Q & A about Performance Standards or Performance Plans and Performance Appraisals
Q1:  Who must have performance standards?

A1:  Any employee who will be in a position for more than 120 days must be under standards.  Even employees on temporary promotions, details and temporary appointments should have performance plans if they will be in the position for more than 120 days.
Q2:  What are performance plans designed to accomplish?

A2:  The performance plan is simply the process through which you, as the manager, communicate to your employees what expectations you have about their performance and how they can excel in their jobs.

Q3:  How are performance plans constructed?

A3:  FMMC currently uses plans that evaluate employees at various levels.  Initially, supervisors will describe the major duties of the job.  Then, there are objectives that are developed that must be met by the employee.  Each objective can be exceeded, met or failed.  A simple statement that can only be met or failed should not be part of a rating plan.  For example:  “Employee types all Command correspondence” does not tell the employee how they can exceed the element… the correspondence is either done, or it isn’t.  To say, “Employee types all Command correspondence in final form with no more than 3 pieces of correspondence returned each week which have typographical or format errors” allows the employee to exceed the element if they seldom have anything returned, meet the element if they have 2-3 pieces returned each week or fail the element if more than 3 pieces are returned.
The number of elements that an employee exceeds at the time of appraisal determines the level of appraisal they receive.

Q4:  When should the employee be covered by a performance plan?

A4:  Employees should be given their performance standards within 30 days after they begin performing the covered duties, or within 30 days of the beginning of the rating period.    

Q5:  How long does an employee have to be on standards before they can be rated?

A5:   The minimum rating period is 120 days. Ratees cannot be rated until they perform under approved performance plans for at least 120 days.  
Q6:  What happens if the supervisor changes but the standards and duties don’t?  What happens if the employee leaves the covered job in the middle of the rating cycle?
A6:  If the employee has 120 days or less remaining in their performance cycle, the departing supervisor will give an annual appraisal.  This appraisal becomes the yearly appraisal of record and is filed in the employee’s official personnel folder and in the automated personnel system (Modern DCPDS).  If the employee has more than 120 days remaining in the rating cycle, the departing supervisor should do a “special” appraisal.  These special appraisals are used as input to construct the annual appraisal and are attached to the annual appraisal when it is completed.
Q7:  Who is responsible for communicating expectations?

A7:  The first-line supervisor.

Q8:  Who assigns duties?

A8:  The first-line supervisor within the framework of the position description of record.

Q9:  Who develops standards or elements?

A9:  It can be done by both the supervisory chain and the employee.  Ultimately, it is the supervisory chain’s responsibility to develop measurable standards.

Q10:  What is the minimum contact about performance you must have as a supervisor? 
A10:  When the employee is initially placed on the performance plan, the first-line supervisor must discuss the duties of the position, the expectations and how the employee can exceed these expectations.  Half way through the rating cycle, the supervisor must again sit down with the employee and discuss the employee’s performance and current expectations and problems.  The discussion at the midpoint is documented on the performance plan. Ideally, communication about performance is ongoing throughout the rating period, and the mid-point becomes a formality.  Any problems need to be addressed immediately.  Excellent performance should also be addressed throughout the year.
Q11:  What is the schedule for appraisals for the FMMC Garrison?
A11:  The rating cycle for ST, SL, GM, and WS/GS-13 and above employees is 1 July—30 June.  The rating cycle for WS/GS-9 through 12 and employees (and those at equivalent levels in other pay plans (except WL and WG)) cover 1 November- 31 October.  The rating cycle for all other employees is 1 February-31 January.  Performance appraisals must be done and submitted to the CPAC within 45 days of the end of the rating period.
NOTE: CAREER INTERNS are rated 6 months after their entry into the position and again at the end of 12 months. This first rating (at 6 months) is considered a Special Rating. The first annual rating is at the end of 12 months. Interns continue on their unique annual rating cycles (based on their entry into the positions) until they complete the Intern Program—at which time they are phased into the DA cyclic rating periods.

Q12:  What kinds of performance awards are available for good performers?

A12:  Monetary awards, time-off awards and Quality Step Increases (QSI’s) are all ways to reward exceptional performers.  An employee is eligible for performance based awards if they receive an Exceptional (Level I), a Highly Successful (Level II) or a Fully Successful (Level III) appraisal where they have exceeded at least one of the objectives. QSI’s may only be given to employees who receive Exceptional (Level I) appraisals.  QSI’s are not appropriate awards for employees who are leaving or have left the position.  The expectation with a QSI is that the employee will continue to perform the same duties at the same high level in the future.    

Q13:  What happens if the employee isn’t happy with their rating?
A13:  Ratees who have dissatisfactions with their performance appraisals that they cannot resolve informally may request formal reconsideration. The formal request for reconsideration should be submitted in the form of a grievance, either through a negotiated procedure or through locally-established procedures (contact the MER representative at the CPAC for more guidance).
Q14:  What happens to an employee who is not meeting expectations?

A14:  Ratees who fail to meet Responsibilities/ Objectives at any time during their rating cycle must be informed, provided guidance and assistance, and be given a reasonable opportunity to improve performance.  If informal verbal feedback is not successful and the problem continues, the employee must be notified in writing and placed on a Performance Improvement Plan (PIP).  The PIP must describe the problem, set out the expectations, give the employee an appropriate amount of time to improve performance (generally, 90 days), and describe the penalties for nonperformance.   The PIP may also describe any assistance the organization is willing to offer, i.e., formal training, on the job training, counseling, and closer supervision.

Q15:  What happens if the employee cannot be rated for some reason?  

A15:  If employees cannot be rated at the end of the scheduled rating cycles (e.g. extended illness or Long-Term classroom training of the Ratee), rating periods are extended for the time necessary to meet the minimum 120-day requirement, at which time annual ratings will be prepared. Until current ratings can be prepared, the most recent ratings of record remain in effect for all purposes except Reduction in Force (RIF). 

Q16:  When is the employee notified about the rating?

A16:  The Rater will complete the appraisal, the Senior Rater will review and approve, and then the rating will be discussed with the employee.  If the intent is to give the employee a performance award, this award should NOT be discussed with the employee until it is approved and the appropriate Request for Personnel Action (RPA) is processed.
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