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Performance Appraisal Report - 2013/2014
This form is to be used by civilians covered by MOD’s main pay system i.e. Broader Banded Grades E2 – B1 and all Skill Zone staff.  Refer to:  

https://knowledge.chris.r.mil.uk/PPPA/index?page=viewtask&id=TA490
If you need any help completing this form contact the People Service Centre
(PSC) on 93345 7772 (Mil) or 0800 345 7772 (STD) or 

+44 1225 747772 (Overseas)
	   Rev (10/13)


	*Mandatory Fields – must be completed

	*SECTION 1 – PERSONAL DETAILS

	Full Name:      
	Staff Number:      

	Substantive Grade:  FORMDROPDOWN 

	Post Title:      

	Unit/Establishment/Branch:      

	Date started current job:      
	Period of Performance Covered:
	From:      
	To:      

	Other Pay Band/Grade/Skill Zone held during the report period:  FORMDROPDOWN 

	From:      
	To:      


	*SECTION 2 – REPORTING OFFICER’S DETAILS

	Full Name:      
	Staff/Service Number:      

	Unit/Establishment/Branch:      
	Telephone Number:      

	Postal Address:      


	*SECTION 3 – COUNTERSIGNING OFFICER’S DETAILS

	Full Name:      
	Staff/Service Number:      

	Unit/Establishment/Branch:      
	Telephone Number:      

	Postal Address:      


	*SECTION 4 – OBJECTIVES

	
	‘What’ (include what is required, measures, outcomes/deliverables and timeframe)

	1
	Mandated Objective (please delete the objective that is not applicable to you)

For Job Holders who are ROs/LMs: Get the best out of all the resources, including people, for which you have responsibility by encouraging innovation and continuous improvements for Defence, especially in identifying and tackling vigorously relative weakness through development and prompt management action.
For Job Holders without staff: Make the most of all resources at your disposal (including your own time), looking for opportunities to reduce costs and making improvements for Defence and pursuing them energetically.

	2
	     

	3
	     

	4
	     

	5
	     

	Countersigning Officer, I am satisfied that the objectives are:  
	

	 FORMCHECKBOX 
 Clear and measurable
	 FORMCHECKBOX 
 Appropriate to the Job Holder’s Pay Band/Grade/Skill Zone
	 FORMCHECKBOX 
 Sufficiently aligned with corporate, business and functional objectives


*

	SECTION 5 – COMPETENCES

	‘How’ 
(include steps to take to achieve the ‘what’, including skills, knowledge, behaviours and competences required)

	1.  FORMDROPDOWN 


	2.   FORMDROPDOWN 


	3.  FORMDROPDOWN 


	4.  FORMDROPDOWN 


	5.  FORMDROPDOWN 


	6.  FORMDROPDOWN 



*

	SECTION 6 – PERSONAL DEVELOPMENT OBJECTIVES

	Development activities that are linked to the delivery of objectives and achievement of competences

	1
	     

	2
	     

	3
	     


*

	SECTION 7 – MID YEAR REVIEW

	I have conducted a mid year review and confirm that the Job Holder is making satisfactory progress towards meeting their objectives.  If ‘No’ see:


How To: Deal with Dips in Performance on the People Services website.

https://knowledge.chris.r.mil.uk/PPPA/index?page=content&id=US739&actp=LIST

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


	Up to 2 objectives agreed at Section 4 can be replaced if necessary by up to two new objectives at Section 7.  
N.B. No more than 5 objectives can be agreed for Job Holders in a single PAR.

	6
	     

	7
	     


*

	SECTION 8 – END OF YEAR ASSESSMENT

	Objectives

	
	Job Holder: 
	Reporting Officer: 
	Countersigning Officer:

	1
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	2
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



	3
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	4
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	5
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	6
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	7
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Competences

	
	Job Holder: 
	Reporting Officer: 
	Countersigning Officer:

	1
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	2
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	3
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	4
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	5
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	6
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



	SECTION 9 – DEFENCE VETTING SECURITY CLEARANCES

	For completion by Job Holders who hold Developed Vetting (DV) clearance - See JSP 440, Part 6, Chapter 2.

	 FORMCHECKBOX 
 I understand my obligation to inform DBS-NSV of any material changes to my personal circumstances.  If these have changed, I have completed a ‘Change of Personal Circumstances Questionnaire’ (NSV 004).

	For completion by Reporting Officers when the Job Holder holds Developed Vetting (DV) clearance - See JSP 440, Part 6, Section 1

	 FORMCHECKBOX 
 A ‘Security Appraisal Form’ (NSV 006) has been completed on the Job Holder during the year (an annual requirement) and sent to DBS-NSV.
NSV 004 & 006 can be found at

http://defenceintranet.diif.r.mil.uk/Organisations/Orgs/HOCS/Organisations/Orgs/DBS/NSV/Pages/DBSNSV-SecurityFormsGuidanceNotes.aspx 
Note: Security clearance details are shown on HRMS > Position and Incumbent Information > Additional Information > Personnel Security.


	*SECTION 10 – SUBMITTING THE PAR TO DBS
The LINE MANAGER is responsible for submitting the PAR to DBS for inclusion in the job holder’s personal record and for use (if appropriate) in any performance related pay award process.  The Line Manager must be recorded on HRMS as being in the job holder’s line management chain (normally as the immediate or second line manager) during some or all of the period covered by the report.

	1. Make sure that the form is complete.  In particular, make sure that:

· Every item in each of the mandatory Sections has been completed (including Section 7 if objectives were added).

2. Confirm that the PAR is a true record of the job holder’s performance by completing the boxes below.

3. Attach the completed PAR to an email with the Subject line of the email “yyyymmdd-PAR from Line Manager Staff/Service Number-PRIVATE” e.g. 20130228-PAR from 1234567A-PRIVATE
4. Now email to epar@epar.mod.uk (do not email other people’s private information over an unsecure network).

5. The sender will receive confirmation when the PAR has been loaded onto HRMS (this can take up to 48 hours).
If you do not have access to a secure MOD/Government (GIS) email system then you can send a completed, signed copy of the PAR to DBS marked: PRIVATE, Defence Business Services, P&R – F1720A, Oak Building, MOD Abbey Wood, Bristol, BS34 8QW.



	Line Manager’s Confirmation (must be completed before submitting)

	Line Manager’s Name:
	     
	HRMS User ID: 
(i.e. Staff/Service Number)
	     

	The Line Manager information recorded on this part of the form is for administration purposes only and will not be recorded or shown on the form uploaded to HRMS.
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	In accordance with the Data Protection Act 1998 (DPA 98) you are advised that the information within this form is required for your Assessment of performance.  It may also be required to allow decisions to be made on the award of a performance award in recognition of the contribution your performance has made to departmental business.  PAR data will also be used to support decisions in respect of workforce planning and may be used as evidence to support recruitment and promotion processes.  All tasks should be performed with due regard to Departmental policies including equality and diversity.
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