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	PROCESS OVERVIEW
The performance management process includes essentially three steps: (1) Performance Planning; (2) Progress Reviews; and (3) Performance Appraisal and Rating.  The following is a general timetable showing normal events

in the SES performance management cycle:



	Event
	Date

	Regular rating period begins.

Performance plans due to HRM.

Progress review; modifications to performance plans

made if necessary.

Appraisal period ends.

Completed and signed appraisals, an bonus nominations due to HRM after concurrence by Assistant Directors. (See PER IV-300, Section 354, for information about required performance appraisals.)

PRB reviews appraisals and bonus nominations and makes recommendations to the Director.

Appraisals approved and bonus decisions made by Director.

Bonuses paid.


	September 1 or upon assignment to an SES position, 

new duties, or a new supervising executive.

October 1 or not later than 30 days after executive enters new position, starts a detail or temporary reassignment expected to last 120 days, or 

is assigned to a new supervising executive.

Preferably between December and March or after 90 - 120 days in position.   

August 31 unless extended to complete minimum appraisal period.

October 1 unless appraisal period is extended.

November.

December.

December. 


INSTRUCTIONS
Descriptions of the procedures and instructions for completion of this form are detailed below.  See PER IV-300 for additional information on the SES performance management system.     

	SECTION I:  EXECUTIVE DATA
Complete Section I except for the "Plan Revised" block.  Enter date when executive officially began performing the duties of the current position in "Date Assigned to Position."

SECTION II:  PERFORMANCE PLAN
Critical Elements.  Complete one Section II sheet for each of the three standard critical elements described below.  

Critical Element Level I - Responsibilities to the 

Immediate Organization.  This critical element includes activities for which the primary responsibility is to the executive's organizational level or below; i.e., intra-Section 

activities for Section Heads, intra-Division activities for Deputy 
	Division Directors and Division Directors, intra-Directorate activities for Assistant Directors and Directorate-level senior staff, and intra-Office activities for Staff Office executives.

Critical Element Level II - Responsibilities to the Agency.

This critical element includes activities for which the primary responsibility is to the executive's immediate or higher-level supervisors, NSF top management, other organizational elements within NSF, or to the Foundation as a whole.                                   
Critical Element Level III - Interaction with the Outside Community.  This critical element includes activities involving representation, liaison, or information interchange with individuals, agencies, or organizations outside the Foundation, including other government agencies, Congress, the client community, or the public.    


	If the executive or supervising executive feels that the duties and responsibilities of his or her position do not lend themselves to this critical element structure, the following alternative critical elements may be used:  Planning and Development; Implementation; and Management.  

Performance Objectives.   Each critical element consists of two parts: Continuing Objectives (required) and Specific Objectives (optional). Continuing objectives are significant ongoing requirements of the job which generally do not change from year to year; specific objectives are short-term projects or special initiatives or areas to be emphasized during a particular appraisal period.  Specific objectives may be of three types:  (l) an elaboration or further specification of one of the continuing objectives listed above, such as a particular project or area of emphasis; (2) an objective not covered under the continuing objectives; or (3) an objective on which the supervising executive particularly wishes to focus the executive's attention during the appraisal period.

Required Objectives.  In addition to objectives related to specific positions, executives are required to develop objectives for certain Federal responsibilities that should apply to most senior executive positions.  These requirements relate to:  (1) meeting equal employment and affirmative action goals, both on the individual and organizational levels; (2) improving the efficiency of the organization and the performance of individual staff members through initiation of management improvements and implementation of performance appraisal systems; (3) providing quality training for new program officers in proposal processing and program budgeting; and (4) implementing internal control systems to guard against fraud, waste, and abuse of public resources, if applicable to the job.  (In general, Section Heads and above have responsibilities in this area.  For further information, see ADM VIII-100.)

Performance Standards.  The generic performance standards (GPS) (in section five of this form) are the primary basis for assigning critical element ratings.  The GPS are to be applied to each critical element in the plan.  Additional standards may be developed if the GPS are inappropriate or inadequate for individual positions or for particular objectives.  Any additional standards should be written below the Fully Successful GPS.  Additional standards need not be developed at other than the Fully Successful level.  Standards which apply only to particular objectives should contain reference to the objective(s) involved.

Plan Submission.  After the AD has concurred with the plan and it has been discussed by the supervising executive and the executive and mutually agreed upon, both parties sign and date where indicated in Section I.  The original of this form is kept by the supervising executive, with a copy provided to the executive.  Submit a copy of each Section II sheet of the plan, together with a signed copy of Section I, to HRM.

SECTION III:  PROGRESS REVIEWS

Although ongoing communication and feedback concerning performance is expected, at least one formal progress review must be conducted with the executive during the appraisal 
	cycle.  Executives must have had performance plans in effect for at least 90 days prior to receiving a formal progress review.  (See PER IV-300 for information about other required progress reviews.) 

    Enter date(s) of review(s) and both supervising executive and executive initial Section III of this form to certify that progress review(s) have taken place.

SECTION IV:  PERFORMANCE  APPRAISAL AND RATING
   Conduct annual performance appraisal for each executive during September.  Document actual achievements for each critical element in Section II.

Critical Element Ratings. In Sections II and IV, compare performance on each critical element with the GPS and any additional standards established and assign one of five ratings (Outstanding, Very Good, Fully Successful, Minimally Satisfactory, Unsatisfactory) to each critical element.  Consider any ratings completed by other supervisors during the appraisal period, including supervisors on details and special assignments and supervisors of prior SES positions, if applicable.  Explain under Actual Achievements if executive had no opportunity to perform on an objective.  

Summary Rating.  Complete Summary Rating Narrative describing overall performance in relation to standards.  Other significant achievements and general comments on results, behaviors observed that affected job performance, or factors beyond the executive's control may be included here.  Assign one of the five summary ratings defined below to overall performance.

     Outstanding - This is the level of exceptionally high-quality performance.  For an Outstanding summary rating, at least two critical elements must be rated above Very Good and none rated below Very Good.

     Very Good - This is the level of unusually good performance.  For a Very Good summary rating, at least two critical elements must be rated above Fully Successful and none rated below Fully Successful.

     Fully Successful - This is the level of good, sound performance. This performance standard represents the level of accomplishment expected of the majority of executives.  For a Fully Successful summary rating, at least two critical elements must be rated above Minimally Satisfactory and none rated below Minimally Satisfactory.

     Minimally Satisfactory - This is the level of performance that sometimes shows significant deficiencies requiring correction.  For a Minimally Satisfactory summary rating, at least two critical elements must be rated Minimally Satisfactory and none rated Unsatisfactory.

     Unsatisfactory - This is the level of unacceptable performance. For an Unsatisfactory summary rating, one or more critical elements must be rated Unsatisfactory.




	The following table applies these rating definitions to actual combinations of critical element ratings.  Ratings which are not consistent with these definitions may be made only on the basis of significant differences in the relative importance of the critical elements, and must be justified in the Summary Rating Narrative.
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Appraisal Discussion.  Following AD concurrence, sign and date the appraisal and communicate the appraisal and the ratings to the executive.  The executive signs under Section IV, "Executive Review/Optional Comments," acknowledging receipt of the appraisal and rating, and indicates whether he/she wishes to provide a written response and/or to request a review of the appraisal.


	Review of Appraisal.    To request review of the appraisal, the executive sends a separate memorandum to the Chair, PRB within 15 calendar days of the date of the initial rating.  The Chair, PRB selects an executive or executives to whom the appraisal documents are referred for review and recommendation to the Performance Review Board (PRB).  Following their recommendations, the documents are returned to the PRB for a recommendation to the Director.  The Chair, PRB, notifies the executive and the supervising executive of the final determination.

Approval of Appraisal. If no request for review is made, the original is forwarded through organizational channels to HRM for arrangement of PRB review.  After the PRB has recommended, and the Director has assigned a final rating, HRM provides a copy of the signed appraisal documents to the executive.  

     See PER IV-300 for additional requirements for summary ratings of Minimally Satisfactory and Unsatisfactory, and for special conditions under which performance appraisals and ratings are required.     

SECTION VI:  INDIVIDUAL DEVELOPMENT PLAN (IDP)
During performance planning, consider the executive development appropriate for the next appraisal cycle.  In Section VI of this form, identify desired developmental areas and propose methods for addressing these areas.  Areas for development should fall under one of the three standard critical elements.  Methods for addressing these areas may include: 

- developmental assignments, such as formal details, 

  assignments to task forces, or special projects;

- participation in formal training programs;

- participation in professional organizations;

- sabbaticals or long-term training; and

- structured reading programs in management or 

  professional subjects.

If no development is recommended for the next appraisal cycle, note "No executive development recommended" on the form.  Executive and supervising executive sign next to their names on Section VI of this form, signifying that they have discussed the IDP, and submit the IDP to HRM along with the performance plan.  IDP's are not reviewed by the PRB.  HRM uses the completed IDP's to plan career development programs for executives.
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