
 
 

Completing the Streamlined DCIPS Performance Apprasial in the PAA 

To facilitate a more streamlined approach to performance management, employees and supervisors 

may complete one narrative for all Performance Objectives and one narrative for all Performance 

Elements, rather than requiring separate narratives for each Performance Objective and each 

Performance Element. Below are instructions on how to best implement this guidance in the PAA for 

midpoints and performance appraisal closeouts.  

 Performance narratives must still address performance against both objectives and elements 

and justify the ratings assigned. Narratives that accurately support performance ratings are 

important to the integrity of our performance management system.  

 This guidance is optional for employees and supervisors. Employees and supervisors may elect 

to complete narratives for each Performance Objective and each Performance Element.   

 Rating Officials should take into account the employee self assessment when writing their 

appraisal.  If an employee decides to write to each performance objective and performance 

element in their self assessment, the rating official should consider this when writing their 

appraisal.  

 Rating Officials who choose to utilize the streamlined process must use the streamlined process 

for ALL employees under his/her purview. 



 
 Instructions for an Employee completing a Streamlined Self Assessment in the PAA.   

1. Select  the “Update” Action from the drop down box on the PAA Main Page. (Note: Employee 

must have ownership of the plan to enter assessments.) 

2. Select the Button.  

 

 

3. Select the Tab  

4. Select the  Tab  

5. Select the appropriate “Radio button” for Performance Objective #1. 

6. Enter a narrative summarizing a self assessment for ALL of the Performance Objectives in the 

Employee Self Assessment box for Objective #1. Employees should still address all Performance 

Objectives in their summary self assessment.  

(Note: there is a 2000 character limit for this text box. If you need more characters for your 

narrative, note “Continued in Performance Objective #2” and complete the narrative in the 

Employee Self Assessment box for Performance Objective #2) 

7. Select the radio button for Performance Objective #2  
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8. Enter the statement “See Performance Objective #1 for Summary Narrative” in the Employee 

Self Assessment box for Performance Objective # 2. 

9. Repeat Steps 7 and 8 until a statement has been entered into all Employee Self Assessment 

boxes. 

 

 

10. Select the  Tab  

11. Select the appropriate “Radio button” for “Accountability for Results”. 

12. Enter a narrative summarizing a self assessment for ALL of the Performance Elements in the 

Employee Self Assessment box for “Accountability for Results”. 

(Note: there is a 2000 character limit for this text box. If you need more characters for your 

narrative, note “Continued in “Communication” and complete the narrative in the Employee Self 

Assessment box for “Communication”) 

13. Select the radio button for “Communication”. 

Step 5 

Step 3 

Step 4 

Step 6 



 
14. Enter the statement “See “Accountability for Results” for Summary Narrative” in the Employee 

Self Assessment box for “Communication”. 

15. Repeat Steps 13 and 14 until a statement has been entered into all Employee Self Assessment 

boxes. 

 

 

16. Once all employee self assessments are completed, transfer to Rating Official by selecting 

button 
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Instructions for Rating Officials completing a Streamlined Self Assessment in the PAA.   

Select the “Update” Action from the drop down box on the PAA Main Page.  

(Note: Rating Official must have ownership of the plan to enter assessments) 

1. Select the Button.  

 

2. Select the Tab  

3. Select the  Tab  

a. Select “Annual Appraisal - DCIPS” from the dropdown box for Appraisal Type.  

b. Input Appraisal Period End Date.  

4. Select the appropriate “Radio button” for  the first Performance Objective  

5. Review the Employee’s Self Assessment for Performance Objective #1. 

6. Assign a rating to Performance Objective #1.   

7. Enter a narrative summarizing ALL of the Employee’s Performance Objectives ratings in the 

Rating Official Assessment box for Objective #1.   

(Note: there is a 2000 character limit for this text box. If you need more characters for your 

narrative, note “Continued in Performance Objective #2” and complete the narrative in the 

Rating Official Assessment box for Performance Objective #2) 

8. Select the radio button for Performance Objective #2  

9. Review the Employee’s Self Assessment for Performance Objective #2. 
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10. Assign a rating to Performance Objective #2.   

11. Enter the statement “See Performance Objective #1 for Summary Narrative” in the Rating 

Official Assessment box for Performance Objective #2. 

 Repeat steps 8-10 until all Performance Objectives have been assigned a rating.   
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12. Select the   tab. 

13. Select the appropriate “Radio button” for the first Performance Element “Accountability for 

Results”. 

14. Review the Employee’s Self Assessment for “Accountability for Results”. 

15. Assign a rating to Performance Element “Accountability for Results”  

(Note: Remember to use your Intelligence Community Performance Standards) 

16. Enter a narrative summarizing justification for ALL of the Employee’s Performance Elements 

ratings in the Rating Official Assessment box for “Accountability for Results”. 

(Note: there is a 2000 character limit for this text box. If you need more characters for your 

narrative, note “Continued in Communication Rating Official Assessment box” and complete the 

narrative in the Rating Official Assessment box for “Communication”) 

17. Select the radio button for “Communication”.   

18. Review the Employee’s Self Assessment for “Communication”. 

19. Assign a rating for the Performance Element “Communication”.   

20. Enter the statement “See “Accountability for Results” Rating Official Assessment Box for 

Summary Narrative” in the Rating Official Assessment box for “Communication”. 

21. Repeat steps 17-20 until all Performance Elements have been assigned a rating.   

  

https://www.intelink.gov/inteldocs/action.php?kt_path_info=ktcore.actions.document.view&fDocumentId=184592
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22. Select tab to review all ratings. 

 

23. Select tab to begin approval process.   

24.  Select at “Step 1: Rating Official Request or Document Higher Level Review” to request 

or document approval by reviewing official (Higher Level reviewer).  
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25. Select Option A to transfer PAA to HLR for approval .
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