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January 16, 2004

TO:

OD Senior Staff

FROM:
OD Executive Officer

SUBJECT:
Performance Ratings and Awards for CalendarYear 2003 

This is a reminder that December 31 is the end of the performance period for employees covered by the NIH/OD Performance Appraisal Program Plan.  This includes GS/GM/WG employees who are on regular performance plans as well as GS/GM supervisors and managers who were placed on Performance Contracts for Calendar Year 2003.  The OD Performance Appraisal Program Plan is contained at http://odeo.od.nih.gov/showpage.aspx?pageid=104
December 31 is also the end of the performance period for Title 42 employees who are not designated as Senior Managers (SES equivalents).   Policy and procedures on rating performance for Title 42 employees is contained at http://odeo.od.nih.gov/showpage.aspx?pageid=103.  Title 42 supervisors who were placed on Performance Contracts should also be rated at this time.

Final performance ratings should be prepared for employees who have been covered by a performance plan/contract for a minimum of 120 days as of December 31.  This rating becomes the employee=s annual rating of record for CY 2003.   If an employee has not been covered by a plan/contract for 120 days, the rating period must be extended until 120 days have elapsed and then the employee is rated.  Highlights of the rating process are contained in the Attachment.

Once the rating has been finalized and communicated to the employee, the original should be maintained in the Employee Performance Folder (EPF) that is now kept in each Administrative Office.  Ratings should be finalized by February 27, 2004.  

Additionally, in order to provide more timely recognition of performance, Dr. Kington has requested that all performance awards based on Calendar Year 2003 ratings be finalized no later than June 1, 2004.  

Questions should be directed to your Administrative Officer.







John S. Jarman





Attachment

Highlights

· Rating Performance Under:
· The OD Performance Appraisal Program Plan;
· NIH Policy on Performance Management, Disciplinary Actions and Administrative Removals for Title 42 Employees
· Applicable guidance regarding Performance Contracts - http://www1.od.nih.gov/ohrm/programs/Performance/Booklet.htm
1) Performance is assessed at two levels only: Acceptable or Unacceptable.
2) Acceptable performance on a performance element is that which meets or exceeds all, or substantially all, of the performance expectations described.  For an overall rating of Acceptable, performance on all elements must be rated Acceptable.  

3) For employees covered by a Performance Contract, performance is assessed on the Program Outputs and Management Initiatives contained in the contract.  Performance is assessed at two levels only following the same guidance as outlined above.  For an overall rating of Acceptable, performance on all Program Outputs and Management Initiatives must be rated Acceptable.

4) A rating of Unacceptable on any element results in an overall rating of Unacceptable.  Raters should first consult with their Human Resources Specialist in Staffing Team B (OD), Client Services Division, Bethesda Human Resources Center, 301-496-1443 prior to assigning an Unacceptable rating.  For employees covered by a Performance Contract, a rating of Unacceptable on any Program Output or Management Initiative results in an overall rating of Unacceptable. 

5) An employee must have been covered by the performance plan for a minimum of 120 days before performance can be rated.  If the employee has not been covered for 120 days, the rating period must be extended until 120 days has elapsed and then the employee is rated.

6) Ratings of Acceptable are finalized by the Rater unless the Deputy/Associate Director or Office Head reporting to the Director, NIH has established a policy requiring approval of Acceptable ratings by a Reviewing Official.   Ratings of Unacceptable require approval by a Reviewing Official.

7) Narrative comments are only required if an element is rated Unacceptable.  However, since a well written narrative description of accomplishments is viewed by many employees as a form of recognition and can be beneficial in seeking other employment or training opportunities, raters are encouraged to prepare narrative comments.

8) Raters are required to discuss their assessment of the employee=s performance in a face-to-face meeting with the employee.  This discussion should take place only after any required Reviewing Official approval/signature has been obtained.  This meeting should also include discussion of the employee=s strengths and achievements, areas of concern, and suggestions for career growth and development.

9) A copy of the rating of record must be provided to the employee.  The original is filed in the Employee Performance Folder (EPF) that is maintained by Administrative Officers.

10) Employees who disagree with their rating of record may attach comments to the appraisal form and/or file a grievance in accordance with the NIH Pilot Grievance Procedure or applicable negotiated grievance procedures.  The NIH Pilot Grievance Procedure is contained at http://www4.od.nih.gov/ccr/peer.html
