OFFICER AND ENLISTED PERFORMANCE REPORTS

The single most important element needed for successful mission accomplishment is performance.  The Officer XE "Officer"  and Enlisted Evaluation Systems emphasize the importance of performance and serve a variety of purposes.  First, they provide meaningful feedback to individuals on what is expected of them, advice on how well they are meeting those expectations, and advice on how to better meet those expectations.  Second, they provide a reliable, long-term, cumulative record of performance and potential based on that performance.  Finally, they provide officer central selection boards, senior NCO evaluation boards, the Weighted Airman Promotion System and other personnel managers sound information to assist in identifying the best qualified officer and enlisted personnel.  

The following is a summary of officer performance reports (OPRs) and enlisted performance reports (EPRs).  A properly prepared performance report is critical in determining who should be selected for advancement and should accurately reflect an individual’s performance.  As a key quality force indicator it should take into account any adverse administrative or punitive actions taken against the individual.

PERFORMANCE FEEDBACK  

· Performance feedback is a private, formal communication a rater uses to tell a ratee what is expected regarding their duty performance and how well the ratee is meeting those expectations.  The rater documents the ratee’s performance on a Performance Feedback Worksheet (PFW) and uses the PFW format as a guide for conducting feedback sessions to discuss objectives, standards, behavior, and performance with the ratee.  Providing this information encourages positive communication, improves performance and professional growth

· The rater is responsible for preparing, scheduling, and conducting the feedback session.  These sessions can only be productive when supervisors stay abreast of current standards and expectations.  They must provide realistic feedback to improve the ratee’s performance and written comments, not just marks on the form.  Any behavior that may result in further administrative or punitive action should be documented in a separate document

· The original PFW is provided to the ratee, with a signed and dated feedback notice forwarded to the Command Support Staff for filing.  The rater may keep a copy for personal reference, but (except for limited circumstances) the PFW will not be made part of any official personnel record or be included in an individual’s PIF, unless the ratee introduces it first or alleges he or she did not receive required feedback or claims the sessions were inadequate.  The ratee may use the completed form for any purpose he or she desires   

REQUIRED AND PROHIBITED COMMENTS

· Some specific comments or entries are required and must be included on OPRs and EPRs.  These comments should be drafted as stated in the AFI.  Slight deviations are allowed, but entries significantly deviating from the recommended format are unacceptable.  These comments and entries include, but are not limited to

-- For a referral report or training report (TR), the evaluator must specifically detail the behavior or performance that caused the report to be referred 

-- Explaining any significant disagreement with a previous evaluator on a performance report

-- Comments relating to the ratee’s behavior are mandatory on the ratee’s next OPR, EPR, TR, and an officer’s next PRF, if the ratee has been convicted by court-martial

-- If performance feedback was not accomplished, comment on that fact is mandatory

· Certain comments are inappropriate.  Some of the common mistakes include, among others

-- Promotion recommendations for officers

-- Duty history or performance outside the current reporting period, except as allowed in AFI 36-2406, paragraphs 3.7.6. and 3.7.7

-- Comments referring to performance feedback sessions, except in the Performance Feedback Certification Block

-- Events that occur after the close out date

-- Any action against an individual that resulted in an acquittal or failure to implement an intended personnel action.  This does not necessarily bar commenting on the underlying misconduct that formed the basis for the action, but this should only be done after consulting with the servicing staff judge advocate

-- Actions taken by an individual outside the chain of command that represent guaranteed rights of appeal, such as issues raised with the Inspector General

-- Race, ethnic origin, gender, age, or religion of the ratee

-- Temporary or permanent disqualification under AFI 36-2104, Nuclear Weapons Personnel Reliability Program
-- Participation in drug or rehabilitation programs

-- Performance as a court-martial or board member

-- Punishment received as a result of an administrative or judicial action (consult the servicing staff judge advocate’s office)

REFERRAL REPORTS  

· Certain comments or ratings on the OPR may result in it being “referred” to the ratee for comments.  An evaluator whose ratings or comments cause a report to become a referral report must give the ratee a chance to comment on the report.  Referral procedures are established to allow the ratee to respond to the items that make a report a referral before it becomes a matter of record

· Refer an OPR when

-- An evaluator marks “Does Not Meet Standards” in any performance factor in section V of the OPR; or

-- Any comments in the OPR or the attachments refer to behavior incompatible with standards of personal or professional conduct, character, judgment, or integrity

· The procedures involved when referring an OPR or EPR are provided in AFI 36-2406, beginning with paragraph 3.9
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