

PROMOTION EVALUATION



INSTRUCTIONS

1.  This form will be used to evaluate employees as follows:


a.
All employees occupying officer positions.

2.  To insure consistency in the level of evaluation and review for the employees listed above, reporting and reviewing officials will be:



Position
Reporting Official
Reviewing Official

Master

Chief Engineer

First Officer

First Assistant Engineer

Other Officers


Area Command Operations Officer

Master via Engineering Officer

Master

Chief Engineer via Master

Master or Department Head via

Master


Area Commander

Area Commander

Area Command Operations Officer

Area Command Engineering Officer

Area Command Functional Officer

3.  To ensure consistency in evaluation decisions made by reporting and reviewing officials, the criteria below should be considered when completing Part I of this form.


a.
Supervisory Ability.  Does this officer assign work to subordinates based on operational needs and qualifications fairly and in a way that will develop their potential?  Are performance evaluations completed on time and in a way that addresses both good performance and problem areas?  Are recommendations made to recognize good work or that will address remedial action for poor work performance?  Does this officer command the respect and confidence of subordinates?  Has this officer completed an EEO supervisory course?


b.
Resource Management.  Is overtime work assigned only when necessary and monitored to ensure maximum effect is gained?  Is work planned to use manpower available to the maximum extent possible?  Is work accomplished within budget (OPTAR)?  Are repair and maintenance done by the ship’s force whenever possible/feasible?  For Master and Chief Engineer consider management of ROH/RAV etc.  For Master and Chief Engineer, evaluation should reflect results of last ship’s inspection.


c.
Reports.  Are reports thorough and submitted in a timely manner?  Does the officer report problems and work progress to supervisors or affected individuals/offices to keep all parties informed?  Evaluations should reflect results of last ship’s inspection.


d.
Training.  Are training programs planned and scheduled in accordance with MSC requirements?  Are training records complete and up to date?  Is training effective?  Does training emphasize damage control, safety and increased job knowledge?  Are training opportunities offered to employees fairly?  Were Phase III drills satisfactorily completed during last Command Inspection?  Is a library of technical manuals established and current?  Ship inspection results should be reflected in evaluation of this item.


e.
Damage Control.  (First Officer) Is an effective DC program ensured by proper training, instructions, marked equipment and stations?  Are periodic inspections and required repair and maintenance done?  Is training scheduled for fire fighting, emergency repair, CBR defense, other shipboard drills?  Evaluation should reflect results of last ship’s inspection for First Officers (i.e. satisfactory completion of Phase III drills).
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f.
Equipment.  Is maintenance scheduled and performed to ensure ship readiness?  Is preventive maintenance emphasized?  Are COSAL changes properly identified and reported?  Are instructions, manuals, etc. available and followed for equipment maintenance, operation and repair?  For First Officers, evaluation should reflect results of last ship’s inspection.


g.
Oral Expression.  Does the officer communicate effectively with others to assign work, request assistance, perform training, explain technical requirements or problems?  Does the officer effectively communicate information concerning work progress or problems and convey clear and concise recommendations for solutions to problems?


h.
Written Expression.  Are work orders, duty statements, award recommendations, requests for additional resources (manpower/funding) clearly written?  Are evaluations, work procedures/instructions, casualty reports and voyage repair reports and other reports thorough and clearly written?


i.
Judgment.  Does the Officer consider all aspects of situations before taking action?  Are problems thought out and are adequate solutions provided?  Are good decisions made during stressful or emergency situations?


j.
Initiative.  Does the Officer anticipate requirements and problems and initiate action to meet requirements or solve problems?


k.
Potential for Greater Responsibilities.  Does the Officer seek assignment and/or training to broaden knowledge and skills?  Does the Officer display good leadership qualities?


l.
Management of Plant Operations.  Does the Chief Engineer operate the plant to achieve maximum efficiency with the lowest possible fuel consumption.  Masters may be evaluated on this element for efficient operations that minimize fuel consumption.


m.
Management of Special Interest Program.  Evaluate engineering personnel only.  NOAP, Boiler water, SAMM, etc should be considered for this element.  Evaluation should reflect results of last ship’s inspection.


n.
Management and Leadership During Shipyard Availability.  Consider the effectiveness in Quality Analysis and identification of deficiencies.


o.
Technical Skills.  Second and Third Officer - evaluate employee’s abilities/performance in regard to navigation, shiphandling and seamanship, and cargo operations; Second and Third Assistant Engineer - evaluate employee’s abilities/performance in regard to boiler, mechanical, refrigeration, and electrical systems operation and maintenance and the ability to start plant from dead ship condition.  Other Officers - evaluate appropriate job requirements.

Note.  Reporting Officials must complete Parts I, II, III, IV, and V.  Via Officials and Reviewing Officials must complete only those items in Part I for which their evaluation differs from the evaluation of the Reporting Official.  Supporting comments are required, as outlined, in Parts VI and VII.  Officers will be evaluated on applicable elements as follows:


Master:  items A through D, F through L and N.


Chief Engineer:  items A through D and F through N.


First Officer:  items A through K.


First Assistant Engineer:  A through D, F through K and M.


All Other Officers:  items A, F, G, H, I, J, K, and O.
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PROMOTION EVALUATION

Employee (Last, First, MI)

SSN
Report Period (Dates)

From


To

Ship

USNS
Occasion for Report


 FORMCHECKBOX 

Annual
 FORMCHECKBOX 

Detachment of Reporting Senior

Description of Ship’s Employment During Reporting Period



 FORMCHECKBOX 

Transfer/
 FORMCHECKBOX 

Other (Explain)



Reassignment

Principal Additional Duties Assigned to Officer During Reporting Period



PART I - Evaluation Criteria

1.
Indicate evaluation by (x) in the appropriate column for each item.  Provide supporting comments in parts V, VI, and VII for items evaluated as outstanding or unsatisfactory.
Out-

standing
Excellent
Good
Adequate
Un-

Satisfactory
Not

Observed

a.
Supervisory Ability



Reporting Official









Via Official, if required









Reviewing Official







b.
Resource Management



Reporting Official









Via Official, if required









Reviewing Official







c.
Reports



Reporting Official









Via Official, if required









Reviewing Official







d.
Training Programs



Reporting Official









Via Official, if required









Reviewing Official







e.
Damage Control



Reporting Official









Via Official, if required









Reviewing Official







f.
Equipment Repair/Maintenance



Reporting Official









Via Official, if required









Reviewing Official







g.
Oral Expression



Reporting Official









Via Official, if required









Reviewing Official







h.
Written Communication



Reporting Official









Via Official, if required









Reviewing Official







i.
Judgment



Reporting Official









Via Official, if required









Reviewing Official







j.
Initiative



Reporting Official









Via Official, if required









Reviewing Official







k.
Potential for Assuming Greater Responsibility



Reporting Official









Via Official, if required









Reviewing Official







l.
Management of Plant Operations



Reporting Official









Via Official, if required









Reviewing Official







m.
Management of Special Interest Program



Reporting Official









Via Official, if required









Reviewing Official







n.
Management and Leadership during Shipyard Availability



Reporting Official









Via Official, if required









Reviewing Official







o.
Technical Skills



Reporting Official









Via Official, if required









Reviewing Official
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PART II - Leadership Potential (To be completed by the Reporting Official only)

a.
How would you compare this Officer with other MSC Officers of comparable grade?



1.
 FORMCHECKBOX 

A very fine officer;



Great value to the Service

4.
 FORMCHECKBOX 

Unsatisfactory
2.
 FORMCHECKBOX 

A dependable and typically



effective officer

5.
 FORMCHECKBOX 

Insufficient observation
3.
 FORMCHECKBOX 

An acceptable officer

b.
Indicate your attitude towards having this officer serve with you.

 FORMCHECKBOX 

Especially desire to have him/her


 FORMCHECKBOX 

Satisfied to have him/her


 FORMCHECKBOX 

Prefer not to have him/her


(Give reason under Part V)

c.
Does the Officer’s conduct ashore and afloat reflect credit on MSC and his/her ship?

 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No (Explain under Part V)


d.
Do you consider this Officer qualified for temporary or permanent promotion to the next higher position?

 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No (Explain under Part V)


PART III - Overall Evaluation

Based on your observation of this Officer’s performance, and considering everything you know about him/her, what is your overall rating?



PART - IV

a.
Significant weaknesses should be discussed with the Officer.  Has this been done?



 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

No significant weakness noted

b.
What has been the trend of his/her performance since your last report?



 FORMCHECKBOX 

First Report


 FORMCHECKBOX 

Improving


 FORMCHECKBOX 

Consistent


 FORMCHECKBOX 

Declining


(Discuss with Officer)

c.
In the interest of maintaining effective communications with subordinates, reporting senior is encouraged to discuss this report with the Officer.  Has this been done?



 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

Yes



PART V

Reporting Official Comments.  Comments are required for each factor in Part I rated as outstanding or unsatisfactory.  Special strengths and weaknesses should be discussed.



Signature & Title of Reporting Official


Date



PART VI

Via Official Comments.  Comments are required for each factor in Part I rated as outstanding or unsatisfactory.  Special strengths and weaknesses should be discussed.



Signature & Title of Via Official


Date



I acknowledge that I have seen this report and have been apprised of my performance.

Signature of Officer Evaluated


Date



PART VII

Reviewing Official Comments.  Specific comments are required for each factor rated as outstanding or unsatisfactory or for any factor in which your rating and the rating assigned by the reporting official differ.



Signature & Title of Reviewing Official


Date
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PROMOTION EVALUATION

MEDICAL SERVICE OFFICER/

DAMAGE CONTROL ASSISTANT - MEDICAL

INSTRUCTIONS



1.  This form will be used to evaluate:


a.
Medical Service Officers

2.  To ensure consistency in the level of evaluation and review for the employees listed above, positions, reporting and reviewing officials will be:



Position
Reporting Official
Reviewing Official

Medical Service Officer

Damage Control Assistant - Medical


Master

Team Leader/FORTC

N52 (LANT)/N14 (PAC)


N00M

N5 (LANT)/N14 (PAC)

N00M



I.  SHIPBOARD MEDICAL SERVICE OFFICER

3.  To ensure consistency in evaluation decisions made by reporting and reviewing officials, the criteria below should be considered when completing Part I of this form.

a.
Diagnosis and Provision of Quality Patient Care.  Does the MSO demonstrate knowledge of diseases, illnesses, anatomy, physiology, and treatment modalities suffient to deliver independent, quality health care?  Does the MSO complete complex medical evaluations, develop accurate diagnoses by subjective, objective, and laboratory methods determine appropriate therapies, provide appropriate routine and emergency medical care, and provide professional referrals to ashore medical resources?

b.
Management of Medical Administration Requirements.  Does the MSO demonstrate knowledge of medical administrative responsibilities, including MSC and BUMED policies, reporting requirements, medical logistics financial and inventory management requirements, and medical records management practices?  Does the MSO maintain well organized records and make reports in an accurate and timely manner (recommend inclusion of the last command inspection results if incumbent was on board at the time)?

c.
Oral Expression.  Does the MSO demonstrate an ability to use medical terminology to describe accurately medical conditions, to discuss treatment modalities with other medical professionals, and to explain medical findings, recommended treatments and expected outcomes with patients? Does the MSO lecture effectively to medical and non-medical personnel on subjects as varied as first aid, preventive health, and occupational safety and health?.

d.
Written Communication.  Does the MSO produce clear written reports, routine correspondence, and emergency messages?.

e.
Supervision.  Does the MSO make assignments to members of the Personnel Casualty Response Team (PCRT) and/or other ship's personnel in a manner that promotes efficiency of the Medical Department function during emergency medical scenarios? Does the MSO make PCRT assignments that promote good working relationships and quality performance? Has the MSO completed EEO and/or Department Head correspondence courses?

f.
Command Inspection.  If a command inspection was held during the period on which the MSO is being evaluated, do the results indicate a well-managed medical program?
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II.  SHIPBOARD MEDICAL SERVICE OFFICE & DAMAGE CONTROL ASSISTANT - MEDICAL

The criteria below should be considered when completing Part II of this form.

g.
Monitoring and Management of Shipboard Occupational Health Programs.  Does the MSO/DCA-M demonstrate full knowledge of Navy Occupational Health Program requirements outlined in MSC, OPNAV and BUMED directives? Does the MSO conduct medical monitoring where required, document/report conditions where appropriate, and ensure special physical examination requirements are met?

h.
Management of Shipboard Environmental Health Programs.  Does the MSO/DCA-M demonstrate full knowledge of MSC and BUMED environmental health programs such as food service sanitation, disease and vector control, water testing and treatment, and habitability standards? Does the MSO resolve problems related to these and other environmental health issues?

i.
Training.  Is the MSO/DCA-M knowledgeable in BUMED and MSC medical training requirements and does the MSO provide appropriate, ongoing training for embarked personnel?


For MSOs:
Does the MSO implement and conduct comprehensive and effective programs on such subjects as basic first aid, CPR, triage, emergency medicine, emergency equipment location and use, and casualty evacuation? Does the MSO maintain accurate training records?


For DCA-Ms:
Does the DCA-M provide effective training support to personnel casualty response teams, and in the areas of first aid, basic life support, and battle dressing station procedures? Does the DCA-M administer realistic and challenging drills and provide insightful and useful evaluations of those drills?

j.
Judgment.  Does the MSO/DCA-M consider all aspects of situations before taking action?  Does the MSO/DCA-M bring out problems and provide adequate solutions? Does the MSO/DCA-M make good decisions during stressful or emergency situations?

k.
Initiative.  Does the MSO/DCA-M anticipate requirements and problems and initiate action to meet or solve them?

l.
Potential for Greater Responsibilities.  Does the MSO/DCA-M seek and/or train to broaden knowledge and skills?  Does the MSO/DCA-M display good leadership qualities?

m.
Knowledge of Firefighting, Safety of Life at Sea (SOLAS), and Damage Control Equipment and Procedures.  Does the DCA-M actively participate in Phase I, II, and III training evolutions? Has the DCA-M attended refresher training in CBR-D, major fire drill scenarios, hose handling, flooding, SCBA, etc.? has the DCA-M successfully completed advanced marine firefighting, damage control, and CBR-D courses and participated in man overboard and abandon ship drills?

n.
Management of Special Medical Programs.  Does the MSO-DCA-M demonstrate proficiency in the use of management and medical computer programs?
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PROMOTION EVALUATION (MEDICAL SERVICE OFFICER & DAMAGE CONTROL ASSISTANT - MEDICAL)

Employee (Last, First, MI)

SSN


Report Period:  (Dates)
From


To

Ship: (if applicable)
USNS
Occasion for Report


 FORMCHECKBOX 

Annual
 FORMCHECKBOX 

Detachment of Reporting Senior

NORMAL WORK AREA:  (Check as required)
 FORMCHECKBOX 

MEDICAL DEPARTMENT
 FORMCHECKBOX 

FORTC TEAM

 FORMCHECKBOX 

Transfer/
 FORMCHECKBOX 

Other (Explain)



Reassignment

Performance:  (Check the applicable box for each category.  Any items marked with an "*" and checked off must be commented on in "comments".  This is mandatory.)

Performance Rating Scale and Definitions

Outstanding
Far exceeds job performance requirements

Excellent
Exceeds job performance

Good
Meets job performance

Adequate
Barely meets expectations for competent job performance

Unsatisfactory
Does not meet excpectations for competent job performance

Not observed
Performance not observed or not applicable



I.  SHIPBOARD MEDICAL SERVICE OFFICER (MSO)

CRITERIA
EVALUATOR
* OUT-

STANDING
EXCELLENT
GOOD
ADEQUATE
*  UNSAT
NOT

OBSERVED

a.
Diagnosis & Provision of Quality Patient Care
Reporting Official









Rvwg. Official







b.
Mgmt. of Medical Admin. Requirements
Reporting Official









Rvwg. Official







c.
Oral Expression
Reporting Official









Rvwg. Official







d.
Written Communication
Reporting Official









Rvwg. Official







e.
Supervision
Reporting Official









Rvwg. Official







f.
Command Inspection
Reporting Official









Rvwg. Official







II.  SHIPBOARD MSOs AND DAMAGE CONTROL ASSISTANT - MEDICAL

g.
Monitoring & Mgmt. of Shipboard Occup. Health Programs
Reporting Official









Rvwg. Official







h.
Mgmt. of Shipboard Environmental Health Programs
Reporting Official









Rvwg. Official







i.
Training
Reporting Official









Rvwg. Official







j.
Judgment
Reporting Official









Rvwg. Official







k.
Initiative
Reporting Official









Rvwg. Official







l.
Potential for Greater Responsibilities
Reporting Official









Rvwg. Official







m.
Knowledge of Firefighting, SOLAS, & DC Eqpmt. &
Reporting Official









Rvwg. Official







n.
Mgmt. of Special Medical Programs
Reporting Official









Rvwg. Official
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COMMENTS:
All outstanding or unsatisfactory categories checked in I and II are to be explained or justified in this section.  Also describe in this section any strengths not covered in the previous sections.  (Continue on a separate sheet if necessary.)


Overall

Evaluation

Of Employee
OUTSTANDING


EXCELLENT


GOOD


ADEQUATE


UNSATISFACTORY


NOT OBSERVED



REPORTING OFFICIAL COMMENTS: (Make specific comments relative to overall evaluation.)

SIGNATURE AND TITLE OF REPORTING OFFICIAL: (print or type name and sign)

DATE PREPARED:



SIGNATURE OF EMPLOYEE:  (If employee is not available, send copy to home of record)

DATE MAILED:



REVIEWING OFFICIAL COMMENTS:



SIGNATURE & TITLE OF REVIEWING OFFICIAL:


DATE REVIEWED:
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PROMOTION EVALUATION



INSTRUCTIONS

1.  This form will be used to evaluate employees as follows:


a.
All employees occupying Supply Officer, Junior Supply and Chief Steward positions.

2.  To ensure consistency in the level of evaluation and review for the employees listed above, reporting and reviewing officials will be:



Position
Reporting Official
Reviewing Official

Supply Officer

Junior Supply Officer

Chief Steward


Master

Supply Officer


via Master

Supply Officer


Via Master
Area Command

Logistics Directorate

Area Command

Logistics Directorate

Area Command

Logistics Directorate



3.  To ensure consistency in evaluation decisions made by reporting and reviewing officials, the criteria below should be considered when completing Part I of this form.


a.
Supervisory Ability.  Does this officer assign work to subordinates based on operational needs and qualifications fairly and in a way that will develop their potential? Are performance evaluations completed on time and in a way that addresses both good performance and problem areas? Are recommendations made to recognize good work or that will address remedial action for poor work performance? Does this officer command the respect and confidence of subordinates? Has this officer completed an EEO supervisory course?


b.
Oral Expression.  Does the officer communicate effectively with others to assign work, request assistance, perform training, explain technical requirements or problems? Does the officer effectively communicate information concerning work progress or problems and convey clear and concise recommendations for solutions to problems?


c.
Judgment.  Does the officer consider all aspects of situations before taking action? Are problems thought out and are adequate solutions provided? Are good decisions made during stressful or emergency situations?


d.
Written Communication.  Are work orders, duty statements, award recommendations, requests for additional resources (manpower/funding) clearly written? Are evaluations, work procedures/instructions, casualty reports, voyage repair reports and other reports thorough and clearly written?


e.
Initiative.  Does the officer anticipate requirements and problems and initiate action to meet requirements or solve problems?


f.
Potential for Greater Responsibilities.  Does the officer seek assignment and/or training to broaden knowledge and skills?  Does the officer display good leadership qualities?
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g.
Performance of Supply Management Functions.  Does the officer ensure Supply functions in support of ship's mission are carried out?  Does the officer report to the Master for the performance of all general supply functions?


h.
Management of Food Service Function.  Does this officer ensure that all personnel assigned to the ship receive sufficient, palatable, and nutritionally adequate food each day?  Does this officer ensure proper stowage, issue, preparation and serving of subsistence items? Does this officer maintain a high standard of food service?


i.
Management of Ship's Store.  Does the officer ensure that the exchange location operator operates the exchange location in accordance with the policies and procedures set forth in COMSCINST 4000.2?


j.
Performance of Administrative Duties.  Does this officer draft changes to supply instructions at the shipboard level and direct all subordinates in proper supply procedures?  Does this officer distribute overtime in a fair manner?  Ae all administrative records maintained by this officer in accordance with COMSCINST 4000.2?


k.
Training.  Are training programs planned and scheduled in accordance with MSC requirements? Are training records and complete and up to date? Is training effective?  Does training emphasize damage control, safety and increased job knowledge? Are training opportunities offered to employees fairly? Were Phase III drills satisfactorily completed during Command Inspection? Is a library of technical manuals established and current? Ship inspection results should be reflected in evaluation of this item.


l.
Supervision of OPTAR Duties.  Is the OPTAR log current? Have transmittal reports been prepared correctly and submitted on time? Have price adjustments been processed?


m.
Supervision of Security Duties.  Is the grandmaster key for supply spaces kept under custody of the Master? Have keys to all supply spaces been secured in a key locker at the end of each work day? Has classified material/correspondence been stored in accordance with current instructions?


n.
Supervision of Stock Record Card Maintenance.  Has a SIM (Selected Item Management) battery been maintained correctly? Have high and low limits been recorded on stock record cards? Have NAVSUP 306 (Controlled Equipage Record) cards been maintained correctly?


o.
Supervision of Purchasing, Requisition and Requisition Follow-up.  Have all requisitions been posted to the OPTAR Log? Has the Outstanding Requisition Log been maintained? Have proper procedures for CASREP, DLR/MTR requisitioning been followed? Has the open purchase method for valid emergencies been followed correctly? Has internal and external MOV (Material Outstanding Validation) been followed in accordance with current instruction?


p.
Supervision of Material Receipt, Storage and Expenditure.  Have receipt documents been processed correctly? Have storerooms been arranged in accordance with NAVSUP P485 instruction?  Have hazardous material been properly stowed?  Has an expenditure log been maintained correctly? Have DLR/MTR expenditures and files been maintained correctly?


q.
Supervision of COSAL duties.  Have Configuration Change Reports (OPNAV 4790.CK) been prepared and forwarded to report deletions and additions of equipment between overhauls? Have COSAL updates been processed and recorded?


r.
Supervision of Inventory Management Duties.  Have inventory levels been maintained at an accuracy level of 90% or greater?


s.
Supervision of SAC 224 Duties (T-AO).  Have all Stock Record, Outstanding Requisitions, Completed Requisitions, Expenditure and Survey files been maintained? Have proper Fund Codes been assigned? Have required inventories been conducted? Have weekly transmittal letters been correctly prepared? Have price adjustments been submitted with the transmittal report?


t.
Supervision of SAC 207 Duties (T-AFS).  Have storeroom action listings been processed in accordance with SURFLANT instructions? Have Fleet Issues been performed accurately and within prescribed time frames, (including emergent requirements).  Does this officer contribute with recommendations to enhance more efficient On-Station evolutions?


u.
Supervision of Fuel Accounting Duties.  Has this officer maintained all Fuel Accounting records and submitted reports within required time frames?


v.
Knowledge of Supply Computer Programs.  Is the SMIS O&M system being backed up on a daily basis? Is the daily transaction listing reviewed? Does this officer have the knowledge, skills and abilities needed in order to train others in the use of all supply computer programs?


w.
Knowledge of Food Service Division Organization and Administration.  Does the Chief Steward conduct a daily inspection of all personnel and areas under his cognizance for cleanliness? Are menus well balanced? Are work schedules planned correctly?
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x.
Supervision of Meal Preparation and Service.  Does the Chief Steward supervise the serving of meals in all messrooms? Is the Galley supervised to ensure proper meal preparation? Is the length of time between preparation and service held to appropriate standards?


y.
Performance of Food Service Record Keeping.  Is the requisition log properly closed out at the end of each month? Does the daily ration allowance coincide with the rations authorized?


z.
Maintenance of Subsistence Storerooms.  Does a spot check of at least twenty-five items indicate subsistence ledger balances agree with the physical inventory? Are inventory adjustments made at the end of the accounting period?


aa.
Performance of Subsistence Procurement.  Are totals entered in the receipt and expenditure sections of the NAVSUP 4061/1 in agreement? Are foreign purchases of meat, fish, poultry and dairy products made only in an emergency.


bb.
Performance of Inventory Control Duties.  Are physical inventories being conducted as required by the Chief Steward and a disinterested officer? Was a relieving taken?


cc.
Performance of Transfers/Surveys.  Are all transfers accomplished with proper accounting data? Are all surveys properly prepared, serialized and signed?


dd.
Performance of Food Service Sanitation.  Are potentially hazardous foods (meat/fish/poultry and diary products) held between 40 and 140 degrees for no longer than three hours (cumulative time)? Are correct temperatures maintained in freezers, dairy boxes and chill boxes?

Note.  Reporting Officials must complete Parts, I, II, III, and V.  Via Officials and Reviewing Officials must complete only those items in Part I for which their evaluation differs from the evaluation of the Reporting Officials.  Supporting comments are required, as outlined, in Parts VI and VII.  Officers will be evaluated on applicable elements as follow:



Supply Officer:  items a through k



Junior Supply Officer:  (As Dept. Head) items a through k



Junior Supply Officer:  items a through g and k through v



Chief Steward:  items a through f, k and w through dd
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PROMOTION EVALUATION:  SUPPLY DEPARTMENT OFFICERS

EMPLOYEE:  (Last, First, MI)

SSN:


REPORT PERIOD:  (Dates)

FROM
TO

Ship:

USNS

OCCASION FOR REPORT:

 FORMCHECKBOX 

ANNUAL
 FORMCHECKBOX 

DETACHMENT OF REPORTING SENIOR

 FORMCHECKBOX 

TRANSFER/
 FORMCHECKBOX 

OTHER (EXPLAIN)


REASSIGNMENT

Description of Ship's Employment During Reporting Period:




Principal Additional Duties Assigned to Officer During Reporting Period:



PART I - Evaluation Criteria

1.
Indicate evaluation by (X) in the appropriate column for each item.  Provide supporting comments in parts V, VI, and VII for items evaluated as outstanding or unsatisfactory.
Out-

Standing
Excellent
Good
Adequate
Unsatis-

factory
Not

Observed

a.
Supervisory Ability


Reporting Official


Via Official, if required


Reviewing Official























b.
Oral Expression


Reporting Official


Via Official, if required


Reviewing Official























c.
Judgment


Reporting Official


Via Official, if required


Reviewing Official























d.
Written Communication


Reporting Official


Via Official, if required


Reviewing Official























e.
Initiative


Reporting Official


Via Official, if required


Reviewing Official























f.
Potential for Assuming Greater Responsibility


Reporting Official


Via Official, if required


Reviewing Official























g.
Performance of Supply Management Functions


Reporting Official


Via Official, if required


Reviewing Official























h.
Management of Food Service Function


Reporting Official


Via Official, if required


Reviewing Official























i.
Management of Ship's Store


Reporting Official


Via Official, if required


Reviewing Official























j.
Performance of Administration Duties


Reporting Official


Via Official, if required


Reviewing Official























k.
Training Programs


Reporting Official


Via Official, if required


Reviewing Official























l.
Supervision of OPTAR Duties


Reporting Official


Via Official, if required


Reviewing Official























m.
Supervision of Security Duties


Reporting Official


Via Official, if required


Reviewing Official























n.
Supervision of Stock Record Card Maintenance


Reporting Official


Via Official, if required


Reviewing Official























o.
Supervision of Purchasing/Requisitioning & Requisitioning Follow-up


Reporting Official


Via Official, if required


Reviewing Official
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PART I - Evaluation Criteria

Indicate evaluation by (X) in the appropriate column for each item.  Provide supporting comments in parts V, VI, and VII for items evaluated as outstanding or unsatisfactory.
Out-

standing
Excellent
Good
Adequate
Unsatis-

factory
Not

Observed

p.
Supervision of Material Receipt/Storage and Material Expenditure Duties


Reporting Official


Via Official, if required


Reviewing Official























q.
Supervision of COSAL Duties


Reporting Official


Via Official, if required


Reviewing Official























r.
Supervision of Inventory Management Duties


Reporting Official


Via Official, if required


Reviewing Official























s.
Supervision of SAC 224 Duties


Reporting Official


Via Official, if required


Reviewing Official























t.
Supervision of SAC 207 Duties


Reporting Official


Via Official, if required


Reviewing Official























u.
Supervision of Fuel Accounting Duties


Reporting Official


Via Official, if required


Reviewing Official























v.
Knowledge of Supply Computer Programs


Reporting Official


Via Official, if required


Reviewing Official























w.
Knowledge of Food Service Department Organization & Administration


Reporting Official


Via Official, if required


Reviewing Official























x.
Supervision of Meal Preparation and Service


Reporting Official


Via Official, if required


Reviewing Official























y.
Performance of Food Service Records Keeping


Reporting Official


Via Official, if required


Reviewing Official























z.
Maintenance of Subsistence Storerooms


Reporting Official


Via Official, if required


Reviewing Official























aa.
Performance of Subsistence Procurement


Reporting Official


Via Official, if required


Reviewing Official























bb.
Performance of Inventory Control Duties


Reporting Official


Via Official, if required


Reviewing Official























cc.
Performance of Subsistence Transfers/Surveys


Reporting Official


Via Official, if required


Reviewing Official























dd.
Performance of Food Service Sanitation


Reporting Official


Via Official, if required


Reviewing Official


























MSC Form 12330/11 (5-93)  Page 5 of 6

PART II - Leadership Potential (To be completed by the Reporting Official only)

a.
How would you compare this officer with other MSC officers of comparable grade?


 FORMCHECKBOX 

1.
A very fine officer;
 FORMCHECKBOX 

2.
A dependable and typically
 FORMCHECKBOX 

3.
An acceptable officer




Great value to the Service


effective officer


 FORMCHECKBOX 

4.
Unsatisfactory
 FORMCHECKBOX 

5.
Insufficient observation



b.
Indicate your attitude towards having this officer serve with you.


 FORMCHECKBOX 

Especially desire to have him/her
 FORMCHECKBOX 

Satisfied to have him/her
 FORMCHECKBOX 

Prefer not to have him/her






(Give reason under Part V)



c.
Does the officer's conduct ashore and afloat credit on MSC and his/her ship?


 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No (Explain under Part V)

d.
Do you consider this officer qualified for temporary or permanent promotion to the next higher position?


 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No (Explain under Part V)

PART III - Overall Evaluation

Based on your observation of this officer's performance, and considering everything you know about him/her, what is your overall rating?



PART IV

a.
Significant weaknesses should be discussed with the officer.  Has this been done?


 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
 FORMCHECKBOX 

No significant weakness noted

b.
What has been the trend of his/her performance since your last report?


 FORMCHECKBOX 

First Report
 FORMCHECKBOX 

Improving
 FORMCHECKBOX 

Consistent
 FORMCHECKBOX 

Declining








(Discuss with Officer)



c.
In the interest of maintaining effective communications with subordinates, reporting senior is encouraged to discuss this report with the officer.  Has this been done?


 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

PART V

Reporting Official Comments.  Comments are required for each factor in Part I rated as outstanding or unsatisfactory.  Special strengths and weaknesses should be discussed.



Signature and Title of Reporting Official:


Date:



PART VI

Via Official Comments.  Comments are required for each factor in Part I rated as outstanding or unsatisfactory.  Special strengths and weaknesses should be disucssed.



Signature and Title of Via Official:


Date:



I acknowledge that I have seen this report and have been apprised of my performance.

Signature of Officer Evaluated:


Date:



PART VII

Reviewing Official Comments.  Specific comments are required for each factor rated as outstanding or unsatisfactory or for any factor in which your rating and the rating assigned by the reporting official differ.



Signature and Title of Reviewing Official:


Date:
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UNLICENSED ENGINEERING PROMOTION EVALUATION



INSTRUCTIONS

1.  This form will be used to evaluate engine department employees occupying unlicensed positions.

2.  To ensure consistency in the level at which the evaluation is conducted and reviewed, reporting and reviewing officials will be as follows:



Position
Reporting Official
Reviewing Official

Electronics Technician

All Other Unlicensed


Chief Engineer


via Master

First Assistant Engineer


via Master


Engine Placement Officer

Engine Placement Officer



3.  To provide consistency in evaluation criteria, the following definitions should be used when completing this form:


a.
Watchstanding Ability.  Extent to which individual fulfills prescribed responsibilities of watchstanding independent of direct supervision, understands and carries out standing orders in effect at time of watch, recognizes emergency situations requiring notification of engineer on watch, and takes appropriate action.


b.
Communication Skills.  Level to which individual conveys information clearly and effectively through oral and written means, practices good listening skills, and maintains good two-way communications with ship's personnel at all levels.


c.
Engineering/systems.  Extent to which individual demonstrates job knowledge, skills and abilities in performance of assigned tasks, and working knowledge of plant and machinery operation.


d.
Ability to Use Hand Tools.  Extent to which individual displays proper use of various shipboard hand tools.  Knowledge of proper uses of tools and dexterity in use of same.


e.
Ability to Use Power Tools.  Extent to which individual demonstrates proper use of various shipboard power tools, knowledge of operation and application of power tools, demonstrates safe use of same, and proficiency and performance in use of same.


f.
Ability to Solder/Braze/Weld/Cut.  Extent to which individual demonstrates knowledge of brazing/soldering, and welding (gas and electric) techniques.  Ability to use proper rods, fluxes, surface preparations, and set up of oxy/acetylene regulators, and welder volt and amp settings.  Ability to set up and use cutting torches, clean and replace tips.  Knowledge of safety aspects covering hotwork.


g.
Ability to Use Lathe.  Extent to which individual demonstrates knowledge and ability in the use of machine shop lathes.  Can perform various threading, tapering, and boring operations with a high degree of accuracy.  Can work from sketches, blueprints, and prepare working drawings for review.  Ability to set up lathes, select tools, and sharpen bits, drills and tools. Proficiency at use of measuring devices such as verniers, calipers, micrometers, dial indicators, snap gages, etc.


h.
Electrical Skills.  Extent to which individual demonstrates knowledge and abilities in the maintenance, repair, and troubleshooting of electric machinery, equipment, and devices such as motor controllers, sensors, switches, breakers, instrumentation, etc.



MSC 12330/10  (1-94)  Page 1 of 4

UNLICENSED ENGINEERING PROMOTION EVALUATION

INSTRUCTIONS

i.
Ability to Use Electrical Test Equipment.  Extent to which individual demonstrates proficiency in the use of meggers, multimeters, frequency generators, milliamp genertors, oscilloscopes, etc.  Ability to utilize test equipment in the troubleshooting of controllers, monitoring and control systems, and logic devices.


j.
Ability to Repair HVAC/Reefer Equipment.  Extent to which individual demonstrates proficiency at maintenance, repair, and operation of reefer/AC compressors and systems.  Knowledge of system and component function.  Ability to troubleshoot failures/malfunctions, and utilize instrumentation and test equipment to monitor system operation and detect malfunctions.


k.
Proficiency at Fabrication of Machine Parts.  Extent to which individual demonstrates proficiency at fabrication of replacement parts and machining of existing components.  Can accurately and independently set up lathes/milling machines for fabrication of wear rings, pump shafts, valve stems and disks, broaching of keyways, etc.


l.
Proficiency at Machinery Repairs.  Extent to which individual demonstrates proficiency at machinery repairs and overhauls.  With minimal supervision can effect repairs and perform overhauls to pumps, compressors, heat exchangers, piping systems, diesel engines, valves, boilers, fixtures, etc.


m.
Safety Consciousness.  Extent to which individual understands MSC saety policies, adheres to good safety practices, demonstrates an awareness of importance of safety to others and self.  Identifies safety and health hazards or unsafe work practices and conditions.


n.
Motivation/initiative.  Degree to which individual displays self-motivation and willingness to perform job related tasks within his/her area of responsibility, and with minimum of supervision.


o.
Judgement/Decision-making.  Degree to which individual exercises logical, sound judgement in choosing courses of action, relative to his/her job duties, and appropriately seeks guidance or informs supervisors, whenever faced with changing work conditions or unfamiliar tasks.


p.
Interpersonal Skills.  Extent to which individual behavior contributes to productive and harmonious working relationships with supervisors and other crew members.


q.
Cleanliness.  Level to which employee maintains general cleanliness and upkeep of designated work areas and living quarters on ship.


r.
Potential for Advancement/Greater Responsibility.  Extent to which employee demonstrates potential for assuming greater responsibility above what is considered adequate for present position.  Level to which employe can work independently or as a supervisor of others.

Note.  Employees will be evaluated on applicable elements as follows:


Electronics Technician:  Items h, I, m through r


Reefer Engineer:  Items c, d, e, f, j, l thru r


Electrician:  Items d, e, h, I, l thru r.


DEMAC/Machinist:  Items d, e, f, g, k thru r


All Watchstanders - Items a, b, c, d, e l thru r


Wipers - Items d, e, m thru r


Other non-Watchstanders - Items d, e, f, l thru r
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PROMOTION EVALUATION (ENGINE DEPARTMENT UNLICENSED PERSONNEL)

EMPLOYEE' S NAME:


NORMAL WORK AREA:  (Check as required)
 FORMCHECKBOX 

WATCHSTANDER

 FORMCHECKBOX 

ON DECK/DECK MACHINERY

 FORMCHECKBOX 

PUMPROOM(S)/FUELING MACHINERY/EQUIPMENT

 FORMCHECKBOX 

ENGINEROOM/ENGINEERING SYSTEMS/AUXILIARY

 FORMCHECKBOX 

VARIOUS/ELECTRICAL MACHINERY/EQUIPMENT

SOCIAL SECURITY NUMBER:




RATING SAILED:




VESSEL NAME:


PERIOD OF REPORT:

From:


To:

Performance of Duty:  (Check the applicable box for each category.  Any items marked with an "*" and checked off must be commented on in "comments".  This is mandatory.)

Performance Rating Scale and Definitions

Outstanding
Far exceeds expetations for competent job performance

Excellent
Exceeds expectations for competent job performance

Good
Meets expectations for competent job performance

Satisfactory
Barely meets expectations for competent job performance

Unsatisfactory
Does not meet expectations for competent job performance

Not observed
Performance not observed or not applicable to position

I.  WATCHSTANDING (Watchstanders only)

CATEGORY
* OUT-

STANDING
EXCELLENT
GOOD
SATIS-

FACTORY
* UNSAT
NOT

OBSERVED

a.
Watchstanding Ability























b.
Communication Ability























c.
Engineering System/Knowledge























II.  ENGINEERING SKILLS (ALL PERSONNEL)

d.
Ability to use hand tools























e.
Ability to use power tools























f.
Ability to weld, braze, cut























g.
Ability to use a lathe























h.
Electrical Skills























i.
Ability to use electrical test equipment























j.
Ability to repair, operate HVAC/reefer equipment























k.
Proficiency at fabrication of machine parts























l.
Proficiency at machinery repairs























m.
Safety consciousness
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III.  PERSONAL CHARACTERISTICS:  TO WHAT DEGREE HAS THIS EMPLOYEE EXHIBITED THE FOLLOWING QUALITIES? (ALL PERSONNEL)

CATEGORY
* OUT-

STANDING
EXCELLENT
GOOD
SATIS-

FACTORY
* UNSAT
NOT

OBSERVED

n.  Motivation/Initiative







o.  Judgement/Decision Making







p.  Interpersonal Skills







q.  Cleanliness







r.  Potential for Advancement/Greater Responsibility







COMMENTS:  All unsatisfactory or outstanding categories checked in I, II, and III, are to be explained in this section.  Also describe in this section any strengths or weaknesses not covered in the previous sections.  (continue on a separate sheet if required)


IV.  Overall Evaluation


of Employee
 FORMCHECKBOX 

OUTSTANDING
 FORMCHECKBOX 

EXCELLENT
 FORMCHECKBOX 

GOOD
 FORMCHECKBOX 

SATISFACTORY
 FORMCHECKBOX 

UNSATISFACTORY

COMMENTS:  (Make specific comments relative to overall evaluation.)



SIGNATURE OF REPORTING OFFICIAL:  (print or type name and sign)

DATE PREPARED:



SIGNATURE OF EMPLOYEE:  (If employee is not on board, copy to be sent to the employee's home of record by the purser.)


DATE MAILED:



SIGNATURE OF MASTER:  (print or type name and sign)

DATE REVIEWED:



COMMENT AND REVIEW BY AREA COMMAND:



Signature & Title:


Date:
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CIVILIAN MARINE EVALUATION RECORD

MSCPAC FORM 12430/2 (9-91)

TO:  Commander, Military Sealift Command, Pacific (CODE N12)                                N12

EVALUATION

EMPLOYEE NAME AND SSN




   POSITION


SHIP

FACTORS
EXCEL   
SAT
UNSAT*
FACTOR
EXCEL
SAT
UNSAT*



PHYSICAL ABILITY                                                              



CONDUCT




QUALITY OF WORK



PERSONAL APPEARANCE




QUANTITY OF WORK



INITIATIVE




ABILITY TO FOLLOW ORDERS



OVER-ALL PROGRESS




ABILITY TO GET ALONG WITH OTHERS



POTENTIAL FOR PROMOTION




REMARKS



EMPLOYEE  SIGNATURE                                       DATE                        DEPARTMENT HEAD SIGNATURE


MASTER’S ENDORSEMENT

1.  LENGTH OF TIME CIVMAR UNDER YOUR DIRECT SUPERVISION:   [   ] 1 to 3 months  [   ] 4 to 6 months  [  ] 7 months or 

2.  THE EVALUATION OF THE DEPARTMENT HEAD IS NOTED AND FORWARDED.                                                  longer

3.  [   ] I CONCUR IN THE EVALUATION

4.  [   ] I DO NOT CONCUR IN THE EVALUATION  (If non-concur, explain)


DATE                                                                  MASTER’S  SIGNATURE

INSTRUCTIONS FOR PREPARATION OF FORM:

1. THE DEPARTMENT HEAD SHALL INITIATE EMPLOYEE EVALUATIONS AS REQUIRED BY COMPLETING AND SIGNING THE UPPER PORTION OF THE FORM.  THE EMPLOYEE SHALL ALSO SIGN THE FORM TO SHOW THAT HE/SHE HAS BEEN ADVISED OF THE EVALUATION AND RECOMMENDATION.  UPON COMPLETION OF THE MASTER’S ENDORSEMENT, THE FORM SHALL BE FORWARDED TO COMSPAC (CODE N12).

2. EVALUATIONS ARE REQUIRED WHEN MARINER IS DETACHED AND NOT LESS FREQUENTLY THAT EVERY NINE MONTHS.

3.  * UNSATISFACTORY PERFORMANCE RATING REQUIRES SPECIFIC COMMENTS.

MSCPAC FORM 12430/2 (9-91)

PROMOTION EVALUATION ( Unlicensed Personnel)                                 PERIOD OF REPORT
MSCLANT FORM AND REPORT 12430/6 (REV 9-84)                   FROM:                      TO:______________       EMPLOYEES NAME:                                      SSN:                                   OCCASION FOR THIS REPORT:
____________________________________________________________(   ) Annual  (   ) Detachment of Reporting

                                                                                                                                                Senior

SHIP’S NAME:

USNS                                                                                                              (   ) Transfer/Reassignment      (   ) Special

PRINCIPAL DUTIES ASSIGNED DURING THIS                                   BRIEF DESCRIPTION OF SHIP’S MISSION

REPORTING PERIOD:                                                                               DURING REPORTING PERIOD:

__________________________________________________________________________________________________

I.  PERFORMANCE OF DUTY:  (Indicate evaluation by “X” in the appropriate column for each item and provide                                             

     supporting comments in Item IV where columns marked * are checked.)

                                                       

                                                                      OUTSTANDING    EXCELLENT           GOOD          SATIS.           UNSATIS.     NOT   

                                                                             PERFORMANCE   PERFORMANCE    PERFORM.  PERFORM.   PERFORM.  OBSERVED

A.   Evaluation of Performance of Duty    *                                                                                                    *

       on Watch (underway and in port)


B  



          *                                                                                                   *

      (1)  Seamanship or Engineering

             Skills

      (2)  Proficiency at Maintenance and    * 
                                                                                                 *

             Repairs

      (3)  Shipboard Safety                            *




                                       * 

       

II.  OVERALL EVALUATION:    Based on your observation of this employee’s performance and considering everything you   

          know about this employee, how would you rate him/her?
           OUTSTANDING           EXCELLENT          GOOD        SATISFACTORY     UNSATISFACTORY      NOT OBSERVED 

*



*



III.    PERSONAL CHARACTERISTICS:  To what degree has this employee exhibited the following Qualities?                    

       (Place an “X” in the appropriate box.)
                                                                                                                                                             NOT

Professional Ability                         OUTSTANDING    EXCELLENT    GOOD     SATISFACTORY      UNSAT    OBSERVED

A.  Loyalty









B.  Leadership (sets example)









C.  Cooperation









D.  Bearing and Appearance









E. Willingness to Learn









F.  Personal Behavior 

      (demeanor, disposition and 

      sociability)
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MSCLANT FORM AND REPORT 12430/6 (Rev 9-84) 
                                                                                      

VI.  COMMENTS:  Make specific comments consistent with the marks in other sections.  Mention 

strengths, special accomplishments, and weaknesses.  Emphasize displayed potential for professional                                                                                                                   development and leadership ability and potential for assuming greater responsibilities and promotion potential. 

When applicable, comment upon economy displayed by procedures and engineering practices.  Identify the 

existence of adverse traits such as alcoholism and marginal physical conditions.  (THIS SPACE MUST NOT 

BE LEFT BLANK AND IS EXPECTED TO BE FILLED.  Blocks with asterisks that are checked must be 

commented upon here.)

V.   a.  Significant weaknesses should be discussed with employee.  Has this been done?

           [   ] Yes     [   ] No  (explained in item IV)     [   ] No significant weaknesses noted

      b.  What has been the trend of this employee’s performance since you last report?

            [   ] First report     [   ] Improving     [   ] Consistent     [   ] Declining (must be discussed with  employee)

      c.  In the interest of both MSCLANT and employee, reporting officer must discuss this report with                 

           employee.  Has this been done?


VI.  Does this employee conduct himself ashore and afloat in such a manner as to reflect credit on MSC                              

       and his ship?

  
 [   ] Yes     [   ] No (explain in item IV above)
 

VII.  Signature and title of reporting official                                                   Date prepared

         (Name Printed or Typed)


        Signature of employee (if unobtained, copy to be sent to                        Date seen/mailed

        employee by Purser)

 

        Signature of Master                                                                                  Date reviewed

        (Name Printed or Typed)


VIII.  COMMENT AND REVIEW BY APPROPRIATE HEADQUARTERS:


                                                                                                                  Signature, Title, and Date
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