
Summer Institute 2012 
Building a Brighter Tomorrow through 

Positive & Progressive Leadership 



 Introductions: 
◦ Edie Benson, Human Resources Specialist 
 505-563-5302 
 edie.benson@bie.edu 
◦ Jodi Tomhave, Human Resources Specialist (ER/LR) 
 505-563-5327 
 jodi.tomhave@bie.edu 
◦ Participants 

 

Presenter
Presentation Notes
We want to know who they are, where they work and whether they are a rating official or regular employee.  Regardless, everyone receives a rating, as an employee or as a supervisor.

mailto:edie.benson@bie.edu
mailto:jodi.tomhave@bie.edu


Presenter
Presentation Notes
Is this how you see performance management?  As a balancing act between you and your employees and your supervisor – with you caught firmly in the middle?  Not knowing exactly what you’re supposed to do or when you’re supposed to do it?  And what about those dang forms?  Which one for what employee?  What’s supposed to be included?  What is the supervisor’s role in this and what is the employee’s role?  How does your supervisor fit into it?  How do you fit into the picture as an employee and as a supervisor?This session will help you with those issues and more – very ambitious, but we have about 2 hours to cover it all.  



 Managing the Program 
◦ Definitions 
◦ GPRA Goals 
◦ Timelines 
◦ Forms 
◦ Employee Training & Involvement 
◦ Conducting Mid-Year Performance Reviews 
◦ Interim Ratings 
 
 

Presenter
Presentation Notes
This is what we are going to cover.



 Managing the Program (continued) 
◦ “The Rating of Record” 
◦ Narrative Summaries 
◦ Role of the Reviewing Official 
◦ Delivering the Rating of Record 
◦ Awards 
◦ What else may the performance rating impact? 
◦ Resources 
◦ Q&A 
 



 You are not in this alone! 
◦ Follow the form! 
◦ Consult the 370 DM 430 
 DOI Performance Appraisal Handbook, 10/4/2004 
◦ Share knowledge with peers 
◦ Consult your ER/LR Specialist 
 Performance vs. Misconduct Issues 
 Performance Improvement Plans 

 

Presenter
Presentation Notes
This program should not be something that you dread.  It is necessary, but should not consume your life or keep you awake at night.  We are going to cover the high points in this workshop.  The stuff that must be done, and hopefully, help you to see that you can work it into the normal, day-to-day functioning of your organization.  You’ll see that performance management can help you to manage both your employees and your workload more effectively, which might just leave you more time to take care of other business.Share your knowledge with your peers – other supervisors at your school or within your Agency.  You don’t need to reinvent the wheel every time you look at an EPAP Form – many will be very similar to other, like positions.  Remember that your ER/LR Specialists are available to help you with performance issues – or to help you determine if the issues you are facing are performance or misconduct.  We’ll talk a bit about that later, but other sessions that we are presenting this week will really delve into performance vs. misconduct, and how to use progressive discipline in the most effective manner.  Let’s start with looking at some definitions…



 Definitions 
◦ BIE Appraisal Period 
 Coincides with the school year:  July 1 – June 30 

◦ Maximum Time to Finalize Performance Standards 
 Timeframe in which performance standards are finalized and 

approved.  The maximum time a rating official has to put an 
employee under elements and standards, i.e., establish an 
Employee Performance Appraisal Plan (EPAP) 

◦ Minimum Appraisal Period 
 The length of time, 90 calendar days, that the employee 

must be performing under an approved EPAP in a given 
position in order to be eligible for an interim or annual 
rating 

Presenter
Presentation Notes
We are just looking at timelines and definitions right now.  We will go into each in more depth.



 Definitions (continued) 
◦ Progress Review 
 Discussion with the employee at least once during the 

appraisal period to review the employee’s progress 
and communicate performance as compared to the 
established standards; to make any recommended 
revisions to critical elements/performance standards; 
and to consider/identify any developmental needs or 
performance improvement required 

Presenter
Presentation Notes
We are just looking at timelines and definitions right now.  We will go into each in more depth.



 Definitions (continued) 
◦ Interim Appraisal 
 Required when an employee has worked under 

standards in the position for 90 days and if one or 
more of the following occurs:  Employee changes 
position (i.e., reassignment, promotion, change to 
lower grade, transfer), completes a temporary 
assignment of 120 days or more (i.e., detail, temporary 
promotion, etc.), the rating official leaves a supervisory 
position, or to document a level of competence 
determination for within-grade increase purposes 
when the employee’s most recent rating of record is 
not consistent with the level of competence 
determination 

Presenter
Presentation Notes
We are just looking at timelines and definitions right now.  We will go into each in more depth.



 Elements 
◦ Minimum of one; no more than five 
◦ All are “Critical” 
 A critical element is an assignment or responsibility of 

such importance that unsatisfactory performance in 
that element alone would result in a determination that 
the employee’s overall performance is unsatisfactory. 

 Critical elements must describe work assignments and 
responsibilities that are significantly influenced by an 
employee’s work effort and within the employee’s 
control 
 

 
 

Presenter
Presentation Notes
Through these elements, employees are held accountable as individuals for work assignments and responsibilities of their position.  As defined by law, failure on one or more critical elements can result in the employee’s reassignments, removal, or reduction in grade.  Consequently, critical elements must describe work assignments and responsibilities that are significantly influenced by an employee’s work effort and within the employees control.  For most employees this means that critical elements cannot describe a group’s performance.  However, a supervisor or manager can and should be held accountable for seeing that results measured at the group or team level are achieved.  Critical elements assessing group performance may be appropriate to include in the EPAP of a supervisor, manager, or team leader who can reasonably be expected to command the production and resources necessary to achieve the results (i.e., held individually accountable).



 Mandatory Elements 
◦ All Supervisors/Managers: 
 Supervisory/Managerial Element:  Performance of 

supervisory/managerial duties will be carried out in 
accordance with regulatory requirements and other 
Bureau/Office policies governing the following areas: 
 Diversity/EEO Obligations 
 Internal management controls 
 Merit Systems Principles 
 Safety and Occupational Health obligations 
 Effective performance management 
 Effective management of ethics, conduct and discipline 

issues 



 Mandatory Elements 
◦ All employees: 
 EPAP must have at least one performance element that 

is linked to the strategic mission and Government 
Performance Results Act (GPRA) 
 

◦ GPRA?   



 Government Performance Results Act (GPRA) 
◦ There are 5 Overall Goals, relating to: 
 Resource Protection 
 Resource Use 
 Recreation 
 Serving Communities 
 Management Excellence 
◦ Which one do we use? 



 Serving Communities, Goal #4.1 
◦ Mission Goal:  Improve protection of lives, property 

and assets, advance the use of scientific knowledge, 
and improve the quality of life for communities we 
serve 
◦ Goal #4.1:  Improve Education for Indian Tribes 

Presenter
Presentation Notes
A full copy of the GPRA Goals is included on your flash drive of handouts



 Timelines 
◦ Appraisal Period for BIE Employees: 
 July 1 through June 30 

 

Presenter
Presentation Notes
Now that we’ve looked at some definitions, let’s look at the timelines.  When you look at the 370 DM 430 – the Department of the Interior Performance Appraisal Handbook (on your handout flash drive) they provide a timeline for the Performance Appraisal System.  Unfortunately, that timeline does not account for the BIE Performance Management Appraisal Period.



Appraisal Period Title V Employees July 1 - June 30 
Contract Year-Long Employees 
Contract School-Year Employees 

Complete the Performance Appraisal for prior 
appraisal period that ends on June 30 Title V Employees July 1 - July 31 

Contract Year-Long Employees July 1 - July 31 

Contract School-Year Employees 
30 days prior to the end of the 
current contract period 

Maximum time to finalize current year performance 
standards Title V Employees July 1 - August 31 

Contract Year-Long Employees July 1 - August 31 

Contract School-Year Employees 
60 days from the beginning of 
the current contract period 

Minimum Appraisal Period All Employees  90 Calendar Days 

Progress Review All Employees 
At least one, at approximately 
mid-point in the appraisal period 

Interim Appraisal  All Employees As Required 

Presenter
Presentation Notes
We took the timeline breakdown in the Performance Management Handbook and modified it for BIE use



DI 3100 
US Department of the Interior  

Employee Performance Appraisal Plan 
September 2009 

Previous edition obsolete 
 

Presenter
Presentation Notes
Let’s take a look at the forms – one for employees and one for supervisors.  {review the form, point out the parts of the form, scroll through to the element page, point out where the GPRA goal is required on the non-supervisory EPAP,  carry the numbers forward, where the narrative summaries go, etc.,…}



DI 3100S 
US Department of the Interior  

Supervisory Employee Performance Appraisal 
Plan 

September 2010 
Previous edition obsolete 

 

Presenter
Presentation Notes
Point out that the only real difference is the mandatory supervisory element and go over that element



 What’s the Difference? 
◦ Only the Mandatory Supervisory/Managerial 

Element relating to GPRA we already covered 
 MUST use the DI3100S for all supervisory 

positions 
 MUST use the correct versions of each form 
◦ Double-check each year 
◦ Links from our page to DOI Official Forms 

 
 

Presenter
Presentation Notes
Just reiterates the difference of the Mandatory Supervisory/Managerial Element relating to GPRA.Emphasis on using the correct forms – our page links directly to DOI Official Forms page to ensure they always have access to the correct version.  



 How to incorporate the Performance 
Management Program in your day-to-day 
business 

Presenter
Presentation Notes
Now we’re going to start through the actual “managing” of this program.  



 The first appraisal period is probably the 
most daunting 
◦ Filling out the form for the first time 
◦ Training the employees 
◦ Employee input to standards 
◦ The first “Progress Review” 
◦ The first “Rating of Record” 

Presenter
Presentation Notes
Once you’ve followed the program through the first appraisal cycle, you’ll be tweaking, but probably not completely overhauling.  Take small bites of the apple.Now, let’s go through it, step by step (check time for speed up or slow down)



 The Form 
◦ Employee Name and Social Security Number 
◦ Title/Series/Grade 
◦ Duty Station 
◦ Appraisal Period 

 Then, introduce the program to your 
employees 

 



 Employee Training 
◦ Use your employee orientation at the beginning of 

the school year 
 Download the PowerPoint training available on line,  
http://www.bie.edu/HR/Resources/Labor/pmp/index.htm 
or 
 Create your own, using this training and the Handbook 
◦ Make sure you have sign-in sheets and notes about 

what was covered – you’ll need them later! 

Presenter
Presentation Notes
You can cover the most territory (get the most employees at once) if you use your employee orientation at the beginning of the year.  If you have new employees coming on board after your orientation, then you’ll need to include Performance Management training for each new employee that comes to you.  The requirement is that ALL employees receive this training.  You can use the training available on our website – it’s old, but still usable.  If you download the powerpoint presentation from there, and show it to your employees, then you’ll fulfill the training requirement.  You can also do your own training – even using the information you received in this presentation, as long as all of the topics are covered.  If you’re going to develop your own orientation/training, you’ll still want to download and look at the training – so you’ll know what you need to make sure and include.

http://www.bie.edu/HR/Resources/Labor/pmp/index.htm


 Employee Input Into Development of 
Standards 
◦ A requirement! 
◦ Different ways to accomplish 
 Employee & rating official jointly developing the EPAP 
 Employee providing the rating official with a draft plan 
 Rating official providing the employee with a draft plan 
 Employee writing one of the critical elements that 

he/she performs in his/her job 

Presenter
Presentation Notes
Once your employees have been trained, you want to get their input as quickly as possible.  You want your employees on their approved EPAPs sooner rather than later.  You can accomplish the “employee input” a couple of ways.  Probably the quickest – especially if you are taking over for a supervisor who had good EPAPs in place for the previous appraisal period – is to schedule an appointment with the employee, discuss the performance plan process, see if they have any questions from the training.  Then, provide them with a “draft” of their EPAP, and ask them to review it, and provide you comments or input by a specific date, schedule a follow-up meeting right then – give them a week or so.  At the follow-up meeting, ask them if they had any input to provide.  If yes, then you MUST consider their input – you don’t need to take it and use it, but you do need to CONSIDER it.  Keep in mind that the employee is the one doing the job day in and day out, and they may very well have some valid input, for either a critical element or a measurement – or both.  If they have no input – and some employees won’t – then have a finalized copy ready for you and the employee to sign off on.  You can already fill in the training date (Part A-3)  – based on the date of your employee orientation.  Then you can fill in the date you requested input from the employee (Part A-2), and then complete the date that you provide the employee their EPAP (Part A-1).  Remember to date all parts when they are signed.  Those dates will be very important if the EPAP is audited or if you end up with a performance issue to work with ER/LR on.If they have input, the you can discuss it with the employee – make sure that you both know exactly what the employee is suggesting.  If you need to, you can tell the employee that you need some time to consider their input.  Get back together with the employee within a day or so – don’t slow-roll it now!  When you meet with the employee, then have a finalized copy ready for you and the employee to sign off on.  You can already fill in the training date (Part A-3)  – based on the date of your employee orientation.  Then you can fill in the date you requested input from the employee (Part A-2), and then complete the date that you provide the employee their EPAP (Part A-1).  Remember to date all parts when they are signed.  Those dates will be very important if the EPAP is audited or if you end up with a performance issue to work with ER/LR on.If the employee refuses to sign any portion, don’t argue with them – just make a note (right there in the meeting), that the employee refused to sign, then you sign and date.If the employee wants a union representative present, tell them that you are not conducting an investigative interview, and that their request for a union representative is not warranted.  They will have the choice of participating or not – again, don’t argue, just annotate the form, sign and date it.Once you are through with the meeting with the employee, then you’ll provide them with a copy (immediately), you’ll retain the original in your files for the mid-year review and final rating of record.



 Notification of Standards 
◦ No later than 60 days from the beginning of the 

appraisal period 
◦ Sit down with employee and review 
 Make sure that the employee knows what is expected 

 
 
 

 

Presenter
Presentation Notes
This is just a reminder of the timeframe requirement for the employee to be put on their approved standards – or EPAP.We don’t want to do the whole process by email or blue-envelope.Most times, communication of expectations between employee and supervisor is the crux of the problems in performance.  You must listen to the employee to ensure that they understand what is expected of them.  Be clear and concise, use examples when possible, ask leading questions to be sure that the employee “hears” you.  Allow adequate time for this meeting.  You don’t have to do all of them at the same time.  Schedule your employees over a week or more if necessary.  Again, this is not something that should keep you up at night or make you want to quit your job.  This should just be a normal part of the job – shouldn’t even be particularly unpleasant in most cases.  If you think you might have a few “problem” employees who might not be the most cooperative in this exercise, then don’t schedule all of them during the same week.  Don’t set yourself up for more drama than necessary.  If you do the training up front at your orientation, then follow the training (at the same time) with a comment that you’ll be meeting with everyone privately to discuss their EPAPs, then when you schedule that appointment, they should be prepared.  You probably don’t want to just pass them in the hall and say “follow me, it’s time” – that’ll probably just put them on the defense and make your appointment  more tense.  Either put a note in their “box” or send them an email, with an appointment date, time and place.  Allow at least 30 minutes per employee, and probably don’t set them up back to back, in case you go “long” with someone.  You also want to give yourself a few minutes between employee, to review their paperwork, and maybe even make a bathroom trip.  Make sure that when the new appointment arrives that their EPAP paperwork is the only paperwork visible – make sure that you put the previous employee’s paperwork away or out of sight.  Be as courteous with them as you would want them to be with you.  You have some employees who are no more excited about this exercise than you are, other employees will want to be very involved – mostly though, they’ll be right in the middle.  Regardless, an employee who has input will likely be more cooperative in accomplishing those duties.Leave the door open for the employee to come back to you if they think of a question.Ask to make sure that the employee knows how to do what you are expecting of them.  The time to find out about a lack of training is not at the mid-year review or PIP – it’s up front, when it’s manageable and can be addressed.  Also, with funding what it is, the later in the school year it might be more difficult to obtain the required training if there are costs involved.  Don’t forget to provide the employee with a copy of their EPAP right after the meeting.



 Go back and check the dates and signatures 
on the form 
◦ Part A-3 should be dated first 
◦ Part A-2 is next 
◦ Part 1 is next 
◦ At this time, Part B and Part D is not signed or 

dated 
 Provide a copy to the employee and retain the 

original in your records 



 Why do we want employees placed on 
Performance Plans as soon as possible after 
the appraisal period begins? 
◦ Must be working under those standards for 90 days  

in order to be eligible for an interim or annual 
rating 
◦ Must be working under those standards for a 

“reasonable” amount of time – usually 30 days – in 
order for rating official to draw performance 
conclusion 

 

Presenter
Presentation Notes
If a problem arises with an employee’s performance, you want to address it as soon as possible.  If you wait the full 60 days provide the EPAP, then you need another 90 days to do an interim rating, you are 5 months into the appraisal period – almost time for the mid-year review.  If you get the employee on their EPAP within 30 days, then observe for another 30 to see if any problems arise right away.  If problems do come up, then you can informally discuss with the employee to give them time to meet your expectations within the 90 day interim appraisal period.  You will know within 2 months if you have a problem employee.  Once you informally discuss the situation with the employee, then you can see if improvement happens.  If not, you can contact ER/LR and still be within that 90 day window.  You could be addressing that problem employee and seeing results within that same 5 month period – instead of waiting and just starting to address the problems after 5 months.  Time passes quickly and can get away from you even faster – you want to address performance issues sooner rather than later.  Even though the new CBA does provide that employees may be non-renewed for performance, there are stipulations regarding PIPs and allowing the employee time to improve their performance.  You’ll need to have the issues that concern you documented, before you contact ER/LR.  The first question they will ask you is to forward them a copy of the employee’s EPAP and any related documentation.  They’ll be looking at those dates for training, employee involvement, when they were put on the EPAP and notes from any counseling or conversations you’ve had with the employee relating to their performance.  The EPAP will be vital when ER/LR assists you with a PIP.(“Reasonable” amount of time definition is from 62BIAM11.70H – “Reasonable Time means the amount of time commensurate with the duties and responsibilities of the employee’s position which provides an opportunity to demonstrate acceptable performance (30 day minimum).”)



 Monitoring – or Feedback – or Progress Review 
◦ The 62BIAM, CBA and Performance Management 

Handbook all require at least one formal review at 
approximately mid-way through the rating cycle 

 In addition: 
◦ 62BIAM11.72B requires at least three progress 

reviews during an employee’s first contract term of 24 
weeks or more, and at least one progress review each 
subsequent contract term 

Presenter
Presentation Notes
**** what is the order of precedence?  62biam for CE/CY employees, BU or not for 3 mandatory reviews in the first contract year, then one mandatory per year after that (because 62 and CBA agree).  62biam does not apply to title v, so non-bu title 5 employees go with 370DM(Perf Mgmt Hbk), and BU CBA which both say 1 mandatory progress review.****Since the 370DM430 imposed an obligation to fully utilize the probation period and to carefully observe probationers, a minimum of 3 reviews with Title V (or, all employees) is also prudent.The old CBA required two progress reviews for all bargaining unit employees.  The new CBA does not have that requirement.  It only requires that one progress review be conducted, approximately half-way through the appraisal period.  



 Huh? 
◦ CE/CY Employees in their first contract term of 24 

weeks or more will receive at least 3 progress 
reviews their first year and at least 1 progress 
review in subsequent contract periods 
◦ All other employees will receive at least one formal 

progress review at approximately mid-way through 
the rating cycle 
◦ Noted on the employee’s performance appraisal 

plan and signed and dated by both rating official 
and employee (Part B) 

 Can you do more than one progress review? 
◦ Absolutely! 
 

Presenter
Presentation Notes
Make sure everyone understands – pretty self-explanatoryRe:  3 reviews in the first year – probably a really good idea.  Those folks in their first year probably need a little bit of extra help.  Taking extra time with them during the first year might make them more retainable for subsequent years.Since the 370DM430 imposed an obligation to fully utilize the probation period and to carefully observe probationers, a minimum of 3 reviews with Title V (or, all employees) is also prudent.



 Rating officials are encouraged to frequently 
discuss performance with employees during 
the rating period. 

 Particularly critical in the case of an employee 
who is not performing at the “fully successful” 
level 

 It may be necessary to provide additional 
written criteria on performance expectations 
and/or set up regular feedback sessions with 
the employee 

Presenter
Presentation Notes
Don’t have to wait 90 days to talk to an employee – you only need to wait 90 days to do a summary rating.  You’ll probably know fairly quickly if you have a problem employee.  Discussions can be done fairly informally – take a minute, discuss concerns in private with the employee.  Make sure the employee knows exactly what you expect of them.  Be as clear and concise as possible.  If you are not sure if the problem is performance or conduct – remember that Performance is “I can’t” and Misconduct is “I won’t”When you do discuss with the employee, you’ll want a record of the discussion.  Simple as going back to your office and composing a quick email to review the discussion.  End it with whatever you agreed upon regarding the employee’s performance.  If a follow-up meeting was discussed or decided upon, refer to that in your email as well.  Try to schedule that follow-up right then, so it doesn’t get away from you.For the formal (after 90 days) reviews, then you’ll want to document it on the EPAP form in Part B.  If the employee is deficient in any areas, then discuss and document the deficiencies and attempt to reach a resolution or plan for improvement.  That might be training – either OJT or formal, it might be having the employee work with another employee (in a mentoring role) to provide additional training or assistance.



 What do I talk about in a Progress Review? 
◦ Communication 
◦ Training Needs 
◦ Sufficiency of skills and knowledge level for 

successful performance 
◦ Status of work (challenging, fulfilling) 
◦ Delegation of assignments 
◦ Getting/giving regular feedback 

Presenter
Presentation Notes
Giving and receiving feedback is one of the critical components of the performance appraisal process.  As a rating official, it is incumbent upon you to ensure that the feedback provided is meaningful, that you take the time to prepare and that the employee has a chance to ask questions and provide input.Meeting with your employees to discuss how they’re doing can and should be very beneficial for both of you.  Following are a few of the benefits that can result from good preparation and an open discussion:You get a chance to provide information directly to your employee about your expectations and standards and to provide feedback on the work he/she did well along with any areas needing improvementYou get to provide the employee information about the “big picture” and how what he/she does contributes to the mission/organization goals – especially valuable in this climate.  Everyone is concerned about their job, and about reorganizations, RIFs, reassignments, everything.  This is your chance to share what you know – don’t invent stuff or make promises, but take the time to share what you can about your organization and where it’s headed.You get a chance to ask the employee about how he/she feels about his/her job– whether they enjoy the work, if they are ready for greater responsibilities, if they are feeling too overwhelmed by the work already assigned, whether they need more assistance from you or other coworkers.  You get a chance to know the employee a bit better, and hey get to know you a bit better, too.  The more you know one another, the greater the chances that you’ll be able to communicate well on an ongoing basis, especially if a problem crops up.  You get the opportunity to discuss your employee’s future with him/her.  That can be as simple as discussing training opportunities to better handle a specific project or something as broad as the employee's career aspirations and how they plan to get there.



 How to prepare 
◦ Request information from the employee on their 

key work accomplishments.  Keep a “Kudos” folder 
for each employee with key accomplishments that 
you can refer to 
◦ If you have specific issues to discuss, make sure 

you have prepared to discuss them clearly, 
concisely and calmly 
◦ Think about (and document) what’s most important 

for you to tell the employee about how they are 
doing 



 How to prepare (continued) 
◦ Write down what you observed that the employee 

has done/accomplished/learned, what they did 
particularly well, and any areas where you may have 
been disappointed in how they performed, 
including what they could have done better 
 Include examples of specific projects or assignments 



 How to prepare (continued) 
◦ Think about whether the employee has the skills 

you think they need to do their job well, and write 
down any skills you think need to be gained or 
improved 
◦ Write down the key points and questions you want 

to discuss during the meeting 
 At the end of the meeting, both you and the 

employee sign and date Part B of the front of 
the EPAP 

 Give the employee a copy and retain the 
original for the final Rating of Record 



 If, in preparing for the performance 
discussions and/or finalizing the rating, you 
believe that the employee is not performing 
at a fully successful level, you should 
immediately contact your ER/LR Specialist to 
discuss what steps to take prior to meeting 
with the employee. 



 “The Rating of Record” 
◦ Evaluating employee performance against the 

elements and standards in the employee’s 
performance appraisal plan and assigning a rating 
of record 
◦ Based on work performed during the entire 12-

month appraisal period, including temporary 
assignments over 120 days 



 To be eligible for a rating of record: 
◦ Be a permanent full- or part-time employee; and 
◦ Be under established standards for a minimum of 

90 days; or 
◦ Be a temporary employee who has worked more 

than 120 days during the annual appraisal period; 
and; 
◦ Be under established standards for at least the last 

90 days 

Presenter
Presentation Notes
****what about “presumptive ratings?”  are we getting away from them by having the supervisor put the employee on a valid EPAP then waiting 90 days?  What about CE/CY employees who require EPAP for contract renewal actions?Presumptive ratings should only be used as a last resort – the employee is leaving or a rating of record is needed immediately for something such as a RIF that will potentially impact the employee.  If the rating period has ended without the employee receiving a rating of record, the employee should not be negatively impacted because of that oversight.The presumptive rating would be “Fully Successful”.  Generally, the desire is to put the employee or employee’s on valid EPAPs and evaluate them for at least 90 days to give them a real rating as opposed to a presumptive



 Rating Critical Elements 
◦ Compile performance data from various sources 
◦ Ask employees to keep track of their own progress 
◦ Should also talk to customers and peers 
◦ Review documentation 
◦ Incorporate other feedback if available 

 Goal: to ensure a complete picture of the 
employee’s performance 

Presenter
Presentation Notes
You can approach the rating of record in much the same way as we approached the progress review a few slides ago (go back if necessary):Request information from the employee on their key work accomplishments.  Keep a “Kudos” folder for each employee with key accomplishments that you can refer toIf you have specific issues to discuss, make sure you have prepared to discuss them clearly, concisely and calmlyThing about (and document) what’s most important for you to tell the employee about how they are doingWrite down what you feel the employee has done/ accomplished/learned, what they did particularly well, and any areas where you may have been disappointed in how they performed, including what they could have done betterInclude examples of specific projects or assignmentsThink about whether the employee has the skills you think they need to do their job well, and write down any skills you think need to be gained or improvedWrite down the key points and questions you want to discuss during your meeting with the employee



 The rating assigned reflects the level of the 
employee’s performance as compared to the 
standards established. 

 If an employee does not have an opportunity 
to perform a critical element during the rating 
period, no rating will be assigned and the 
words “Not Rated” should be written on the 
EPAP for that element 



 When assigning a rating for each element: 
◦ Read carefully each performance standard level 

beginning with Fully Successful, which is the base 
level standard 
◦ Determine the level that best describes the 

employee’s performance on the element.  Each and 
every criterion in the standard does not have to be 
met by the employee in absolute terms to assign a 
particular rating level.  The sum of the employee’s 
performance of the element must, in the rater’s 
judgment, meet the assigned level’s criteria 



 Interim Appraisal 
◦ Written ratings prepared when an employee has 

worked under performance standards in the 
position for 90 days and one or more of the 
following occurs: 
 The employee changes position (i.e., reassignment, 

promotion, change to lower grade, transfer); 
 The employee completes a temporary assignment of 

more than 120 days (i.e., detail, temporary promotion, 
etc.); 



 Interim Appraisal (continued) 
◦ The rating official leaves the supervisory position 

more than 90 days before the end of the rating 
cycle; 
◦ To document a level of competence determination 

for within-grade increase purposes when the 
employee’s most recent rating of record is not 
consistent with the level of competence 
determination.  A rating for this purpose becomes 
the rating of record 



 Interim Appraisal (continued) 
◦ A copy will be provided to the new rating official 

and to the employee 
◦ Interim appraisals should be considered by the new 

rating official in assigning an official annual rating 
of record 
◦ Weight given to interim ratings in deriving annual 

ratings of record shall be proportional to their share 
of the appraisal period 



 The “Rating” 
◦ Each performance element should be assigned one 

of the following ratings: 
  Rating Level  Points Assigned 
  Exceptional   5 
  Superior   4 
  Fully Successful  3 
  Minimally Successful  2 
  Unsatisfactory  0 

◦ Ratings are recorded in whole numbers only! 

Presenter
Presentation Notes
At the appropriate time, the rating official shall review the performance of each employee based on previously communicated elements and standards and prepare the annual rating of record.  Rating officials shall not assign employee ratings under an arbitrary distribution system (such as a bell-curve).  This is contrary to the intent of the appraisal system and would interfere with assigning ratings based on actual performance.



 Narrative Summary 
◦ Required for ratings of Exceptional (Level 5), 

Minimally Successful (Level 2), or Unsatisfactory 
(Level 0) 
 Must contain examples of the employee’s performance 

that substantiate and explain how the performance 
falls within the level assigned.  Narrative must be 
recorded on the EPAP 

◦ Encouraged, but not required, for ratings of 
Superior and Fully Successful 



 Review by Reviewing Official 
◦ Required for ratings of Exceptional, Minimally 

Successful and Unsatisfactory 
◦ Required prior to delivering the completed EPAP to 

the employee 
 



 Discussion with Employee 
◦ Rating official should ensure: 
 All necessary approvals of the rating of record have 

been completed 
 Employee performance on each critical element during 

the rating period has been reviewed and noted, 
including tasks that were completed well and any areas 
needing improvement.  

 Specific examples should be noted when possible or 
available 



 Discussion with Employee (continued) 
◦ Rating official should ensure: 
 A private location and adequate time has been set 

aside to meet with the employee, including time for 
employee input (as a general rule, 30 minutes to an 
hour for each employee) 

 Future expectations and goals of the organization have 
been considered 



 During the meeting, the rating official should: 
◦ Be professional, calm and focused on performance 

issues 
◦ Begin with positive feedback on tasks the employee 

has done well regardless of what the final rating is 
◦ Go through each element and discuss items of note, 

both positive and negative as appropriate and 
assign a rating 
◦ Provide specific examples when possible 
◦ Describe any changes in performance required and 

ensure the employee understands 
 

Presenter
Presentation Notes
During the actual performance discussion, you should review the employee’s performance during the appraisal period including a summary of key accomplishments, praise him/her for work that they did particularly well, inform them of work that could have been improved and/or areas where they may need to focus more effort, etc.   You should offer some examples, and give the employee the opportunity to ask questions for clarification or to provide information.  This should definitely be a two-way dialogue rather than a lecture.  You probably don’t want to simply regurgitate the same stuff from the progress review, especially if there were problems identified during that progress review.  Problems identified during the progress review should have been addressed by now – either resolved with improved performance/behavior or elevated with the assistance of ER/LR.At the annual performance discussion, you may also want to Ask the employee how they feel the past year went, and what they liked and didn’t like (with the goal of finding out in what ways they felt supported, or might have wanted feedback, or other information you can use in working with the employee better in the future)Ask the employee about their short-term and long-term career goals, and offer suggestions or resources, as appropriateAsk whether they have adequate training or resources to carry out their workClearly articulate your expectations for the next year and ask if the employee understands them.  Be prepared to clarify any areas of confusionRefer to your notes, so that you don’t overlook anything you wanted to discussEnsure that the employee has a chance to provide feedback and ask questions



 During the meeting (continued) 
◦ Allow for employee questions and input throughout 
◦ Summarize the performance and assign the rating 

of record 
◦ Have the employee sign and date in Part D of the 

EPAP, where it indicates “Employee”  
◦ The supervisor signs and dates in Part D of the 

EPAP, where it indicates “Rating Official” 
 When the EPAP requires review and approval 

by a reviewing official, you will have 
completed the rating, and your signature 
prior to this meeting with the employee 



 After the meeting 
◦ Supervisor provides a copy of the EPAP to the 

employee 
◦ Supervisor retains a copy of the EPAP for their files 
◦ Supervisor forwards the original EPAP to the Human 

Resources Office 
 School Year Employees: with contract renewal 

paperwork 
 Year-Long and Title V employees: within 60 days 



 What if the employee doesn’t agree with the 
EPAP? 
◦ 370DM430 Performance Appraisal Handbook has 

process for reconsideration 
◦ Article 21 of the CBA: Section 4A(4) 

“A bargaining unit employee may request 
reconsideration of a negative summary performance 
rating issued by the immediate supervisor in 
accordance with current DOI policy as captured in the 
DOI Performance Appraisal Handbook.” 
 “Negative summary rating” is less than fully 

successful 



 What if the employee refuses to sign? 
◦ Annotate that the employee refused to sign in the 

employee space, and sign your name in the rating 
official space 

 



 What about awards? 
 

Presenter
Presentation Notes




 Nobody is ENTITLED to an award, cash or 
otherwise, regardless of their rating 

 370DM430 – Performance Appraisal 
Handbook, employee must be rated a Level 4 
(Superior) or Level 5 (Exceptional) to be 
ELIGIBLE for an award for sustained superior 
performance 

 Employees rated at Level 5, must be 
CONSIDERED for an award 

Presenter
Presentation Notes
Rewarding performance means providing incentive to, and recognition of, employees for their performance and acknowledging their contributions to the Agency’s mission.  Recognition is an ongoing, natural part of day-to-day experience.  Good performance should be recognized without waiting for nominations for formal awards to be solicited.Awards may come in many forms, including cash, time off; non-monetary items, honor awards, et.  Many of the actions that reward good performance – like saying “you did a good job” – don’t require specific regulatory authority and are easy to give.  Brainstorm?  What are some non-monetary ways to recognize good performance?  Don’t forget Length of Service certificates and ordering year pinsWork with Administration to find out when and if items such as mugs can be purchased – current moratorium on “promotional items”Make your own certificates of appreciation – use templates in MS PPT or Publisher, but inexpensive certificate paperBuy Donuts or Bagels or something once in a whileBring in a cake or pieJust say “Thank You”



 Article 19 of the CBA: 
◦ Section 3.  General:  
“As a means to reward an employee whose 
performance exceeds expectations and as an 
incentive for all eligible employees who meet 
established criteria, Management agrees to 
encourage the use of quality step increases, cash 
awards and non-monetary awards.  Supervisors will 
be expected to monitor employees’ performance 
with this objective in mind.  Approved awards will be 
processed in a timely manner.” 



 Exceptional (Level 5) – eligible for: 
◦ Individual cash award up to 5% of base pay;  
◦ Quality Step Increase (QSI) 
◦ Time-Off Award 

 Superior (Level 4) – eligible for:   
◦ Individual cash award up to 3% of base pay; 
◦ Time-Off Award 

Presenter
Presentation Notes
These are the most common awards – other options might include non-monetary awards, or other appropriate equivalent recognition.  (WHAT ARE SOME EXAMPLES?)Contact servicing Human Resources Office for further information and assistance regarding appropriate delegations and procedures that must be followed.  You might also contact the BIE Administration Office for assistance regarding budget and funding availability for awards.



 Links to other personnel actions 
◦ Within-grade pay increases 
◦ Increments (contract educators) 
◦ Promotions (non-competitive career ladder 

positions) 
◦ Probationary/Trial Periods 
◦ Probationary Period for Supervisors and Managers 
◦ Determining additional retention service credit in a 

RIF 
◦ Determining eligibility to participate in Telework  

Presenter
Presentation Notes
The rating of record has a bearing on various other personnel actions, such as granting within-grade pay increases (Title V employees), promotions, determining additional retention service credit in a reduction in force, etc.  The relationship of the rating of record to other personnel actions includes the following:Within grade increases:  For GS Employees:  justify granting a WIGI, the employee must be performing at an “acceptable level of competence.”  An employee whose current performance of a critical elements fails to meet the standards or whose overall performance is less the Fully Successful is not performing at an acceptable level of competence and the WIGI must be withheld.  An employee’s rating of record must be no lower than Level 3 (Fully Successful) for an employee to receive a WIGI.  This may require a rating official to prepare a new rating of record before the end of the waiting period for a WIGI in order to document that an employee previously rated at Level 1 or 2 has improved performance to an acceptable level of competence.  Conversely, for an employee whose most recent summary rating is at a Level 3 or higher, but whose performance has deteriorated to the degree that the rating official wishes to withhold a WIGI, the rating official must prepare a new rating of record to document that performance has fallen to a level 1 or 2.  Promotion:  In order to be noncompetitively promoted to a higher grade in a career ladder, an employee must have a current rating of record of Fully Successful or better in addition to meting other prescribed requirements.  In considering an employee for merit promotions under competitive procedures, due weight will be given to supervisory appraisals of past and/or present performance.  Probationary/Trial Periods:  New employees must be carefully observed during the probationary/trial period to determine whether they have the qualities needed to become satisfacotry career employees.  Proper use of periodic progress reviews to determine progress during the probationary/trial period can do much to assure that these employees have adequately demonstrated their qualifications and fitness.  However, an employee may be removed at any time during the probationary/trial period if his/her performance is less than “Fully Successful.”Probationary Period for Supervisors and Managers:  Individuals serving a supervisory or managerial probationary period need to be observed to determine whether they perform supervisory or managerial duties in a fully successful manner.  New supervisors and managers who do not successfully complete the probationary period are normally returned to a position of the same grade and pay as that held prior to the supervisory or managerial position.  Proper use of progress reviews during this period can do much to ensure that the employee has fully demonstrated the qualifications and skills necessary for the supervisory or managerial position.Reductions-in-Force:  An employee’s performance rating of record is used to determine the employee’s assignment rights during a Reduction-in-Force.  Employees are given performance credit for RIF retention by adjusting the employee’s service date for RIF purposes.  Generally the employee receives additional service credit based on the average of the three most recent ratings of record received during the 4-year period prior to the issuance of the RIF notice.Determining eligibility to participate in Telework:  As stated in the 370DM226 DOI Telework Handbook – Participation in Telework depends on a number of things, including employee performance (satisfactory or better).Supervisors or Managers should contact their servicing human resources office for further information and assistance.  



 Resources 
◦ 370 DM 430 – Performance Appraisal Handbook 
◦ DI3100 - US DOI, Employee Performance Appraisal 

Plan, September 2009 (previous edition obsolete) 
◦ DI3100S – USDOI, Supervisory Employee 

Performance Appraisal Plan, September 2010 
(previous edition obsolete) 
◦ Collective Bargaining Agreement (CBA) 
◦ 62 BIAM 11 

 



 Resources (Continued) 
◦ BIE/HR Website: 
http://www.bie.edu/HR/Resources/Labor/pmp/index.htm 
 Training Material (fulfills the employee training rqt)  
 GPRA Goals 
 Links to forms 
 Link to Performance Management Handbook 
 Sample EPAP Language (Critical Elements/Standards) 
 Download this PowerPoint presentation 
 
 
 
 

http://www.bie.edu/HR/Resources/Labor/pmp/index.htm


 Questions or Comments? 
 Our other sessions this week: 
◦ How to Use Performance Appraisals to Evaluate 

Employee Performance 
◦ Beyond Performance & Misconduct:  How to Utilize 

Progressive Discipline 
◦ Time & Attendance 
◦ Telework 
◦ Writing Vacancy Announcements 
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