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CIVILIAN PERFORMANCE DISCUSSIONS
Supervisors should periodically meet with each employee to provide the employee feedback on their performance, review the employee's performance elements and standards (performance plan), update the employee's performance plan when changes are needed, and certify the performance plan if the plan was not certified at the beginning of the rating period. Doing this now will allow sufficient time for employees to correct performance deficiencies and/or redirect their efforts based on any changes to their performance plan. 
Performance discussions are a positive approach to improving employee performance and will help eliminate surprise performance ratings at the end of the performance appraisal cycle. At least one progress review of the employee's performance against all the elements of their performance plan must take place during the appraisal period, normally at the midpoint. Since the appraisal period for civilian employees is 1 April through 31 March, Now is the time supervisors should typically hold the mid-year performance feedback discussions with each employee. Supervisors are not limited to the mandatory once a year feedback, and are encouraged to hold periodic performance discussions throughout the rating period.
Supervisors are reminded there are mandatory forms that must be used to document performance feedback discussions with employees. An AF Form 860B must be used for non-bargaining unit members and a 21 SW Form 860C must be used for all bargaining unit members, e.g., WG, WL, and non-supervisory GS fire fighters. These forms may be filled out before or during the review with each employee. Employees should be made aware the progress review is meant to provide feedback on performance and may impact the rating of record at the end of the appraisal period. A copy of the form is provided to the employee and the original is retained by the rating official in the employee's Supervisor's Employee Work Folder (971 File) until after the annual rating is rendered. In some cases it may be necessary to retain the feedback form longer. Supervisors should contact their Employee Relations Specialist as soon as any performance problems develop or if they have questions. (Reference AFI 36-1001)
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