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CHAPTER 1. GENERAL PROVISIONS
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Introduction

Thishandboolc ont ai ns t he Department of Housing
Performance ManagemeRltan (PMB policies and procedures for all systeexsept the Senior
Executive ServicePerformance Manageent is governed biyederal regulations as found in

5 CFRPart430.

The appraisal components of this handbook are applicable to managers and sugemasedsby
the Performance Accountability and Communication System (PAgD8)tonon-supervisory
employees covered by the Employee Performance Planning and Evaluation System (EPPES
Employees covered by this plan include both those represented Bynitrican Federation of
Government Employees (AFGE) and thospresented by the National Federation of Federal
Employees (NFFE For employees representedthgseBargaining Units|ocal bargaining
agreements should be consulie@¢onjunction withthis policy.

Through i mplementation of this handbook,
focused on results. Resuftecused Performance Management means that employee perform
pl ans must be focused on achieving result
All employee performance plans must include critical elements and performance standards
developed in accordance with t8eM.A.R.T.standardsnethodology. S.M.A.R.T. stands far

Specific-The el ements in the employeeds Perfor
accomplished that is, the results that the employee is aiming for should be the central focus
each element.

MeasurableThe elenent should have clearly defined measures, which will allow both the
employee and the supervisor to know that the requirement has been achieved. The supervi
should communicate to the employee how the results will be determined.

Attainable-All elemerts mustbe achievable. The employee and supervisor should create a
situation where the employee has a reasonable expectation of achieving his/her goal, given
necessary resources (training, time, support) to perform at the required level.

Relevant-Critical elements and standards are to be aligned with the goals of the Department
the mission of the organization. The supervisor should communicate to the employee how
role contributes to the success of the organization and how theimg¢erafiect that contribution;
and

Time-bound-For each element, the employee should be aware when the expected results is
achieved; elements should include milestones, or a schedule and all due dates should be cl¢
communicated so that the playee will have an understanding of what is expected.
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S.M.A.R.T. plans will help employees focus on achieving specific results that will be directly
related to the goals and priorities of their organization and the Department as aAtHesst60-
80 percent of the employeebds critical el e

SIS SIS A

For more information on S.M.A.R.T. please refer toGuedebook Performance Management:
An Information Guidebookor HUD Employees (September 2006).

General Information

Statemenof Principles

A. Performance Management is the systematic process by which HUD integrates
performance, pay, and awards systems with its aaiagement functions for the
purpose of improving individual armtganizational effectiveness the
accomplishment of agency mission and goals.

The determination of critical elements and performance standards, known

col l ectively as performance nahagement begi
plan and théAnnualPerformancePlan (APP). Managers andupervisors will have
organizational goals and objectives incorporated into their performance plns.
othernonsupervisory employeasnust have at least one critical element linked to

t he Department s strategic goal s.

. Accomplishment of goals will bedcked througlindividual performancelans
whicharel i nked to t he De p aThisisferthér Supportethyr at e
other goals and objectives establishetheorganizatio® management plan and
annual performance plaiependenupon the regiremens of thecritical element,
each managewill determingheir ownmethod fortrackingperformance.

IntheD e p a r t PV rawadds will be used to recognize and reward-tegkl
performance. They will be used to motivate employees toward increased
productivity and creativity Awards are usewtrecognizeemployeesndividualy
or as a member of groupfor performance that meets the organizational goals
improvesthe efficiency, effectiveness, and economy of governmpetationr is
in thepublic interest.

Performance appraisalill be used to determine pay inases and tensure that

only those employees whose work is at an acceptable level of competence receive
within-grade increases. It will also be the tool to identify which emplogees

eligible for quality step increases.

The performance appraisal &sothe mechanism for identifying poor performers.
Managers, supervisors, and employees whose performance is defitliemteive
assistance in improving performance. Those ddnot improve their
performance male removed from their positions.
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Based orthe above principles, it is the purpose of the HRIBPto ensure
that performance appraisal systemsH&CS and EPPES&mployees are used as a
tool for executing basimanagement and supervisory responsibilibigs

SIS SIS S S S

1. Requiring that all managers and supervisors must have at least one
critical element in their performance plan that requires therariduct
performancelanningmeetings with theiemployees in which thyewill
discussalignment which includes

a. The mission of the organizatipn

b. How the employeeds,job I mpacts t

. How the employe& performance plan suppsthe mission of the
organization

. Whether gerformance plaadjustment isieeded based amanging
priorities

Conducing mid-year progress reviews:

a. Provide continuous feedback

b. Complete and communicate theposedinal performance rating

Communicaing and clarifyng Departmental strategic goals and
objectives;

Identifying individual accountability for the accomplishment of the
organizational management plan or annual performance plan goals and
objectives;

Evaluatingandimproving individual, as well a®rganizational
accomplishments;

Usingthe results operformance appraisshs a basis for determining
performance awards, training needs, rewardi@gssigning, promoting,
redudéng grades, retaining, and removing employeesd

7. Recognizingemployees for results achieved in a timelgnner

1-3  Definitions
Acceptable Level of Competenemeans Level Performance bymemployee of the
duties and responsibilities of his or her assigned position
Appraisal-- means the process undehnich performance is reviewed aadaluated.
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Appraisal period- meanghe establishegeriod of time for which performanedll be
reviewed and a ratingf record will be prepared.

Appraisal systera- means a frameworsf policies and parameters establishgdin
agency for the administration of performarggpraisal progras

Contribution-means an accomplishment achieved through an indivadwgbup effort in
the form of a suggestion, an invention, or a special act or service in the public interes
connected with or related to official employment, which contributesstefticiency,
economy, or other improvements in Government operations, or achisigsificant
reduction in paperwork.

Critical element- means a work assignmeattresponsibility of such importanteat
unacceptable performanoe the element wouldcesult in a determinatiotihat an

emp | oy e e pedornmance is inacteptabl&uch elements shall be used to measu
performance only at the individual level.

Current Performaneameans the level at which an employee is performing at any give
time. It is based upon a comparisohactualperformance to performance standards. A
written rating is not always required for a supervisor to make a judgment on current
performance.

Performance planr means all of thevritten, or otherwise recorded, perfanteelements
that set forth expectguerformance.A plan must includall critical and norcritical
elementsand their performance standards.

EPF-The HectronicPer f or mance Fil e (EPF) cont ai
performance appraisals.

EPPES--Employee Performance Planning and Evaluation System (EPPES) is the
performance system for na@upervisory bargaining unit and rbargaining unit
employees.

Exit Rating-means a rating given when amployedeaves employment with the
Departmenturingt he agencyos appraisal peri od.
Intangible Benefitsmeans benefits to the Government which cannot be measured in t
of dollar savings.

Interim Rating-means a rating given when an employee changes positions in HUD.
Level 1-- Theemployeenas failed to reet the established performance
requirement/standard(s) for the individual performance objective and failed to comple
assignments in an acceptable manner.

Level 2- Theemployeehas barely met the established performance
requirement/standard(s) for thedividual performance objective. While the performance
of the objective in general meets the relevant performance requirement/standard(s), t
are noted deficiencies in the performance that require improvement.

Level 3- Theemployeehas met the establied performance requirement/standard(s) fo
the individual performance objective, and all assignments are camipheely, and well
preparedPerformance objectives are written at this 3point level.

Level 4- Theemployeehas exceeded the establishedgrenance requirement/standard(
for the individual performance objective, and prodlaeonsistently high quality and
guantity of work.

SIS S S A S A S S S
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Level 5- Theemployeehas significantly exceeded the established performance
requirement/standard(s) for the indivadyerformancebjectiveand the achievementas
of exceptionally high quality that substantially excegtthe normally high level of
performance expected of amployee.

Non-Monetary Award-means a medal, certificate, plague, citation, badge, or other si
item thatis honorary in nature, without monetary compensation.

OPFE-Official Personnel Folder (OPF) or its approved electronic equivalent (eOPF) is
file containing records thatcovarn i ndi vi dual 6s empl oy me
Branch service under title 5, United States Cdde longterm records included in the file
protect the legal and financial rights of the Government and the employee.
PACS-Performance Accountaltyi and Communication System (PACS) is the
performance system for managers and supervisors.

Performance- means accomplishmeat work assignments or responsibilities.
Performance Awardmeans a performandemsed cash payment to an employee based
theenqp| oyeeds rating of record. A percept o
when a Quality Step Increase is used to reward sustained superior performance
Performance ManagementPlaneans t he descri ption of
performancepay, and awards systems with its basic management functions for the
purpose of improving individual and organizational effectiveness indbemplishment of
t he Department s mi ssion and goal s.
Performance standardmeans the managemeayprovedexpression of thperformance
threshold(s), requirement(s), or expectation(s) that mustdie¢o be appraised at a
particularlevel of performance.A performancestandard may include, but is not limited
to, quality, quantity, timelinesand manner ofgrformance.

Progress Reviewme ans a revi ew of towardackiavipgithey e e
performance standardsd critical elementgnd is not in itself a rating(Progress reviews
are typically conductedt thehalfwaypoint of theappraisal period)

Rating of Recordmeans an official performance rating recorded on a performance
appraisal form and used as a basis for making personnel determinations. Ratings of
are of two types. These are the annual rating of record sypelcalrating of ecord.

1. The annual rating of record is theingt given in October or
delayedfor one of thereasons specified in this plan. Annual
ratings of record aresed for all personneleterminations.

A special rating of record is a rating given solely to support a
within-grade increase determination. Special ratings are not used
in reductionin-force orawards determinations. If a special rating
is themost recentating of record at the timecareepromotion
determination is being made, it is used to make the career
promotion determination.

Summary Ratingmeans the written record of the appraiaatl continuatiof each
critical element and the assignmenanfoverallsummary ratindevel.
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Tangible Benefitsmeans benefits or savings to the Government that can be measure
terms of dollars.

1-4  Training and Guidance

SIS A SIS S S A

Performance Management Trainiagd/or guidance will be provided to all employees.
Managers and supervisors under PACS must receive performance management trai
within the first six months of assuming a supervisory position, and must be retrained ¢
t wo years on the Departmentods perfor$a
will receiveguidanceon t he requirements of the De
program. New employees will receive an orientation conducted by their Headquarters
Administrative Officer or Regional Office for Field employees.

1-5 Evaluation

Theeffici ency of t he De p avaltamrepetiodiclly thrpwgh ratimy data, | |
reports and other special reports, that can be generated from the ePerformance system for
evaluation/reporting purposes. Principal Staff, Regidahinistratas and/orAdministrative
Officers are responsible for submitting reports on their use and application of the ePerforma
system to th®ffice of the Chief Human Capital Officer upon request.

Appraisal of Disabled Veterans

The issue of veterans seeking medioshtment is specifically addressed in Begformance

ManagemenRegulationg5 CFR 430.208(f)) whichstafeThe r ati ng of r ed
rating of a disabled veteran shall not be lowered because the veteran has been absent from
seekmedi cal treatment as provided in Execut

r d
ork tc

<
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CHAPTER 2. PERFORMANCE APPRAISAL SYSTEMS
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Performance Appraisal System Names

a. Employee Performance Planning and Evaluation System (EPPES)

b. Performance Accountability and Communication SysteAQ®)

Employee Coverage

EPPES and PAC6&overall GYGM employees Excluded are:

SES positions which are covered under the Executive Performance Accountability an
Communication System (EPACS)

Administrative Law Judges (5 U.S.C. 4301 (2)XD)

Presidenappointees (5 U.S.C. 4301 (2) (F))

Excepted service employees with appointments not reasonably expected to exceed
calendar days in the 12 month period. (5 CFR 430.202 (c))

Employees with Noitareer Executive Assignments (5 CFR 430.202 (c))

Performance ManagementProcesfEPPESAND PACS

The Department s per f oaoriboth ERPES and R Eegnployeess t
fully automated in thePerformance System. This system electronically guides manager
supervisors, and employ&irough eaclphase of the performance managenpeatess

including performance planning, progress review and evaluation. ePerformance allows both
employee and the supervisor the flexibility to collaborate, initiate, monipoiate and complete
the annuaperformance plamlectronically.

Appraisal Cycle/Rating Period (EPPESAND PACSY

The appraisal cycle/rating periodwers the fiscal year calendar of October 1 to September 30
(unless otherwise changed by the Deputy Secretary).

Time Rating Normally Given

October(no later than mieNovember

Minimum Time Required for Rating

Employee must hawsorkedundera written performancelan (ritical
elements/performance standayfisr at least 90 days.

2-5 Reasons for Appraisal Delays
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CIRCUMSTANCE ACTION

The employee has not worked under a The rating is delayed until the
performance plan for 90 days. employee works under a
performance plan for 90 days.

Sufficient performance information In this case, the rating is
does not exist for a new supervisor to delayed for 90 days
rate an employee.

The employee has arevel 1 This reason for delay of a
performance action pendingn Level performance ratingnly applies
1 performance action begins on the if the Level 1performance
date thaan employee received an action began before the
opportunity to improve notice. The appraisal period ended.

rating is given after a decision is made
on the unacceptable performance
action. However, the rating is not
necessary if the employee is removed.

The empl oyeeds over al|Thereason forthe delay is that
temporaily Level 1or Level 2because the supervisor expects the

of iliness, alcoholism, drug abuse, or employee to recover or the
another similar reason when the employee hasrgered a
supervisor expects the penoance to rehabilitation program or gives
become Level & the near future. other indications of resolving
the problemwhich led to the
Level 1 or Level 2
performance.

The employee ds been demoted for The delayed rating will be
Level 1performance. If the combined with the rating from
empl oyeeds rating f or]the previous position(s)to

be unacceptable bacse he/she cannot arrive at the annual rating of
be rated in the position to which record.

demoted, he/she will receive a delayed
rating in the position to which emoted.
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The employee has been performing at
theLevel lor Level 2level and has

been reassigned to another position. If

the employeebs perfor
the year would beevel 1or Level 2

because the only performance that can

be rated is in the premiis position(s),

then he/she will receive a delayed

rating in his/her current position.

This delayed rating will be
combined with the rating from
the previous position(s) to
arrive at the annual rating of
record.

When an employee cannot be raséd

the end of the performance cycthe
appraisal period shall be extended until
he/she works under a performance plan
for the minimum time required for a
rating (90 days).

At that time, the employee
must receive a rating.
However, if the period of tie
extends beyond the end of
January, the employee should
be given elements and

standards for the current rating
cycle. Therefore, the employee
would not receive a rating for
the previous rating cycle.
Please refer to Chapter 2
Reductionin-Force for
information on missing ratings
during a Reductioin-Force.

2-6 Special Ratings

1. Theannual rating of record is given in October or is delayed for one of the reasons
specified above and then given at the end of the delay period. In addition, speaal rat
are also given in the following situations:

a. The decision to approve or deny a witlgirade increase is inconsistent with the |
rating of record; or

The last rating of recond too old to support a withkgrade increase determinatio
or

A within-grade increase determination must be made after an employee was
demoted or reassigned foevel 1performance, but before the time to give the n
annual rating of record (October) has arrived

Special ratingsnust be entered ithe employee performance record via ePerformance.
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2-7 Interim Ratings

In addition to being used for withigrade increase determinations, special ratings are
used for career ladder promotion determinations if they are the most recent rating of
records.

Special ratinggare not used for reductian-force purposes or for award determinations.

A special rating does not etttk appraisal period. The critical elements and performan .|
standards that were @ffect prior to the special iagy remain in effect until the eraf the
appraisal period. The original performance plan is maintained in th@egmele 6 s
ePerformance recomhd would be the document used to issue the annual rating of rec
at the end of the appraisal period. If critical elements and performamckasis remain
the same after a special rating is given, there is no neegctomaunicate them to the
employee.

If the anployee has received a special rating during the appraisal periahribel rating
of record at the end of the appraisal pexoldl commence fromheperiod of time from
the date of the special rating to the end of the appraisal period.

a. If the special rating is given towards the end of the ratyule, the overall rating
mustdelayed to ensure the employee has workeeast 90 days undére
performancestandards.

1.

2-8 Exit_Ratings
1.
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Interim ratingsshall be communicated in writing to the employee within 30 workdays f|
the effective date of a permanent position change (e.g. promotion, demotion, reassig |
etc.). Such ratings shall be clearly identified as interim ratings.

Interim ratings can be grieved. However, interim ratings which have become the rati
record or which are ptof the rating of record cannbe grieved if (a) they were grieved |
when they were given earlier in the appraisal period, or (b) the time limits for grieving
them when they were given earlier in the appraisal period have expired.

An exit rating is a rating given when an employesfers from the Depanent to another
Federal agency durirthe appraisal period. The employee must have worked under his
performance plan for at least 90 days to receive an exit rating.

Exitr at i ngs shoul d be cl| eNOTI yA nRaArTK eNdG AOEFX
on the front page of the appraisal forM/hen an employee leaves the Department, the &
rating isto betransferred in his/her Official Personnel Foldethtenew Federal agency.

If anexit rating is the only rating givelo anemployee during the appraisal period it will
become the rating of recoatithe end of the rating period.
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2-9 Rating Officials

The rating official isusually the firsine supervisor. He or she must:

Forced distribution of rating levels is prdiied. In other words, managers may not allocate a s¢
number or percentage of ratings at any level for an organization or agency.

2-10 Reviewing Officials and HigherLevel Officials

Conduct performancelanning meetings with their eofoyees; develop elements and
standardsengage the employees in the development of their performance qiitais
approval of the elements and standards from the reviewing agfacidlcommunicate them
to the employee

Conduct midyear progress reviemeetings after consultation with the reviewing official,
and provide continuous feedback throughout the appraisal cycle.

Complete and communicate the final performance rdtyngvaluating the performance of
the employee against the elements and standardainedn the performance plan
Managers and supervisaraisttake into consideration, the overall organizational
performance and the results achieved before assigning a final rating for their employ

1.
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The reviewing official is normally one supervisory level above@tieg official. The
reviewing official:

Approves elements and standards before threg@mmunicated to the employee.
Discusses the content @progress review meeting with the rating official before the rati
official meets with the employee.

Approwes or changes the initial rating. This is subject to a review of all ratings by
Principal Staff or th&kegional Administratoto ensure that only those employees whose
performances exceschormal expectations are rated above Lewwi@to ensure that
organizational objectives have been met. This review by the Head of the organizatio
called the Regulatory Rating Review.

A higherlevel official may assume the responsibility of a lowearel rating oreviewing
official in theabsence of management officials at the appropriate leWdten this is
done, the highelevel official must sign any forms used as tagng official or reviewing
official, as appropriate. However, a lowevel official may be required to communicate
performance plans, progress review results, and ratings, even though determinations
these matters were made at higher levels.

a. Whenthe rating official for a employee is the Secretary, theputySecretaryor
a designatedfficial), an Assistant Seetary or equivalent official, Regional
Administrator no reviewing official is required. The rating official communicate
performance plans, holds progress review meetings, and makes final rating wi
higherlevel approval. However, a highlavel official may determine that
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2-11 Performance Plans(EPPESAND PACS

SAHAS

performance plans, progress reviews, and/or ratings will be reviewed and appr|
at a higher level.

1.

2-12 Creditable Measures(EPPESAND PACY

. All parts of a job which are important to successful completion of the job and significant

. Perbr mance plans shall be based Bn requir

. Performance plans are communicated to employees in writing at the beginning of an app

. Ratings will be made by compariragtualperformance against the performance standards

Peformance plans are specific descriptions of relevant work behaviors, assignments, an
responsibilities, communicated to an employee in writing. Only critical elements will be u
in performance plans.

enough to be evaluated must be included within critical elements. Critical elements and
performance standards are further define@hapter 1punder definitions.

Accomplishmenhof organizational objectiveshould be included in performance plans by
incorporating objectives, goals, program plans, work plans or by similar means that acco
for program results.

period, normally within the first 30 days of the appraisal cycle. Written performance plan
also communicated to employees when they ememajob, again normally within the first 30
days. New critical elements and performance standards or revisions to existing critical
elements and performance standards become effective at the time they are approved an
communicated to the employee.

written in performance plans. Employees must be rated on each critical element in their
performance plan, unless the employee has had insufficient opportunity to detaonstr
performance on an element

1.
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Employee performance plans provide for balance, so that in addition to setiecied
results, the performance plans should include appropriate, credible measures. For
example

a. Quantity is how much, i.e., the required percentages of accurate autputs
Quality is how well, i.e., the number of allowable errors
Timelinessis how quickly,i.e.,indicatinga specific timeframe

Cost effectivenesss the percentage of cost savingsie savings or wast
reduction.

S A A IS SIS SIS S S
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2-13 Strategic Alignment (EPPESAND PACS

Performance standards must show a clear distinction between the various levels of
performanceRating officials must s multiple levels to clearly describe distinction in
levels of performance and rate employees appropriately.

1.
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An important feature of a restdtiented performance culture is that accomplishments
must be linked to the goals of the organization. Individual acconmpéats need to
contribute to the overall success and effectiveness of the organization in fulfilling its
mission. Aligning employee activities and accomplishments with Work pragfam
office) goals, and aligning the Work Unit accomplishments with the organizational goa
and outcomes, allows the employee to see how his/her performance directly contribu
success. To ensure alignment, performance plans for all employees mustdx aign
designed to support organizational goals by means of the following:

a. PACS9 critical elements and performance expectations must be strategically
aligned with the Departmental and organizational priorities, as outlined in the
Strategc Plan,Agency Priority Goal§APG), and/or the individual program office
Managemen#ction Plan(MAP). Measures found in the APG or MAIRould be
used to set the Level@&rformance level.

EPPESS at | east one cr it i spetformaricephaes mustbe
strategically aljned. Measures found in tAgency Priority Goal¢APG) or
Management Action Plan (MARhould beused to set the Level@erformance
level.

For both PACS and EPPES, critical elements and perfarenexpectations
described in the performance standar
performance plan, to |ink th

the PACS manager/ supervisoro

performance plan.

a. To ensure that performance plans for all PACS and EPPES employees adequ;
depict Strategic Alignment as requiredthg Office of Persorel Management
(OPM), at least one critical element on all of the performance forms must sho
clear alignment by using the following format:

I. Strategic Goal

il. Strategic Objective

iii. Management Plan Goal
V. Critical Element Descption

SIS S S S S S S SSSSS




1D
Headquarters Administrative Officers and the Office of Field Administrative Resource |')|
must ensure that this information is shared with employees so that performance planay
be properly documented for strategic alignment.

S A SIS A S S S S S S

2-14 Structure of the Appraisal System(EPPES and PAG)

1. Performance Plans shall include five rating levels tordisish levels of performance.
Performance standards are written at the level marked below wattensk ).

Summary ratings ametermined at one of all of the followihgyels

(Outstanding)

(Fully Successful)

(Unacceptable)

The absence of a written standard at a given rating level does not preclude assignmefg§of a

rating at thatevel.

Only critical elements will be used. All parts of a job which are important to the
successful completion of the job and significant enough to be evaluated must be incl
within critical elements.

All element ratingother tharLevel 3must be justified in writing

SeeAppendix C forelementrating definitions and decision rules for converting individug
element ratings to a summary rating.

2-15 Planning Process(EPPES and PAG)

1. Planning is the first of three major components of the performance appraisal process,
Performance planning meetings are held at the beginning of an appraisal cycle or wh
employee enters a new position. The purpose of the planning meetirggialitish and
communicate critical elements and performance stan@laed®rmance plans) the
employee in writing, normally within the first 30 days of the appraisal period.

NN NN DN DO DN NN DN IO DN O DN IO DO EN

Employee participation in establishing performance plans isnemjui he supervisor and
employee should devise a method to develop appropriate performance plans.

While the supervisor has the final det
plan, thesupervisomlso has the responsibility emsurehat the employeanderstansl
his/her
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Specific tasks and projects to be accomplished.

SIS S S S A

Performance expectations.

Critical elements.

Performance Standardsd

How his/ her plan is |Iinked to the o
Department s strategic plan.

All employee performance plans must include critical elements and performance stan
developed in accordance with the S.M.A.R.T statdislanethodology. At least 68D
percent of the employeeds critical &ele

Based on the goals and priorities of the Department and Work Unit, the employee an
supervisor choose no ledgn3, but no more thatO critical elementgor a number |
directed by management)pon which the employee will be evaluated. The rating officia
retains the final decision on the number and content of critical elements and performa
standards.

Performancelans are commuecated to employees through the automated ePerforman
system and approved at a higher level.

Alempl oyee performance plans must be e
ePerformance system.

The performancelanis completed in ePerformance when the status of the performang
record indicateé Pl a n E s,toreequivalesttine duccessor system.

2-16 Mid-Year Progress ReviewWlEPPESand PACS

1. Mid-YearProgress Review is the second phase of performancaisalprocess. Mid |
Year review meetings are held in April, or generally halfway through the appraisal cyo
The purpose of the progress review meeting is to provide feedback to employees on
performance. Employees are encouraged to participabe imonitoring process by
providing the supervisor or manager with ssdsessments of their performance and
accomplishments at the myear review.

The progress review meeting date may change if the employee has had his/her appra
delayed, entered a new job, or he/she or the supervisor is otherwise not available bec
of illness, travel, or other legitimate reasons.
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2-17 Final Performance Rating(EPPES and PAG)

Mid-Year Progress Review is completed in ePerformance when the status of the
performance record indicat@sM i-Yeear Process Completea

Ratings are required fall unit employees at the progress review time. The initialed
appraisal form in the ePerformance system is to show that the meeting was held. If t
empl oy e e 6 seisgesgtiam eh3aman element, appropreatemedial action
must be taken Employees can request feedback on their performance airenguring
the appraisal period.

1.
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Final performance ratingaethe third phas of the performance appraisal process. Fina
ratings are given to emplogs in writing ina timely manneat the end of the rating cycle.
Ratings are assigned in accordance with the followingldéivelsof ratings:

Level 5

Level 4

Level 3

Level 2

Level 1

Pef or mance ratings are made by agawmsatheu at i
el ements and standards in the employee
rating of record.

Supervisorgnust consider the overall perforntanof the organization as measured
through achievement of the APP and Management Plan ghaanmary rating of Level
3 means that the employee performed at a level of competence that will enable the
employee and the Department to meet their goals. Higher ratings should be given on
when warranted and when it can be supported in writing to demonstrate that the
accomplishments meet the standards for the higher rating. Likewise, ratingstioaless
Level 3must be supported by statements comparing performance -@enmmmance of
critical elements to the performance standards.

The rating official recommends a rating to the reviewing official.

Thereviewing official approves arhanges the initial rating. This is subject to a review ¢
all ratings by Principal Staff or tifeegional Administratoto ensure that only those
employees whose performance exceeded normal expectations ai fateds above
Level 3 This is also domto ensure that individual performance reflects overall
organizational accomplishments. This review by the Head of the organization is calle
Regulatory Rating Review.

S A SIS S S A S S
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Therating is communicated to the employee by the rating official. Thesmplhadive
working days to review and comment.

SIS S A S A S A

Theperformance rating is considered official for awards and reduutiborce when it is:

a. Signed by the rating official and/or reviewing official;

b. Signed/Acknowledged by the employedfdhe employee declines to sigand

I. Employee signature indicates only that the raring has been discussed
the employee and does not signify agreemoemnlisagreement with the
rating.

All ratings should be completedtime ePerformanceystemand must be in an action
statusofi Rat i ng RevVvi e YoeeduivAlentraswceessor systempe
considered completed. Accordingly, the rating will automatically download into NFC 4
theemploye 6 s of f i c i a bndanaffigiahcgpy is fecondesl anal cad be
obtained from thé&lectronicPerformance File (EPF).

2-18 Rating Employees On Details or Other Temporary Assignments

1. Employees must receive performance plans for details and/or other temporary assign
within the Departmentwhich are expected to last at least 90 days. Written performan(
plans must be communicated within the first 30 days of the detail or temporary assig
or as soon as possible after the beginning of the detail or temposayrasnt.

Employees who have spent at least 90 days in their permanent position are rated on
critical element for their permanent position by their permanent supervisor. Employeeé
who have spent at least 90 days on a detail or other temporary assignment are rated
critical element established for the detail or temporary assignment by the temporary
supervisor. (This procedure assumes that the employees have worked padermance
plan for the minimum time.)

o)
)
(e}

The permanent supervisor receives all element ratings, converts them to a summary
and then follows normal rating procedures. [Note: The ePerformance system will
automatically calculate the smmary rating based on the ratings assigned each critical
element]. There is one exception which occurs when a temporary supervisor:

ng,

a. Has supervised the employee for at least 90 days (with the employee working
elements and standards foe tminimum time); and

Is still supervising the employee at rating time.
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