKLISTIRECORD 

i INITIAL 

I DAT~ IYYMMDD} 

PART I'll· DUTY DESCRIPTION fRallirl 

i LATER IOptionsl} 

i 
PART '\I • VALUES IRs'lIr} 

PERSONAL c. BULLET COMMENTS 
Commitment 

V Compotence 
A Canclor 

L Courage 

ARMY ETHIC U 
Lov8ltV 

Out\! 
S."'.'$ SONlce 

Integrity 

E 
s 

n FORWARDED TO RATEE 

1 

FUND CITE 

ER (Optionsl) 

DA FORM 7223. MAY 93 n~C'6ce s DA Furn-, ~3SZ . :; r: ~ 8 £3 . lIYh,Cn 1& obsohn tJ un 30 JUi": 95 

I 
I 



(b)(6) , 
I (b}(6) ~ I ;2 "';1"«;.0 '1 '-i I .. I 

b, RESPONSIBILITIES 
Specific bullet exemp as 0 other than ·SUCCESS: are n14moutory . 
Specific bullet examples of 'SUCCESS' are optIonal but encouraged. 

OCIAL SECURITY NUMBER : THRL 

5 

TECHNICAL COMPEiENCE • CCIlf lied 501' bot;l:. ""Irr PI"",1- Cpem11cnJ iechnical knowledges. skill" ubilitie$ 
Doing work rioht/un time t U~~ l'OId. ~\ sofs " c1' Sound judgement • Prepue::\ 5Vr :~r" L~J(;, ;(le.. h~rflj f 1'f5tY1.01V C'1 l'j 

;-XCfI.LENCE SUCCESS NEEDS • ':je..,.ve.J.ts" proj~f!. .[;> Wo.i(:"-SYj.fvr-. rr:.~.'rS FAILS 
IE.tCD~rdi (MII,;ls $/'" IMPROVEMENT 

! Sv-bl'i'll COm nr.+j. . -1-1 I n \ 

.. ADAPTABILITY AND INITIATIVE 

1 
Adjusting 10 change - !i'\ulltions/peop!o 
Trying new things 
Sc .. king sail-development I 

\ EXCELLENCE SUCCESS NEEDS FAILS IEXC"rtdl (M"F~frdJ IMPRnMENT n 
, 
>. WORKING RELATIONSHIPS &. COMMUNICATIONS 

Sup .. umlng te8m 
Respacting others 
Expressing ideas clearly 
Listening/under.landin!l . 

EXCELLENCE SUCCESS NEEDS FAILS IEXCllrtdJ (MIlf:Qj,stdJ IMPRnMENT n 'I .. RESPONSIBILITY AND DEPENDABILITY • Sl,.lp~-ts -rPt'Q "pr~ rGtft\ 
Dependable/reliable 

• fro \I ~ flJ.,t,rr-l ro v.S '7b1ff.5 0 f n.e j,.J pl~+ rn helA-Ji-h Mllintaining facilities/equipment 
Conservinp supplies/lime p rcte.SS ;c,flP.-ls People/equipment safety . 

~. ;P"'~5erriz:J:,k !" ~ p\l1r\\ \).l~\\S ~ ~VO:r;S" If'. 
:XCE:"i..ENCE SUCCESS NEEDS ! CJ. ~t1('1C€. cd- till '+rre S 

t 

:,;:-:"'~r5:~f:.:!! {.f~rJe,; !,}' ~; td .. 'MPf'e>\lF.'-AEN' "AILS 

r; ,..., ,..., 
! I i i 

Numb .... Ii and 6 IIpply to position, with 110m" &UII""m,orv duties 

:;, SUP~RVISION AND LEADERSHIP I • !1a.s COmpJded oj I Ot.,:::Jpz:.,'sc..JS Wfy,ln 30~s 
Mission fooused/performenee onented! ' 
Sets slandard/Leeds by example 
Motivlltingldlll/oloping othors 
implemenUnQ OJ. emphasis programs/mansl/ing resource)) i 

~ X:;e:"LENC E SUCCESS NEEDS 
If:,:ceeds JUdi (Meetssrdl IM?ROVEMENT -, :z: ..--, 

1 ! i ---
:s. 1:::0 AND AFFIRMATIVE ACTION 

fies~'ectlnQ digmty 
Achl"VlO<,l planned actions 
:>'(JI/i:linll oPDonunity 
SOIliing prOllleff1S 

::X:::EI.:':ENCE 
IExceeds sUI} 

SUCCESS 
,Meets stdi 

:--. 
I : 

NEEDS 
IMPROVEMENT ,-, , 

;:~I:.S 

FAILS 

, 
[ 

. 
;. :pJ1)~Lde1 ~r~f\.+-t t ~I employee.; -k t::t.:ff.:;~1 

cpea<:rry ~M~f\; ~ , 
• fr.sw~ c;:...\\ ~"'-\l,1"l:l e..1V" ... ~/oyeeS r1'c~ ,'<.Ie:; 
CAPprop6~ a.w~ 

PART VI • OVERALL PERFORMANCE (Senior Raler: 

0, OVi:!'IALl. PERFORMANCE , 
l 

SUCCESSFUL FAIR UNSUCCESSFUL 

~ cotTlp!eteo DA Form 7:23· ~ wa~ reettwee WIth thiS reoor: 
ane conSidered In my eveluatlvp. elne reVlew 

;;f'y'EP.SE. DA FORM 72=~ MA~' s:: 

i b, BULLET COMMEN,S iPBriarmllncfilhmmrial, 



BASE SYSTEM CIVILIAN PERFORMANCE COUNSELING CHECKLIST/RECORD 
For u .. 01 thia lonn •••• AR 69()'~O; the proponent loency ie OOCSPER 

PURPOlg. Til. primary purpo •• of coun.,Ung i. \0 d,Gne orOlnilational 
minion .nd 11111111. di.cUIl individult job exP,clltiona and p.rfonnanc •• 
r,inloro. good p.rfonnanc./worit ralilld beh.lliol. correCI probl.m 
pllrfolmlnolJwork r"elad b.halliol. end .nh.noe the R.I •• •• abl~ty to lOt 
Ind r .. ch Clre., goall. Th, bOIl ooun .. ling i. forward iooking. 
cone.nu.ting on the fUIUI. Ind whll nIDd. 10 be done bener. Coun .. Ung 
.hould b. limalv. COllne.ling only .t Ihe .nd of the rIling ia 100 i.l. line. 
milllnelerlllndlno' that imp4lct performance and work. relc'od beh,lIior 
c.nnot be ,a.olved in tim. for improvemenl before the nnt annuel rating. 

RULES FOR COUNSELING. 

1. F,ce-lo·lao. oounseling ii m.ndatory tor all civilians in Ihe Base 
System. 

2. U,e thia form along with. working copy of the Eveluallon Form 
IDA Form 72231 and th" Rateo·. position da.cnption for conducting 
performanoo coun •• ling and r.cording coun •• ling cOllt.nt/dates. 

3. Conduct initial counseling within It l .. sl the first 30 dlYS 01 each 
,ating period and again at 1M midpoint of the r.ting period. 

,. Summerize kay poinl' 01 the coun .. ling on the back. of this form Ind 
initial in Ih' blook provid.d. You mlV .nach additional pega •. 

2. Give the Ratea the form to IIY1ewflnitial. 

3. II the Ra' .. g.v. wrltton input. attach it. 

4. Forward the eh.cklin througll the riling chain to the S,niOI R.IOI 
who .houid reviow and, when .. Iiafi.d tl'let r.quiramantl ara in ~n. with 
mission needs, initial and dote the clleclr.lill and rllurn it to you. 

5. Gi"" the Rate. Ii copy end koep th" original to uae for the next 
counseling .... ion. 

CHECKLIST· LATER COUNSELING SESSION(S) 

1-----------------------' PREPARATION 
CHECKLIST· COUNSELING AT THE BEGINNING OF THE t. SCMouie Ih' coun.eling .... ion with the Rat ... Telll:Lhlffi] \0 : 

RATING PERIOD coml pllpl,.d to di'eU85 accompli.hm.nts and review r'quir"",n,a .nd 
.. P-R-E-P-A-RA-T-I-O-N----.....:.:...:..;..::..:..=:...:..=.:;.:;..:::;.-----------! efflctivln". of any completed training. ' 

t. Sch,dule the counaeling .... ion and notify the fill"; !lugout the 
R.t .. writl down or be re.dy to disculS ici ... about expectations and 
I.quirlm.n". 

2. Glt. copy of the Rata.·s po.ition description, rllting chein, tho 
oOllnallin; oh.oklist. and • blank evaluation form. 

3. Think how •• ch Value end each Respon.ibility in Part V of the 
'''alultion form eppli ... 

4. Decide whll! you con,ider necenary for auccess in OIIch 
VlluolRespoMibility. e •• pecifie. 

5. Mak" noto, to help you with counseling. 

COUNSEUNG 

1. bpI.in 1hl riling chein .nd tho roies of oocl'l ratar. 

2. DI ...... "', PDI!tion d"cription. It the Rllta. has work.d in the job 
blfor ••• tI, If hi/.~ 1I.li.vli tile description is accurate. 

3. Di.ClII .. il.ma tI'IIIt ,.quill top priority eftort fall,.s of specia' 
emph .. ;./-, .. lilin, 'hi, may cheog. lator. 

6. Review 1hto Rlt.e', wrinan Input If helill" provide, it. 

S. ,Diacu ... what \IIau,end lewl of panormence ."ou exPect for Succ .... 

7. If you and tht flat .. han differenl view". di.cu •• them unlU Y"u bOlh 
.ne olear on requir_nu;. Evon if the R.t.e ding,. •• , he,.h. mu.t 
und ..... nd whllt you expect. 

I. UaiIlg h I)A~ perfonnence .tandard, and the tacks to be -.-.heeI give ~ of Exoellenc. to give thl fI.t ... pecifica to 
lim ... ' . 

'. , 

2. Relliew not .. from the lISt ••• sion. , j. .. 

3. Consider whether prioriti .. or up. elation. hova oho~,,~ 

4. For o.oh Veluo/Responsibliity, Inew.r th, .. qu .. tionll: ,,,What h .. the 
RII .. done7 Whll WI. dona w.lI? Wh . .,,? What could it""l b.en done 
bett.r? Why? 

S. MIke nOlo. to hllp focus whan coun •• ling. 

COUNSEUNG 

t. Oi.CluBS ;ob requirements and are .. af epecial ompha.iD ,.nd prioriti.s 
thet have ch.ng.d or that .r. ne ..... A.1r. the Reta' if he/.ne i. hailing 
probleme and n .. d. your hllp. , ;1 

2.. If the Reteo giyos wrintn in~'!t, ~oview It. 

3. Till how the Rite. ia dOing. Talk ,pacific example. of ob.erved . 
,ctionl/re.ulls. Oiscull differences in your vi.w.. Offor '11I.llnc. If 
neadad. Tho g011 il 10 h.lp tho flltl' .ucc.ed. 

4. Gi"e oxampl .. at Excellence that occurrad Of eouid hi...., "ccurred. 

5. At least during tho midpoint oounaeling &8 .. ion. dillcu., tho Rete.' .. 
c., .. , go~lIl . the .tt.ctiven ••• of uaining. and the Rate. ' , pOlllntla1 to 

AFTCR COUNSELING 

1. Follow th. urn. proolQur .. tor doourn-nting. initieliog. and ci.tin~ • • 
\ICIU did tor the initial .. nion. ~ 

2. At the end of the rlting period. UIO the tthllck.lj't to pr.".r. tn. 
R.tel" tvaluation. Then .na~h til' Counseling ChecklistIRecord to the 
p.rfennllnot .valulltion for ua. by the rating chain. Af'er tho S.nior 
Rater .il/ns the p.rformanc. ev.luation. h~I'he returns It to the Riter \0 
C"-CUII witll tho R'to.. Atter tile Rat.t lIon$, the Rater .ublTll,. the 
.valuation with the cheok.li.t to tn •• ervicing per,onnal offiol Jar filing. 

"-PIac .. DA Fwm All. DEC IS, which ia ob,"'''e on 31 OEC 54 
. ~ I " • .... ,.. .. 



-:-'0 uenve j\eSOOniIDH.tl6~ !8tlr.gS. -nl(\" dOvlJf -~\., -,;,ItI.,& if'la· w"'!tn 

:iCrtotmeO unaer eec!": ;;etconS:CHtlt'. !f'\~ .1':101'. -"e ·ollcw::'"':.; 

perrormam:o stano BIOS .... nlt;n .. ,. ",,,:Ion dt ::>\'1 3 ... ;;C855 ;,\,1,;,"$1 .e>'o;;' 

'!.~ •• 11'l0 1<"100 u$ua,\v: 

'rECHNICAL COMPEi"ENCE. Has ",nowI.age ..... IUS anCl lIcititleS ;0 ~c \~. 
Nor~ .. fhOduc«l~' ISXodcteO QUb;icv elM vOll..imo. M'O~'l.s ceav;int:s. N;;;'",s 

w:tt\ ngnt emoun: or iuo.rV1$tcr. ,jet~ ocstrl!':': '#!'$UI!.Z. 

: AOAi'TABILITY,'IN1T1ATIV!::. ;:ar. ... erl< !Jnda! ;)f~Ssur~ Of ;J\J!in~ 

\ crl8nglng conditions. l:t wli1ing 'to ·TV :'\8W ways_ S\J;gC5tS OcHer Ways 
~ to 00 business. SeeKSiBccap,S:cevluopmantaf OpportUNtiOS. 

;iUPERV1SICN.LEAOEFlSHIP. S~ts dll(l .:c'mmuntcMes ·.nlt ;011'5 :1'11 

-e:let;! cr-;ant:atlon4. ";;,OOIS. :mpl«men\:;;comoues wltr. 30';)tQor.era :;.. 

_mer.osls :lIc.ram$. 5et$ $tanaata.1o .. as ::.V ~l(llm')I •. 7~~~$ 
:lmel\"aocro,matc: oor,onnei actions. :>ecruillHlflla,1lS a.-a.lty '01ce. 
Vlotlvates. \:.o&lUeng-ftS and aoveioPs suoorttinate1$. thrnuQ" COtJr'lc;fW~'; .-:-;r 

!xoQctat:ons. :>8rlotmance. dna career ';08'$: ,,"ahJ8t"S: tffT'li:.V, h#J~;;.'_' 

~:;nilici .. no mainllllnS OIC"'. 

,,~UAL EMPLOYMENT OPPORTUNITY/AFFIRMA":'lVE ACTION iE:\)/A';'; 

';pplies EEO principleS to all "spec IS ot personna' m~lOaoement Is. G .• 
. "lif"'.,. training, worK assignments/schscuies. di:scit:Jli'fHl, .oulls.iing Of'C 

i WORKING RELAT10NSHIPSiCOMMUN1CAT10NS. As a : ... m memoer. Ilwarcs). As eppraoltate. lal<8$ Immedial. carr.ctIV~ acnan:! $8Xaal 
i. ·!l!!Ul!.L"Y"'Lwi!Jl...g!.9.\!P'_e!,d-,\eip.s..qJ:,'l.'.!.~L"!!.UM_l!tIUL(ml!~~p'r.~~l!~ ___ ~''@'~I!!!!!!!!nt or other discrtmln'!l£!Yl.~lalr trea~nt i!,,?'p!e~!Si':":!.I?.<:.!'~ I ideas clearly. Follows InstNctions Dr OSKS tor clarification. Shows '" suspocted. Provldea leadersnip and dmphasls to the ""ecutlon 01 ~e 
I 'tsOo(lCt and is courteous. Shows concern for ·:\.lSlome'. .;'firmallvo E.mployment Pian. Participates to EEC:AA ac\i'l'UU lind 
~ ~ncouraQt:Js sUDoroineues -;:0 ':0 SC. 

;:ESPONSIBllITV ft)EPENCABIU7". AceC:lIS resDvnsibliitv for .J Wl1 
: 8ctlons.r<uc$ worl< uree .n o.ocr dna ,ouIPmcr.t malntaln .. C .•• 65 
: ;.it,I;::ll'e.s. aqulpm'-int ana ~im., as intended. ~\)""IOItt'S YVi~h C..; emend!;;l:; 

1 oroQtemS I -:.g •. 7'otal Armv c.t.umtv ,'7"AQ;, saffHV/seC~ntv. ;f;ttrnet 

I control. i,WOn\ory mnnll{;"men!. ouall1y ~UI4nce .• ;:!!O/AA. Sc,,~CI~'"~ 
l,ioru:mergenc-.., ;euve In a(;;'.Jc.nGd·~;.j cl/OI;j ady'.::,se 'moue! t~ ...... urx ,.;r.I~ 

!llifeCliveness. ,-

\ 
I 

COUNSEL:NG 'lECOROiINDIVIDUAL :>ERI'ORMANCE STANDARDS 

CA7; OF 
CCUNSEL~NG 

L.A7ER 
IOprloroall 

";.TEE.'''A I"R.' 
IN7. ?,.;"iC~fl 

SENIOR RATER 
INr:"'A~S 

MIDPOIN":' 

1/ OCT 7'7 i (b )(6) 
I 

I\Ocrc;4- I 
i 

II
'C '~4!CI 

'-' I I: I 

LAT::R 
lOprionaiJ 

f /rnes a.!k:i -r; !io~ ~II 

pmbiern.; III a: ft'me/ '( ~ 

i-WI£'(" 8Et.-JN .pf?e.t>fik?.JtJ(;.... PLANT CJfefflT1aN";' SOP ~ 
: -1IfJIY 

"IT u.s. GOVERNMENT PRINTING OFFICE: 1m 30\2-02':'/110: 





BASE SYSTEM CIVILIAN EVALUA .ION REPORT _ ..v 
For "$<I 01 lhi, lorm ~" AR 690·.00: lho proponent agencr I, DCSPER 

. ,/ ,y '- " \ . -
PART I· ADMINISTRATIVE DATA 

a. NAME (Lasl,F/fll. Middl.lniliMIJ lb. SOCIAL SECURITY NUMBER Ie. POSITION TITI.E ANO NUMBER. PAY PLAN. SERIES AND GRADE 
i lb~l6~ ! ilb\l61 i WATER PLANT SUPERVISOR, WS-S409-08 

d. ORGANIZATION I e. REASON FOR SUBMlSSION 
PUBLIC WORKS, OPERATIONS & MAINTENANCE DIVISION IX! ANNUAL 0 SPECIAL 

t. PERIOD COVERED (YYMMOO) g. RATED h. RATEE COpy (Ch~c~ pnuM dal.) 
MONTHS 

FROM 960103 ITHRU 970102 12 X JGIVEN TO RATEE I I FORWARDED TO RA TEE 

PART II • AUTHENTICATION 

a. NAME OF RATER (La",FJ,,'. Mlddl.lniliDI) 
I Y b)(6) o~E~AN 97 l(bH6} I 

L... . GRADE/RANK, ORGANIZATION, DUTY ASSIGNMENT 
ROAr!S GS-12, PUBLIC WORKS, O&M DIVISION, CHIEF & SANITATION BRANCH 

b. NAME OF INTERMEOIATE RATER (Op,ional) (Lasl. Fi,., . MI) SIGNATURE DATE 

GRADE/RANK, ORGANIZATION. DUTY ASSIGNMENT 

.. 
l(~~ OF SEMOR BAlEB j SI.Firsl,Middl.lnilial) ~(b)(6) I DATE 

. fl T/f:!'/ 'j 7 
GRADE/RANK. ORGANIZATION. DUTY ASSIGNMENT - - -_ .. . ~ 

GM-l3, PUBLIC WORKS, O&M DIVISION, CHIEF, OPERATIONS & MAINTENANCE DIVISION 

II. RA TEE: I Ill1detlland my ,Ignature doeG not constilule (b)(6) I DATE 
agreement or clilaoreemenl willlihe evnluation$ 01 the Riller l- 9JIJ 9? and Senior Rater. and merely Yllfifies Pari I and Pan IV dala. 

PART III • PERF CREASE 

PERFORMANCE AWARD i 
v 

PERCENT OF SALARY AMOUNT 

OSI (GS .,ilh Su~~.ulul Lov.'1 Rilling Only) QATE IfYMMDDI I "UI\'D CITE 
TO (Grad./5I,p): 

PART IV • DUTY DESCRIPTION (Rater) 

a. DAILY DUTIES ANO SCOPE (Tp include ilS appropriale: pllople, equipmenl. facilities , And dol/ars) . Posilion Description (DA Form 374) I, corrtct IX] Y., o No 

SERVES AS SUPERVISOR OVER THE WATER PLANT SECTION EXERCISING FULL RESPONSIBILITY FOR 

CONTROL OVER WORK OPERATIONS INVOLVING 6 SUBORDINATE WORKERS. OPERATES AND MAINTAINS ALL 

UNITS OF THE· WATER TREATMENT PLANT SYSTEM AT FORT LEWIS AND REMOTE OFF-POST WATER S TEMS. 

MAJOR TREATMENT PROCESSES INCLUDE CHLORINATION, FLUORIDATION, CORROSION CONTROL, 

FILTRATION, pH ADJUSTMENT AND SAND AND GRIT REMOVAL. UTILIZES CHEMICALS SUCH AS AGENTS, 

CORROSION PREVENTATIVES AND ALGAECIDES. MONITORS, MAINTAINS AND ADJUSTS TELEME SYSTEM. 

b. AREAS'OF SPECIAL EMPHASIS / 
c. COUNSELING OATES FROM I INITIAL I LATER (Opl/onal) I t.110POINT j I I LATER (Oplional) 

CHECKLIST /RECORD 960112 960816 

PART V • VALUeS/RESPONSIBILITIES (Raler) I 
V PERSONAL a BULLET COMMENTS 

AND CCSl CERT~'ON Commitment * 1·:.~INTAINS A WDM3, WTP03 
A Competence "IS AN EEO COUNSELOR 

L Candor • IS A LEAD FACILITATOR . 
Courage _r 

ARMY ETHIC U 
Loyalty I 

Duty E " 
\ 

Saltless Sarvice S -
Integrity ') 

DA FORM 7223, OCT 92 R"placet DA Form 5398. DEC 86 .. which Ii obsolele 



.--------------------~--..---.. -· .. ~E--F::I--:-· ------"l""::'" IS L S"CURlTv NU"D"R .- i'THRl AATEE'S""", (us,, r.',M,ddl.'nillal) '" _..., 
--------_ .. _-
'E 

[fuilliJ /(b)(6) i ithltt::\ I 970102 

b. RESPONSIBILITlES 

1. TECHNICAL COMPETENCE 
TtcMiealllnowiedgoG. skUI" abilities 
Dolnt work IlgIIIlon tima 
Sound ,JudQlIf'IlIInl 

EXCEI.LENCE SUCCESS NEEDS FAILS 
(EIIOHds "d) (MI/II/s lid) IMPROVEMENT 

lID 0 0 0 
2. ADAPTABILITY AND INITIATIVE 

Adjuatinp 10 change' silualionupeopl .. 
Trying new thinUIl 
Seeking 5811·developmenl 

EXCELLENCE SUCCESS NEEDS FAILS 
(EIICIlItdS Sid) {Mllets sid} IMPROVEMENT 

00 0 0 0 
3. WORKING RELATiONSHIPS & COMMUNICATIONS 

Supponing team 
Respecting others 
EltpI.aclng Idea, clearly 
Lill.nlng/understanding 

EXCEl.LENCE SUCCESS NEEDS FAILS 
(EXceeds sId) (MellIS sId) IMPROVEMENT • 

o 00 0 0 
4. RESPONSIBILITY AND DEPENDABILITY 

Oapendablalr.~ablo 
Mainllllning lacllitl .. ,lequlprnrmt 
Conwrving 5UPpHe,lIima 
People/eqlliprnent &aIel y 

EXCELLENCE SUCCESS NEEDS FAILS 
(EIlOelld~ $td) (Meets sId) IMPROVEMENT 

I!l 0 0 0 

Specific bullet examploll 01 'EXCEEDS STANDARDS; Of 'FAILS' .re mand:llory. 
Speciiie bullet example, 01 'MEETS STANDARDS' .re optional but "neollraged. 

*UPDATED AND IMPROVED PLANT SOP'S 
*CONVERTED FROM GAS TO LIQUID CHLORINE DISINFECTION 
*SHOWS OUTSTANDING KNOWLEDGE IN ALL AREAS OF WATER 
TREATMENT 

*CONTINUES TO IMPROVE SKILLS BY ATTENDING TRAINING 
*MAINTAINS ONE CERTIFICATION HIGHER THAN REQ'D 
-ALWAYS IS LOOKING FOR WAYS TO IMPROVE PLANT 
OPERATIONS 

*WORKED HARD TO IMPROVE COMMUNICATION/WORKING 
RELATIONSHIPS BETWEEN EMPLOYEES 

*PROVIDED TOUR OF PLANT TO INTERESTED PARTIES 
-SUPPORTS TAQ PROGRAM. 
"IS A LEAD FACILITATOR 

NurnberG ~ ~n:l I) apply to pO$ltion$ wllh some I>upc:,vis.:>ry uulin i~ ________________________ ~~~~. _________ ....-__ ~ __________ ...--____________ __ 

i 6. I.~Pt:Fl8HIP AND SUPERVISION *COMPLETED ALL EMPLOYEE COUNSELING AND EVALUATIONS ON 
",i'liian lowttd/perlo(rnancc oriented TIME. 
Self flancjarf.\/I. •• 1lV .",mple 
MollYailnaldlwflloping oll1ofl -AWARDS EMPLOYEES FOR SUPERIOR PERFORMANCE. 
Implemenlin" OA '!1lphallk proQrnms/m"n:>ging resources 

EXCEl.LENCE SUCCESS NEEDS FAILS 
(Exceeds Sid) (Maals sId) IMPROVEMENT 

00 0 0 0 
s. 8:0 AND AFARMATIVE ACTION 

Relpecllng dlllnlly 
Selling/aeNevlng ooal& 
Providing opponuntty 
Solving p,ablemG 

EXCELLENCE SUCCESS NEEDS FAILS 
(Excrtrtds sId) (Mltets std) IMPROVEMENT 

00 0 0 0 

*PROVIDES OPPORTUNITES TO ALL EMPLOYEES TO ATTEND 
TECHNICAL TRAINING. 
*PROVIDED OJT TO A GRCC STUDENT 
*IS AN EEO COUNSELOR 

PART VI· OVERALL PERFORMANCE (SilO/Of Rill.f) 

... OVERALL PERFOO¥ANCE 

L~ I I 
1 2 :3 4 5 

FAIR UNSUCCESSFUL 

A CQmpllll1tlI PA Form 7223-1 was rticeivad With Ihis repon and 
consio.rflCi in my evalu-.lion and review. 

r;D Veli 0 NO (Explain NO ill Pan IIi bi 

ReVERfiE 01. FORM 1223, OCT 92 

" 



BASE S' .:»TEM CIVILIAN PERFORMANCE COUNSEL.ING CHECKLIST/RECORD 
For U5& of Ihi~ lorm lee AA 69()'400; the proponent agency is ODCSPER 

~) J 
RATER 

'l(b)(6) 

ORGANIZATION INTERMED!ATE IV.TER (Optlofl"l) 
PUBLIC WORKS, OPERATIONS & MAINTENANCE DIV 

SENIOR RATER PAY PLAN, SERIES/GRADE IRATlNG PERIOD 
WS-5409-0e 3 JAN 96 THRU 2 JAN 97 . i(h)(6) J 

PURPOSE. The primary purpose of counseling Is to define organizational 
mission and values, discuss IndiY/dual Job expectations and performance 
reinforce good performance/work related behavior, correct eroblem ' 
pertormance/work related behavior, and enhance the Ratea s ability to set 
and raach career goals. The best counseUng Is forward looking. 
concentrating on the future and what needs to be done beller. Counseling 
should be timely. Counseling only at the end or the rating is too late since 
misunderstandings that impact performance and work relaled behavior 
cannot be resolved in time for improvemenl before lhe next annual rating. 

RULES FOR COUNSELING. 

1. Face-to-face counseling Is mandatory for all civilians In the Base 
System, 

2. Use this form alono with a working copy of the Evaluation Form 
(DA Form 7223) and the Ratee'$ position description for conducting 
performance counseling and recording counseling content/dates, 

3. Conduct initial counseling within at '-.aslthe li{st 30 days of each 
rating period and again at the midpoint of the raling periOd. 

AFTER COUNSELING 

1. Summarize key points ot the counseling on the back of this form and 
Iollial in the block prollided. You mey attach additional i-llges. 

2. Give the Ratee the form to review/initial. 

3. If the Ralee gave written Input. attach It. 

4. Forward the checklist through the rating chain 10 the Senior Rater 
whO should review and when satislied that requirements are In Une with 
mission needS, InUial and date the checklist and return It to you. 

5. Glvs the Ratee a copy and keep the original to use for the next 
counseling session. 

CHECKLIST· LATER COUNSELING SESSIONS{S) 
t-____________________ ~PREPARATION 

CHECKLIST· COUNSELING AT THE BEGINNING OF THE RATING P R 1. Schedule tlla counseling session with tlla Ralee. TeU him/her to 
t-:::=:-:-::-:-:::-::-:-___ ...;..;;.,;;..:..:.:.:..=...:...::E:::..:I:.:O::D=-________ -lcome prepared to discuss accomplishments and review requirements and 
PREPARATION effectiveness of any completed training. 

1. Schedule the counseling sessi~n and notify the Retee; suggest the 2. Review notes from the last session. 
Rate.e wrllll down or be ready to discuss Ideas about expectations and reqUifemants. 3. Consider whether priorities or expectations have changed 

2. Get a copy ot,the Rat~e's position description, raling chain, the 04. For each Value/Responsibility, answer these queslion&;I!IIWha! has the 
counseling checklist, and a blank evaluation torm. Ratee done? What was done well" Why? Whal could haVi oeen (lOne 

better? Why? 
3. Think how each Value and each Responsibility in Part V of the 
evaluation form appUes. 5. Make notes to help focus when counseling. 

4. Decide what yOU consider necessary for success in each COUNSELING 
Value/Responslbl6ty. Be specitic. 

5. Make notes to help you with counseling. 

COUNSELING 

1. Explain the rating chain and the roles 01 each Tater. 

2. Discuss 1M position description. It the Ratee has worked in the job 
before. ask II he/she bsUsves the description Is accurate. 

3. Discuss Itell!s. that !equlre top priority etlor! (areas of special 
emphaslll}-reallzmg this may change laler. 

4. Discuss each Value/Responsibility in ParI V 01 the evaluation form 
Ask the Ratee lor ideas about what Values mean and how he/she might 
perfO!m assigned duties. 

5. Review the Ratee's Wlillen input II he/she provides It. 

6. Discuss what tasks and level 01 perlormance you expect for Success. 

7. It you and the Ratee have diffsrent views, discuss them until you both 
are, clear on requirements. Even II the Ratee disagrees, he/she must 
unoerstand what you expect. 

8. Using the DA-established performance standards and the tasks to be 
accomplished glve examples of Excellence to oille the Raise specifics to 
aim for. 

9. Ask the Ralee about career goals and training needs. 

\ 

1, Discuss job requirements and areas 01 special emphasis and priorilies 
that have changed or lhat are new. Ask the Ratee if he/she Is having , 
problems and needs your help. 

2. 1/ the Ratee gives wrilisn Input rel/iew II. 

3. Tell how the Ratee Is doing. Talk. spacUie examples 01 observed 
actions/results. Discuss dillerenoes in your views. Oller aSSistance II 
needed. The goal is 10 help the Ratee succeed. 

4. Give exampies of Excellence thai occurred or couid heve occurred. 

5. At least during the midpoint counseling session. discuss lhe Ratee's 
career goals. the effectiveness of training. and the Ratee'& potential 10 
perform higher level or different tasks. 

AFTER COUNSELING h 

1. Follow lhe same procedures lor documenting, inilialing. and dating as 
yoU did lor the initial session. , 

2. At the end 01 the rating period, use tlla checklist 10 prepare the 
Ratee's evaluation. Then aUach the Counseling Checklist/Record 10 the 
performance evaluation lor use by the rating chain. After the Senior 
Rater signs the performance evaluation. he/she returns It to the Rater to 
discuss with the Ratee. After the Ratee signs, the Rater submits the 
evaluation with the checklist to the servicing personnel otlice for filing. 

DA FORM 7223-1, MAY 93 Replaces DA Form 5397, DEC 86, which Is obsolete on 31 DEC 94 



·' 
DA RES. .4SIBIUTIES AND PERFORMANCE STANDARDS 

To derive ResponsibiUties ralings, think about the tasks that were 
performed under each Respoosiblllty and apply the following 
performance ,tandardl> which ere written et \h$ Sucoess (MHlS) level; 
e.g., the Ratee usually: 

TECHNICAL COMPETENCE. HaG knowledoe. skills and abilities to do the 
work. Produces expected quality and Volume. Meets deadlines. Works 
with right amount 01 supervision. Gets desired results. 

ADAPTABILITY IINITIA TlVE. Can work under pressure or during 
ohan{ling conditions. Is willing to try new ways. Suggests better ways 
to do business. Seeks/accepts developmental opportunities. 

WO"","G R~\.ATlOHSHIPSICOMMUNICATIONS. As a team member, 
work. w.I' with ,DUP an" helps others get the job done. Expresses 
Ideal! claarly. Follows Instructions or asks lor clarification. Shows 
respect lind Is courteous. Shows concern for customer. 

RESPONSI811.ITY/OEf'I'NDABIUTY. Accepts responslblnty lor own 
actions. Keeps work area in order and equipment maintained. Uses 
supplies, equipment and time as intended. Complies with DA emphasis 
programs. lI.g., Total Army Quality (T AQJ. safety/security. inlernal 
control,inventory management. quality assurance, EEOIAA. Schedules 
nonemergency leave In advance to avoid adverse ,;"pact to work unit 
eUscllveness. 

FOR POSITIONS WITH SUPERVISORY DUTIES: 

SUPERVISION/LEADERSHIP. Sets and communicates unit goals thai 
rellect organizational goais. Implements/compiles with eppropriate DA 
emphasis progrlilm;. Sets Il!andardllllads by example. Takes 
tlmaly/approprlate personnel actions. Recruits/retains quality foroe. 
Motivates. Challenges and develops subordinates. through counseling on 
expectations, performanoe, and caretlr goals; evaluates timely. Resolves 
oonfllct and maintains order. 

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION (EEO/AA). 
Appllllti EEO principles to all aspects 01 personnel management (e.g., 
hiring, training, work lI~s/gnmentsI6chttdulfls, discipline, counseling lind 
awards). As appropriate, taker. Immediate corrective action If sexual 
harassment or other disorlmlnatory/unfair treatment is observed, reported 
or suspected. Provide$. leadershlp and emphasiS to the execution of the 
Affirmative Employment Plan. PartiCipates in EEO/AA aotivlties and 
encourages subordina tes to do so. 

COUNSEUNG RECORD/INDIVIDUAL PERFORMANCE STANDARDS 

DATE OF 
COUNSELING 

L.ATiOR 
(Optional) 

,--

RA TEE/RATER! 
INT. RAlER! 

SENIOR RA TEfl 
INITIALS 

j(b)(6) 
! 

Rl!VERSE, DA FORM 7223-1, MAY fI3 

KEY POINTS MADE 

CCNTINUE TO UFDnTZ ~NC IHPRCVE PLANT SOP's 
- WILL SUBMIT IJO's TO IMPROVE P~NT OPERATIONS & EFFICIENCY 
- WILL CONTINUE TO IMPROVE COMMUNICTIONS & WORKING RELATIONSHIPS 
BETWEEN EMPLOYE~LC:AJ) 
- WILL ATTEND IP-TRAIN THE TRAINER" SEMINAR 
- CONTINUE TO PROVIDE OJT TO G~Cf STUDENTS (NO-\- w();.~inM:- '\ 

pro'1ro-l"I'\ lr-toS beet\ CQY1(e lIed:1 rnc>'1.fv'l( a.Cj0.}'" 1;'1. -tIw. -Hdvre) 

/ 

ItJ Wftit;K SY9Ffr1 6?Efll1T1DtJS 
, COIJT J~().£'S TO ~ rvtlJt:-G' HVAIL4t5ic if-frUJIfJ&. 

(Of cJVfP:...DYEFS 
• wILL (o/uT//'JuE To :JPvCS7l6-/1Ie; TfD1Tfr1CIJr f>'TETffoJJJ 

Fof2 SYfi7c!'\. Oe. Ct/t...uf( INATJ6fv ) 


