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Civilisn marine officer personnel performance; evaluation 
record of 

Ref: (a) MSTSPACINST 12340.lB, Subj. Civilian marine personnel 
promotion program; pelicies and procedures concerning 

1. Purpose. To establish procedures for the preparation and submission 
of civIlian marine officer performance eva 1 uat ions. 

2. Background. To ensure the selection of the most quslified and able 
officers UDder the promotion system set forth in reference (a), there 
is need for JIIOre defini ti ve information on candidates. A periodic 
evaluation of each officer's work performance, personal characteristics 
and leadership potential filed by his superVisors over the years of his 
employment would give management a more tangible means by which to mea­
sure nis suitability for promotion or selection for a particular billet. 
Full cooperation of all evaluating officials is mandatory in order that 
the civilian marine officer personnel program may better serve to: 

a. 

b. 
alert, 
to the 

Reward the best fitted. 

Provide the master/ chief en"ineer vi th professionally qualified, 
aggreSSive leaders to IIssist them in meeting their responsibilities 
goverreent. 

c. Bnsure that all personnel have an equal opportun! ty to develop 
their potential, and that it be recorded tJy means of a uniform personnel 
evaluat10n progl'lIIIl. 

3. Directive 

s. The performance of civilian marine officers shall be evaluated 
on MSTSPAC Fora 12430/3, Civilian Marine Officer Performance Evaluation 
Record. Evaluating officials shall be objective, thoughtful and thorough 
in cOlllPlat1ng this form. If an evaluating official feels ne has not had 
autricient opportunity to form II valid opinion on 8 particular factor, 
he shall 80 indicate by writing "1n.uf'f'icient observation" opposite that 
factor. One month i8 normally considered sufficient time in whicn to 
make an observation. 
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(1) This evalustion record will be considered a private com­
munication between the evaluator and COMSTSPACAREA. However, super­
visors are eocoursged to diGCUSS shortcomings vith personnel concerned. 

(2) This evaluation record shall not be used as a SUQstitute 
for disciplinary action nor can it be made a subject of a grievance 
action. 

(3) When completed, the form shall be forwarded, double envel­
oped, with the inner envelope marked: "Civilian Marine Officer Per­
formance Evaluation Record." 

b. Responsibility tor evaluating civilian marine officer perfor­
mance is assigned as follovs: 

(1) Commanding Officers of MSTS Offices: for masters in ships 
under their administrative control. (Masters, permanent Rnj temporary, 
assigned in ships under the administrative control of COMSTSPACAREA vill 
be evaluated by COMSTSI'ACAREA.) 

(2) Master: for chief engineer and all other officers assigned 
in his ship. Heads 0r' depart.ments will assist the !!!aster by preparing 
rough evaluation forms for personnel under their cognizance. 

c. K'lTSPAC Form 12430/3 shall be prepared on the following basis: 

(1) Annually, as of the officer's Oirthdate, if he is a perma­
nent employee. 

(2) On completion of the first and ninth month of employment, 
if he is a temporary officer. 

(3) On permanent detachment of an officer ~r tne evaluating 
official. 

4. Forma. An initial supply of the evaluation forms, MSTSPAC F01'lll 

124~will be forWarded to each ship. Additional copies shall be 
ordered through regular supply channels. 
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