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Employee Relations Bulletin # 74

SUBJECT: Total Army Performance Evaluation System (TAPES):
Mandatory Midpoint Review

T0: Civilian Personnel Officers
af Commands and Activities
af Department of Amy

1. Supervisors should be reminded that this is the midpoint of
the standardized rating cycle (1 Jul - 30 Jun} for the TAPSS
Senior System. This bulletin provides information to assist
supervisars in performing the required midpoint review. Please
share this information with them.

2. Although raters are sncouraged to ongage in informal and
Spontaneous discussions with their employees throughout the
rating period regarding their performarnce, at a minimum, raters
have a responsibility under TAPES to conduct a midpeint review.
This provides employees feedback on how well they are doing and
how they can improve their performance. It's a fwo-way
communication process; the Fater and ratee should review
objectives and accomplichments. training completed or to be
scheduled, stc., and make notes of the discussion on the Support
Form (DA FORM 7222-1). Enhanced communication bstween the Tates
and the rating chain is one of the major chjectivas of TADES.

3. Many ravers are not enthusiastic about face-to-face
perfornance counseling meetings with ratess; however, a pasitive
attitude and thorough preparation can go a lang way toward
Tequcing anxieties apout the process. The mors often performance
discussions occur between the supervisor and employes, the more
comfortable each should be about the process. The follcwing
Counseling tips may be useful as raters prepars far and conduct
prograss reviews, whather it's the midpoint or the end of the
Tating cycle.

o Prier to the review, the xater should:
Prepare in agvance;

Review the status Gf each item on the Suppart form

and give an assessaent;

Identify strergths and weaknesses to be discussed

with the ratee; -

Decurent and be prepared to justify performance

assessments:







[image: image2.png]- Anticipate the ratee's reaction to factors brought
to his or her attention, espacially megative aspacts of
performance;

. prepare possible responsas To questions and comments
likely ta be expressed by the ratee; and

-- Decide on spacific suggestions and recomnendations
to ba taken for Improvement. The idea is to improve individual
and crganizational performance.

o During the review ter_should not:

-- Argue with or put the ratee on the dafensive;
Discuss other employees' parformance. The only
exception is a circumstance invelving deperdecce of the wori of
another person;

~<Make promises that canmot be Kept;

-- Overlack weaknesses; .
Criticize the ratee as a person. Commsnts
Qirected toward performance;

-="Do all the talking and feel that it is nacessary
that both of you agree or all areas;

-~ Display indifference or dislike of the evauation
process; and

— Hurry through the process. Consider it to be a
building teol for working with subordirates.

Lld pe

Keeping these tips in mind, the rater is now ready to procesd
with the evaluation interview. By fellowirg the next six steps,
you will greatly enhance the likeiihood that both you and the
Tatee will penefit from a productive evaluation review.

o Steps fox Conducting an Effective Fu on_Review,

1)-- Devélop rapport and establish the tona: A congenial
atnosphere is inportant. Ensure privacy ard explain the purpose
af the meeting. .

2)-- Go over the Support Form. Cite specific instances
rather than talk in generalities.

3)-- Znvite questions and comments. Give the ratee tine
to express his or her viewpoincs and reactions; listen carsfully.
Based on these comments, it s fossible that performance
objectives and/or evaluation assessments
on’the Support Form. Remember, =he Support Form is a "worsing
docunent.

4)-- Offar suggestions for improvement: When criticism
is necessary, also give suggestions for improvenents. These
recormendations should also be documented cr the Support Form.

5)~- Establish fiture goals: When dnployees take part ir
setting goals, thare is greater likalinced of gaining thair
commitrent

6)-- Sumparize the evaluatian review: In additior tr
written notes, oral sumaries are zdvantagesus in that they
reinforce ingortant conclusions.
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4. Pleasa share this information with your employee relations
speelalist, labor counselor and equal exployment opporcunity
orfice.
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