  SES PERFORMANCE PLAN AND APPRAISAL  

SECTION I: EXECUTIVE DATA

EXECUTIVE'S NAME (Last, First, MI)/SIGNATURE/DATE

SES PAY LEVEL AND SALARY


EXECUTIVE'S TITLE

DATE ASSIGNED TO POSITION

DIRECTORATE/DIVISION

DATE OF PLAN


SUPV EXEC’S NAME/SIGNATURE/DATE

SUPERVISOR'S EXECUTIVE TITLE

DATE ASSIGNED TO SUPV EXEC


PLAN COVERS PERIOD
FROM:                 TO: 
AD CONCUR (INITIAL/DATE)

PLAN REVISED (DATE)


[NOTE:  Section II: PERFORMANCE PLAN is contained on 3, 4 and 5.]    

SECTION III: PROGRESS REVIEWS
(At least one required between Jan. and May)


1st Review
2nd Review
3rd Review

Date of Review:




Executive's Initials:




Supervisor's Initials




SECTION IV: PERFORMANCE APPRAISAL AND RATING
CRITICAL ELEMENT RATINGS
Critical Element I:

Critical Element II:

Critical Element III:


SUMMARY RATING

 Summary Rating Narrative:


Summary Rating:

Supervisor Executive's Signature/Date:

AD Concur (Initial/Date):


 SECTION IV (cont.)

EXECUTIVE REVIEW/OPTIONAL COMMENTS



   I ____ do ____ do not wish to provide a written response.

   I ____ do _____do not request a review of my appraisal.

The executive's signature below only acknowledges receipt of the appraisal. When requesting a review of the appraisal, the executive must, within 15 calendar days, forward a separate memorandum requesting such review to the Chair, PRB who will select the reviewer(s).                         



Executive's Signature:


Date:



PRB REVIEW



 _____ Concur with rating _____ Do not concur                          

  PRB COMMENTS:                                                            



DIRECTOR'S REVIEW



FINAL RATING:_________

COMMENTS:                                                                



Certification of Approval of Director:

(Signature of Executive Secretary, PRB)


Date:



SECTION II: PERFORMANCE PLAN
(Use one Section II sheet per Critical Element;

additional sheets may be attached if necessary.)

CRITICAL ELEMENTS AND OBJECTIVES
See Instructions for descriptions of critical elements and objectives. Objectives must be grouped under the appropriate critical element and must contain sufficient detail for clarity.

CRITICAL ELEMENT:  Responsibilities to Immediate Organization

CONTINUING OBJECTIVES:

MANAGERIAL
(Mandatory) Actively support Directorate and Foundation EEO and affirmative action goals.

(Mandatory) Ensure that recruitment, development and advancement processes reflect the spirit and intent of NSF diversity efforts.

(Mandatory) Ensure internal controls to prevent or deter the fraud, waste, and abuse of government resources and to promote responsive management of government programs.

(Mandatory) Ensure that all supervisory staff encourage and support professional development for all staff for whom they are responsible through:  adequate developmental needs assessment, availability and equitable distribution of opportunities and resources, and the demonstration of their support by encouraging the development of leadership and managerial skills.

(Mandatory) Actively support Annual Performance Plan by establishing mechanisms for monitoring organizational performance, motivating staff to support goals, demonstrating initiative and leadership in the implementation of GPRA and focusing on efforts that vigorously support goal achievement.

PROGRAMMATIC
(Mandatory) Actively promote diversity in the review process. 
SPECIFIC OBJECTIVES:


SECTION II: PERFORMANCE PLAN
(Use one Section II sheet per Critical Element;

additional sheets may be attached if necessary.)

CRITICAL ELEMENTS AND OBJECTIVES
See Instructions for descriptions of critical elements and objectives. Objectives must be grouped under the appropriate critical element and must contain sufficient detail for clarity.

CRITICAL ELEMENT: Responsibilities to Agency

CONTINUING OBJECTIVES:
SPECIFIC OBJECTIVES:


SECTION II: PERFORMANCE PLAN
(Use one Section II sheet per Critical Element;

additional sheets may be attached if necessary.)

CRITICAL ELEMENTS AND OBJECTIVES
See Instructions for descriptions of critical elements and objectives. Objectives must be grouped under the appropriate critical element and must contain sufficient detail for clarity.

CRITICAL ELEMENT: Interaction with the Outside Community

CONTINUING OBJECTIVES:
SPECIFIC OBJECTIVES:


SECTION V: GENERIC PERFORMANCE STANDARDS (GPS)
Must be obtained from HRM and reproduced.

SECTION VI: INDIVIDUAL DEVELOPMENT PLAN 
(to be completed at time of appraisal)

Executive's Name (Last, First, MI) and Signature



Executive's Title


Directorate/Division



Supervisor Executive's Name & Signature


Supervisor Executive's Title



Date IDP Established


IDP Covers Period

From: 

To: 

OVERVIEW
The Office of Personnel Management (OPM) requires that all SES members complete Individual Development Plans (IDP's).  The IDP's are part of the National Science Foundation's Executive Enrichment Program which ensures the continued management and executive development of NSF executives.  The IDP provides executives with the opportunity to integrate their performance appraisals with their career goals and professional growth.

IDP's should be completed at the time of performance planning for the year.  Although an IDP may include training and assignments related to past performance, it is equally suited to enhance competence in the current position or to prepare executives for future assignments.

See Section VI of Instructions for additional information on completing IDP's.

INDIVIDUAL DEVELOPMENT PLAN
CRITICAL ELEMENT LEVEL I - RESPONSIBILITIES TO IMMEDIATE ORGANIZATION
Within this level, executives may want to develop: interpersonal skills, supervisory skills, skills in managing organizations, including planning, organizational design, etc.

Developmental areas 
Proposed methods to address these areas (course titles may be suggested)



SECTION VI: INDIVIDUAL DEVELOPMENT PLAN (cont.)

CRITICAL ELEMENT LEVEL II - RESPONSIBILITIES TO AGENCY
Within this level, executives may want to develop:  briefing techniques, public or science policy formulation or analysis, negotiation skills, strategic planning, allocation of resources, etc.



Developmental areas 
Proposed methods to address these areas (course titles may be suggested)



CRITICAL ELEMENT LEVEL III - INTERACTION WITH OUTSIDE COMMUNITY
Within this level, executives may want to develop:  professional/technical expertise, experience dealing with Congress, OMB, the White House, or the Federal budget process; knowledge of social, economic, or political factors impacting NSF, etc.



Developmental areas 
Proposed methods to address these areas (course titles may be suggested)



OUTSTANDING
This is the level of exceptionally high-quality performance.  Due to the executive’s efforts, organizational goals are achieved that would not be otherwise.  The executive demonstrates mastery of both managerial and necessary technical skills and a thorough understanding of the broader mission of the agency,  Beyond his/her immediate area of responsibility.

The executive exerts a major positive influence on relevant policies, management practices, and operating procedures, which contributes substantially to organizational effectiveness and recognition by the scientific or other relevant communities.  Management systems are flexible enough to adjust to a wide range of personnel and budgetary constraints and contingencies.

New initiatives and issues needing discussion are action are well thought-through and alternatives considered before being implemented or brought to the attention of higher-level managers.  Difficult assignments and unanticipated problems are handled intelligently and creatively.  The executive produces work of exceptional quality and quantity, with almost no supervision.  Recommendations for improvements in systems and procedures are relevant, practical, and effective.

The executive is a strong, competent leader who works well with others and handles difficult interpersonal situations in an understanding and professional manner.  Guidance and direction are provided to staff through skillful policy interpretation and the exercise of mature and informed judgment.  The executive encourages independence and risk-taking among subordinates, yet takes appropriate responsibility for their actions.  Open to the views of others, the executive inspires confidence among staff, while guiding, motivating, and stimulating them toward high-quality performance.  Opportunities for personal and professional growth are strongly encouraged and made available to staff.

Performance appraisal system implementation is uniform and equitable throughout the organization and ratings reflect actual performance.  Performance plan development is accomplished by collaborative effort with individual staff members and exceptions are mutually understood.  The appraisal process is used to improve performance, recognize and reward accomplishments and suggestions for improvement, and to deal effectively with poor performers.

The executive demonstrates a genuine personal commitment to fair treatment, equal opportunity, and the affirmative action objectives of the organization, and 
holds subordinate supervisors responsible for their fair treatment of their employees.  Positive steps are taken to recruit qualified women, minorities, and handicapped persons for professional staff positions.  Staff compliance with internal controls is effectively monitored, and fraud, waste, and mismanagement of Government resources are guarded against.

In writing and speaking, the executive presents complex ideas clearly and effectively in wide range of difficult and sensitive communication situations and to a variety of audiences.  Communication and information dissemination activities result in enhanced interest in, and better understanding of, NSF program activities and objectives.  Executive is responsive to legitimate issues raised by program and other constituencies while consistently upholding policy objectives and responsibilities to the larger public.

Executive participates in, and is a major contributor to, relevant professional activities, including publications, meetings and conferences.  His/her knowledge of pertinent developments in field is maintained at a high level.  Work products reflect effective integration of professional development activities.

VERY GOOD
This is the level of unusually good performance.  Executive consistently exceeds expectations in important areas and makes a significant positive contribution to the accomplishment of organizational goals.  Executive effectively applies technical and managerial skills and organizational knowledge to get the job done.

The executive’s effective planning improves the quality of management practices, operating procedures, and program performance.  Planning and budgeting documents are specific, internally consistent, clearly expressed, timely, and provide sufficient information for decision-making.

Management and oversight of day-to-day activities are consistent with organizational policies and goals, sound management principles, and available resources.  The executive demonstrates an ability to get the job done well despite constraints, and to handle difficult and unanticipated problems.  The executive produces high quality work, usually ahead of established schedules.  Improved ways of performing various tasks and streamlining procedures are devised and encouraged.  Executive works independently with a minimal amount of supervision.

The executive is a good leader, establishes and maintains sound working relationships, and shows good judgment in dealing with subordinates, even in difficult situations.  The executive considers the views of subordinates before making decisions and provides opportunities for staff to play a substantive role in the accomplishment of organizational objectives.  Executive makes special efforts to provide developmental opportunities for his/her staff.

Executive understands and implements the NSF performance appraisal systems fairly and uses appraisal results as a basis for personnel actions as appropriate.  Performance standards for subordinates are set and maintained by effective communication and feedback, appropriate assignment and coordination of tasks, and delegation to the appropriate level.

Treatment of employees is fair and equitable and shows a commitment to equal opportunity and affirmative action goals.  Internal controls are reviewed regularly and revised or strengthened where necessary.

The executive writes and speaks clearly and effectively on issues related to his/her areas of responsibility to a variety of audiences, including higher management and colleagues, other Federal officials, Congress, and the public.  Information about program objectives, activities, and results is disseminated to interested parties, and good communications are maintained with appropriate scientific or other communities.  Executive attempts to be responsive to issues raised by program and other constituencies and to balance these against policy objectives and responsibilities to the larger public.

Executive participates actively and constructively in relevant professional activities, including publications, meetings and conferences and is knowledgeable about current developments and new techniques in field.  Work products reflect results of continuing professional development activities.

FULLY SUCCESSFUL
This is the level of good, sound performance.  The executive shows a comprehensive understanding of, and sustained support for, organizational goals.  All important activities are completed as well as expected.

The executive successfully carries out regular duties while also handling any special assignments.  The executive plans and performs work according to organizational priorities and schedules.  Management systems are effective in planning and assigning work and deadlines are generally met.


Programs and activities operate consistent with current policies, practices and procedures and with sound management principles.  Program goals and operations are reviewed as least annually and improved ways of performing various task and streamlining procedures are devised and encouraged.  Executive usually works independently with very little supervision.

The executive is a capable leader who works well with others, motivates staff, and listens to suggestions.  Executive encourages staff cooperation with peers to achieve organizational objectives.  Delegation is appropriate to the task, and work progress is monitored and feedback provided to staff as appropriate.

The executive rewards good performance and corrects poor performance through sound use of performance appraisal systems, performance-based incentives and counseling to improve poor performance; and selects and assigns employees in ways that use their skills effectively.

Treatment of employees is fair and equitable.  Equal opportunity requirements and affirmative action goals are observed in hiring, promotion, training, performance appraisals, and all other personnel actions.  Subordinate supervisors are aware of EEO and affirmative action policies and requirements.  Internal controls are monitored and reviewed periodically.

The executive communicates clearly and effectively and demonstrates ability to handle a variety of inter-personal situations.  Timely, appropriate advice and analyses are provided upon request to high-level management, colleagues, and others on issues related to areas of responsibility and expertise.  Communication is maintained with programs and other constituencies, and attempts made to respond to their concerns and issues.

Executive participates in relevant meetings and conferences and other professional development activities and is knowledgeable about current developments and new techniques in field.

ADDITIONAL STANDARDS:

MINIMALLY SATISFACTORY
This is the level of performance that sometimes shows significant deficiencies requiring correction.  The executive’s work is marginal in one or more major aspects of the job.

Important work sometimes requires close supervision to meet organizational goals, or needs so much revision that deadlines are missed or imperiled or unnecessary tasks are added to supervisor’s workload.

Most of the following deficiencies are frequently apparent in the executive’s work:

( Insufficient awareness of policy implications of 

  assignments of decisions;

( Avoidance of established procedures, resulting in 

  unnecessary expenditures of time or resources;

( Reluctance to accept responsibility;

( Lack of organization in carrying out assignments;

( Incomplete understanding of one or more important 

  areas of the field of work;

( Unreliable methods for completing assignments;

( Lack of clarity in writing and speaking;

( Failure to motivate subordinates or to promote 

  teamwork;

( Providing unclear assignments or insufficient 

   instructions to subordinates on how to carry our 

   assignments;

( Failure to provide sufficient explanation of 

  organizational goals and priorities and subordinate’ role 

  in meeting those goals;

( Ineffective use of performance appraisal systems to 

  encourage and reward good performance and to 

  correct poor performance; and

( Lack of apparent commitment to affirmative action 

  goals.
UNSATISFACTORY
This is the level of unacceptable performance.  Work products do not meet the minimum requirements of the job.  

Most of the following deficiencies are frequently apparent in the executive’s work:

( Little or no contribution to organizational goals;

( Failure to meet work objectives;

( Inattention to organizational priorities and 

  administrative requirements;

( Poor work habits resulting in missed deadlines or 

  incomplete work products;

( Strained work relationships;

( Lack of response to supervisor’s corrective efforts;

( Inadequate guidance to subordinates;

( Inattention to work progress;

( Failure to motivate subordinates to meet goals;

( Failure to comply with performance appraisal system 

  requirements’ and

( Lack of attention to affirmative action goals.
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