
Rating Official Assessment
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“How do l” ….. Guides are posted on the DMAVA web site at 
http://www.state.us/military/hro

In the PAA folder

Michele.Thomas1@us.army.mil

http://www.state.us/military/hro�
mailto:Michele.Thomas1@us.army.mil�
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MUST HAVE OWNERSHIP 

PLAN MUST BE 
APPROVED. 

UCREATE A NEW PLAN.  
SELECT NG T32  

CAN  USE TO COPY AN 
EXISTING PLAN

SELECT GO

RO WILL SEE ALL THEIR 
EMPLOYEES
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IDENTIFIES THE SCREEN AND RESPONSIBILITY

SELECT TO ACCESS ASSESSMENT
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SCREEN OPENS TO THE FIRST JOB 
OBJECTIVE  AS THE DEFAULT

RADIO BUTTON 
IDENTIFIES WHICH 

JOB OBJECTIVE YOU 
ARE ASSESSING

HELP TAB

MUST SCROLL 
DOWN TO 

ENTER 
ASSESSMENT
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EMPLOYEE SELF ASSESSMENT

RATING OFFICIAL ENTERS THEIR 
ASSESSMENT OF THE EMPLOYEE 

TO SAVE THE 
ASSESSMENT, CLICK 

HERE

SELECT A RATING 
FOR EACH JOB 

OBJECTIVE
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SELECT APPROVALS AND 
ACKNOWLEDGEMENTS TO 

TRANSFER TO HLR

SELECT “START” TO TRANSFER TO 
HLR.  SELECT  “TRANSFER TO HLR 

WITH E-MAIL NOTIFICATION”



Five Rating Level Evaluation Method

Rating Critical Elements
5

Outstanding – Outstanding performance in one or more critical element(s) and excellent 
performance for all other critical element(s).

4
Excellent – Excellent performance in one or more critical elements(s) and fully successful 
performance for all other critical element(s). 

3
Fully Successful – Overall fully successful performance.

2
Marginal – Below fully successful performance for one or more critical element(s), but at 
least marginal performance for all critical element(s).

1
Unacceptable – Fails to meet at least the marginal performance standard in one or more 
critical element(s).

NR
Not Rated – Employee did not have opportunity to perform the critical element because it 
became obsolete or could not be accomplished due to extenuating circumstances.

7



Five Rating Level Evaluation Method

Rating of Record
Average 

Rating Range Rating of Record Rating of Record 
Descriptor

4.51 to 5.00 5 Outstanding

3.51 to 4.50 4 Excellent

2.51 to 3.50 3 Fully Successful

2.00 to 2.50 2 Marginal

1 on any critical element 1 Unacceptable
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Five Rating Level Evaluation Method

Performance Rating Employees are eligible to receive…
5 - Outstanding Quality Step Increase

Sustained Superior Performance
Time Off Award

4 - Excellent Sustained Superior Performance
Time Off Award

3 - Fully Successful Sustained Superior Performance
Time Off Award

2 - Marginal Counseling, Mentoring, Coaching
Increased Supervisory Assistance

1 - Unacceptable Performance Improvement Plan (PIP)

What Your Rating of Record Means

Valued performance will 
be rewarded
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