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Step 1: Create Performance Plan
» Identify Organizational Goals
* Add Job Objectives and select
Contributing Factors
» Share the plan with Rating
Official or employee

Step 2: Review Performance Plan

Step 3: Submit to or Document Higher
Level Reviewer approval

Step 4: Document Communication Date
and Method to Employee

Step 5: Submit to or Document
Employee Acknowledgment of
Performance Plan

Interim
Review

Step 1: Create Interim Review
»  Write Employee Self-Assessment

»  Write Rating Official Assessment

Step 2: Submit to or Document Higher
Level Reviewer approval, if
required

Step 3: Document Communication
Date and Method to Employee

Step 4: Complete Interim Review

e  Submit to or Document
Employee Acknowledgment of
Interim Review
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Step 1: Create Annual Appraisal
» Write Employee Self-Assessment
» Write Rating Official Assessment

Step 2: Evaluate Job Objectives

Step 3: Rate Job Objectives
» Assign Job Objective Rating
+ Assign Contributing Factor Impact

Step 4: Enter Recommended Job
Objective Ratings

Step 5: Submit to or Document Higher
Level Reviewer approval

Step 6: Once approved, complete Annual
Appraisal

¢« Document Communication Date and
Method to Employee

NOTE: The Hawaii National Guard Performance Cycle is from 01 OCT through 30 SEP (FY).
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