Narrative Statement Overview for Rating Official

A narrative statement is a brief narrative description of an employee’s performance,
accomplishments and contributions during the current appraisal period. Narratives are generally
created at the close of the appraisal cycle yet may be created when that the rating official or
employee changes job. A narrative statement is not a rating of record.

When is a Narrative Statement Prepared?

The length of time an employee serves under an approved performance plan determines what is
required when an employee or supervisor leaves the organization.

A narrative statement is required if an employee has:
e Dbeen assigned to a specific supervisor;
e performed under an approved performance plan for 90 calendar days; and
e more than 90 calendar days remain in the appraisal cycle.

Who Participates in a Narrative Statement?

e A rating official will:

v’ prepare a narrative statement in MyPerformance or on the DD Form 2906;
v'indicate the start date and end date of the period of performance; and
v document communication of the narrative statement to the employee.

e Anemployee will:
v' prepare employee input (voluntary but strongly encouraged) specifically for the
narrative statement; and
v'acknowledge the narrative statement in MyPerformance or on the DD Form 2906.

Creating a Narrative Statement

Steps to Create a Narrative Statement

1. On the MyPerformance Main Page, select the performance plan you want to create a
narrative statement for, make sure Action column reflects Update and select Go button. You
must have ownership of the approved performance plan to make any changes. If you do not have
ownership of the approved performance plan you can retrieve the plan by selecting Retrieve
under Action column.

NOTE: The Current Status is Plan Approved.
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Figure 1 - MyPerformance Main Page

2. When a rating official has update capability (when Action column on Main Page reflects
Update), the rating official must acknowledge (using Acknowledge button) that he or she has
read and acknowledges his or her role and responsibilities during the appraisal period each time
before working in MyPerformance.
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Figure 2 - Supervisor Commitment Statement

3. The Step 1: Plan Details page is displayed as pictured below in Figure 3. Select the
Narrative Statements tab to create the narrative statement. If you need to get out of the tool at
this time, select the Choose an Action list of values (LOV) drop down arrow, select Return to
Main Page, followed by Go button.
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Figure 3 — Plan>Step 1: Plan Details>Navigate to Narrative Statements Tab



4. The Narrative Statements page is displayed as pictured in Figure 4. Select the Create

Narrative Statement button to create a narrative statement.
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Figure 4 - Narrative Statements>Create Narrative Statement

5. An Information message will display as pictured below. Select No to go back or Yes to
proceed with the creation of the narrative statement.
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Figure 5 - Narrative Statements Information Message

6. The Create/Update Narrative Statement page is displayed. There are two sub tabs on this
page: Assessments and Communication and Acknowledgments.
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Figure 6 - Create/Update Narrative Statement>Assessments and Communication and Acknowledgments Tabs

7. Select the radio button next to the performance element and standards you want to enter your
performance narrative.
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Figure 7 - Create Update Narrative Statement>Assessment Tab

Table 1 - Decision Table for Narrative Statement

Want to go to the next performance Select the Go to Next Performance Element button
element to enter your input | Go to Next Performance Element |

Want to go back to the top of the page | Select Go Back to Top of the Page button
after you have finished with your
input




Go Back to Top of Page

8. Once created and/or entered performance narrative, you can transfer to the employee for
their input against each performance elements and standard(s). The employee will not be able
to view your performance narrative until the narrative statement has been communicated to the
employee. Select Go Back to Narrative Statements button to return to the Narrative
Statements tab.
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Figure 8 - Create/Update Narrative Statement>Communication and Acknowledgments Tab

9. The initiated narrative statement is now displayed in the table. At this point, you can
update or delete the narrative statement.
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Figure 9 - Return to Narrative Statements Tab

NOTE: There can only be one narrative statement in progress.

10. To transfer your performance plan/appraisal to the employee, first select Choose an Action
LOV drop down arrow depicted in the red box below. Second, select Transfer to Employee.
Lastly select the Go button to the right.
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Figure 10 - Narrative Statements>Choose an Action
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Figure 11 - Narrative Statements>Choose an Action>Transfer to Employee

11. You have the option to transfer to the employee with or without e-mail notification. If you
chose to enter comments in the Message to Employee area, your message will show up in the
e-mail. Select the Transfer to Employee without E-mail Notification or Transfer to

Employee with E-mail Notification button to transfer the performance plan to the employee.

Rating Official Notification 1o Employes - EHIRIS Bwraox, Wrhjkuw G

ot [t o B ot £t e | i o Evpioes i Exmat e

Mersage i Empioyer

£ sciert Heed Heip?

il e A el 1w i gLl i el i

Enter message to employee here.

Figure 12 - Rating Official Notification to Employee

NOTE: If the employee does not have an email address in DCPDS, the page that appears
will only give you the option to send without email notification. You will also be advised to
contact the employee to have them enter an email address for work using MyBiz+.

12. You will be returned to the MyPerformance Main Page and will receive a confirmation that
the appraisal has been submitted to the employee. The performance plan/appraisal is now
displayed under Appraisals of (employee name) section on the MyPerformance Main Page as
pictured in Figure 13. You no longer have ownership and can only view the performance
plan/appraisal. However, at any time, you have the option to retrieve the plan from the
employee.

NOTE: The current status is Narrative Statement in Progress.
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Figure 13 - MyPerformance Main Page>Transfer to Employee Confirmation

Reviewing and Editing Performance Input for Narrative Statement

After the narrative statement has been created by either you or employee, it may require edits
and further input from either you or your employee. The narrative statement could be routed to
you awaiting your performance narrative, work in process requiring edits, or final document
ready for review. You are not able to make any edits to the employee input.

This section shows you how to edit your performance narrative and transfer it back and forth
between you and your employee.

Steps to Review and Edit Narrative Statement

1. At the MyPerformance Main Page, select the performance plan/appraisal you want to edit
the performance narrative, make sure Action column reflects Update and select the Go button.
You must have ownership of the performance plan to make any changes.

NOTE: The Current Status is Narrative Statement in Progress.



e ____________________________________________|

Rating CfficialHigher Level Reviewsr

MyPerformance Main Page

Hoead Heap?

Warning: This application ks designed fior sensitive unclassifisd personnel information enly, Do NOT enter dassified Information In this system. Unauthorized
release of classified information Is a vialation of law and may lead to prosecution,

Correed Dwriee Fiating Oficisl Nasn Aopeaanl Vew Aggrnal 0. Fian Al Cate Trpes | P St Correet Slaha
Erirs or " H-Apt- N6 Daly Ao Narratne Saesnd i Progress

Show Compisied Panshppeansis

Figure 14 - MyPerformance Main Page>Update Narrative Statement in Progress

2. When a rating official has update capability (when Action column on Main Page reflects
Update), the rating official must acknowledge (using Acknowledge button) that he or she has
read and acknowledges his or her role and responsibilities during the appraisal period each time
before working in MyPerformance.
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Figure 15 - Supervisor Commitment Statement

3. The Plan Details page is displayed as pictured below in Figure 16. Select Narrative
Statements tab to update the narrative statement.
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Figure 16 - Plan>Step 1: Plan Details>Navigate to Narrative Statement Tab

4. The Narrative Statements page is displayed as pictured in Figure 17. Select the Update
button under the Action column to edit your performance narratives.
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Figure 17 - Narrative Statements>Update Narrative Statement

5. The Create/Update Narrative Statement page is displayed. Select the radio button next to the
performance element and standards you want to edit your narrative statement.
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Figure 18 — Create/Update Narrative Statement>Edit Performance Narrative

6. At this point, you have made all of the changes to your performance narratives and reviewed
the employee input. You can either transfer to employee for changes to their input or start the
communication process. Select Go Back to Narrative Statements button to return to the



Narrative Statements tab or select Communication and Acknowledgments tab to document
communication process.
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Figure 19 - Create/Update Narrative Statement>Communication and Acknowledgments Tab>Go Back to Narrative Statement Tab

Document Communication to Employee

As described earlier, the typical steps in the narrative statement process are as follows. The
steps covered in this section are bold and italicized:

1. The employee or rating official creates the narrative statement, transfers to employee to
enter input, and rating official enters performance narratives for each performance element and
standard(s).

2. The employee and rating official edit and/or add to the input and/or performance narratives

as needed. This process may involve multiple rounds of editing and transfers between the
employee and rating official before the narrative statement is communicated to the employee.

3. The rating official documents communication to employee and transfers the narrative
statement to the employee for acknowledgment.

4. The employee reviews the narrative statement and acknowledges that it was
communicated to him or her by the rating official.

5. If an employee is not available to acknowledge the narrative plan or refuses to
acknowledge the narrative statement, you will need to document this information.

Table 2: Narrative Statement Communication and Acknowledgment Steps

The below table provides the steps to be taken for documenting communication of the



narrative statement to the employee.

Communication and Acknowledgement Steps

ﬁltjrgmber Performer Approval Step Status Description
1 Rating Official Document Not Started
Communication to
Employee
Completed | RO has entered
communication method
and date and transferred
to the employee or
proceeded to Step 4
2 Employee or Document Employee | Not Started
Rating Official Acknowledgment Completed | Employee acknowledged
receipt or RO has entered
communication method
and date

Steps to Document Communication Narrative Statement to Employee

1. Atthe MyPerformance Main Page select the performance plan you want to communicate the
narrative statement to the employee, make sure Action column reflects Update and select Go
button. You must have ownership of the performance plan.
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Figure 20 - MyPerformance Main Page>Update Narrative Statement in Progress

2. When a rating official has update capability (when Action column on Main Page reflects
Update), the rating official must acknowledge (using Acknowledge button) that he or she has
read and acknowledges his or her role and responsibilities during the appraisal period each time
before working in MyPerformance.
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Figure 21 - Supervisor Commitment Statement

3. Navigate to Narrative Statement tab by selecting the tab.
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Figure 22 - Plan>Step 1: Plan Details>Navigate to Narrative Statements Tab

4. The Narrative Statements page is displayed as pictured in Figure 23. Select the Update
button under the Action column to start the communication process.

NOTE: Since the narrative statement has not been communicated to the employee, the rating
official can delete the Narrative Statement by selecting the trashcan icon under Delete column.
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5. Select Communication and Acknowledgments tab.
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Figure 24 - Create/Update Narrative Statement>Communication and Acknowledgments

6. Select the Start button to the right of the task titled: Step 1: Rating Official - Document
Communication to Employee Start button.
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Figure 25 - Communication and Acknowledgments>Step 1: Rating Official - Document Communication to Employee

7. To document communication with employee has taken place; enter the following information

using the table provided.
e Enter the Communication Date, and
e Enter the Communication Method and Other, if necessary (see below chart)

Table 3 — Documenting Communication with the Employee

If You... Then...

Communicated the performance Select Face-to-Face or Telephone
plan by face-to-face meeting or from the Communication Method
telephone list of values (LOV), as appropriate
Communicated the peformance plan Select Other from Communication




using some other method

Method LOV and enter a short
description of the method in Other
field (20 characters maximum)

Tried to communicate to employee
and they refused to acknowledge
plan or not available to

Select Other from the
Communication Method LOV and
document it in Other field

electronically acknowledge it
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Figure 26 - Communication and Acknowledgments>Documenting Communication Date and Method

8. Once the Communication Date, Method and Other, if necessary, are completed, the
rating offical can either select Save and Transfer to Employee for Acknowledgment or
Save and go to Step 2.

For this scenario, the rating official selects the Save and Transfer to Employee for
Acknowledgment button.
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Figure 27 - Communication and Acknowledgments>Save and Transfer to Employee

9. The rating official can send the employee a message regarding the performance plan or
transfer to the employee without an E-mail notification. If you need to send an email
message, select Transfer to Employee with E-mail Notification button. If there is no need
for an email message, select Transfer to Employee without E-mail Notification.
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Figure 28 - Rating Official Notification to Employee

10. The rating official is navigated to MyPerformance Main Page. The rating official will

receive a Confirmation message stating the plan/appraisal has been submitted to the employee.
The employee will need to acknowledge receipt of their narrative statement.
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Figure 29 - MyPerformance Main Page>Appraisal Transferred to Employee Confirmation

11. For this scenario, the rating official selects Save and go to Step 2 button since the employee
may refuse to acknowledge the plan or not be available to electronically acknowledge it, etc.

[Creata/lipdate Harrative Statemsn

o Bk 1o Nuratres Staterremts
Empiyes RamaTen
g Mame  EH Bwron, WIngw 3
St Empioyes Dt

Marvauve Fawmees insormanen

EHRIS Saaebtve. Sraudd |
o Panding EMpACErossigment

S Acton

L= S N O
> s

Figure 30 - Communication and Acknowledgments>Go to Step 2

12. The Start button is available for Step 2: Rating Official — Document Employee
Acknowledgment. Select Start button.
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Figure 31 - Communication and Acknowledgments>Step 2: Rating Official - Document Employee Acknowledgment

13. To document employee acknowledgment, enter the following information:

« Enter Acknowledgment, and
= Enter Other Method, if necessary

Table 4 — Documenting the Employee’s Acknowledgement

If...

Then ...

Employee is unable to acknowledge
performance plan due to out of
office, no system access, or declined

Select Refused from the
Acknowledgment list of values
(LOV), as appropriate

Performance plan was
acknowledged using some other
method

Select Other from
Acknowledgment LOV and enter a
short description of the method in
Other Method field (20 characters
maximum)

« Enter Date and select Save button.
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Figure 32 - Communications and Acknowledgments>Acknowledgment and Date

14. Step 2 has been completed, select Go Back to Narrative Statements button to go back
to the Narrative Statements tab.
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Figure 33 - Communication and Acknowledgments>Completion of Step 2: Rating Official - Document Employee Acknowledgment

15. Communication Date, Communication Method and Employee Ack Date displays in

the columns. To view completed narrative statement, select View History button.
[ Trms s T T e s T s e o

Ehois an At ~] [&a
Empiarpes infarmatan
E ad < RS BT Wihiew O
ot Detass
T S0 B80uE 114 10 (AEaSe, LGINE 0F et {OMpIStH MITINE SLISMENT. A BMTATR SR 1 [OMpleied W 20 SMEIoY e CRNQH OU0es Tul requre fe3ne O @ e periorman e pin o wives Toe FEing OO Changes (e 10 e ¢ o peripenance Cyre

o6 § AaTATE 3

. e —
o sl fueece, it Kebad MakpT
Crbale Humave Suement | 13 = 0 OF
] Cro T T ) TR e aemen eiete
1 EHRIS Cason, Crogad | 1A 201 Compaeted ]

Fue o Face -Aug 204 e ey Jf

Figure 34 - Narrative Statements>View History



16. To return to the MyPerformance Main Page, first select Choose an Action LOV drop

down arrow depicted in the red box below. Second, select Return to Main Page. Lastly
select the Go button to the right.
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Empioyée Namé  EHRIS Bwraox, Wzhjkuw G
Show Empioyee Detalls

e slatements. A Rarative statement i completed when an empioyee

1 Newd Help?

Number Created By Creation Date Status
2 EMRIS Canoh, Craqdd | 18-Aug-2016

Create Naratve Statement | |3 & " {3
Action Deiete
View History

Communicatin Date Communicabion kethod Empiayee Ack Date

Completed 18-Aug-2016 Face to Face 18:A09:2016

Figure 35 - Narrative Statements>Choose an Action>Return to Main Page

17. The Current Status is Narrative Statement Completed and the rating official still has
ownership of the performance plan.

seyperemance e Page | ronae oo oo
Rating OfficialiHigher Level Reviewer
MyPerformance Main Page
Need Help?
Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified informaticn in this system.
Unauthorized release of classified information is a violation of law and may lead to prosecution.
From the Main Page. you can creale, update and view empioyee Performance Plans. change the Rating Official and/or Higher Level Reviewer. view and p ¥ an entire pian aftes It is created. close a plan, and Irack the status of a plan
You an also search for compieled plans by selecting the ‘Show Completed Plans/Appratsals’ iink located at the: botiom of this page.
To create a Performance Plan: To complete other actions Gescribed abave
+ Select 'Choose 3 Plan Type - Select an oplion fram the Action column
+ Select "Appraisal Plan Type
- Select the ‘G0’ button
- Select the 'Go’ button
impanant: To become familiar with the coumns, seiect the ‘Need Heip? Bnk
Plans/Appraisals In Progress
& TIP Only Emplayees that have a plan In progress are listed below.
Greate New Plan
Show Me ANl Appraisals [»]  Appratsal Year AL [v] ~Choose 2 Ptan Typs- = Go
Records Displayed 100w |3 & [0 &
Employes Name Current Owner Rating Official Name < Appraisal Year~.  Appraisal D | Plan Approval Date < Typess | Plan Status s Current Status < Action
—— —— — - — —— —
l.‘hRIS BWiaox, W2Nkuw G EHRIS Caaeu, CI0Qad | EHRIS Caaohu, CIogadl 2017 195 25-ApI-2016 DoD  Approved Narralive Statement Compieled Upaale v | Go 1

Figure 36 - MyPerformance Main Page>Narrative Statement Completed



