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                   CHAPTER 1.  GENERAL PROVISIONS

l-l.  INTRODUCTION.

     a.  This plan sets forth the Department of Army's (DA) Total

Army Performance Evaluation System (TAPES) Plan at Fort Bragg,

North Carolina for bargaining unit civilian employees.  The TAPES

is designed to--

  (1)  Link individual and organizational goals.

        (2)  Involve managers, supervisors, and employees in

the performance appraisal process.

  (3)  Ensure that ratees are--

            (a)  Informed in writing of critical performance

responsibilities (base system), performance objectives (senior

system) and individual performance standards (both systems) at

the beginning of each rating period and whenever there are

changes in responsibilities/objectives or individual performance

standards.  Informed of Noncritical responsibilities/objectives

orally. (Noncritical responsibilities/objectives are not a part

of the written performance plan.)

            (b)  Motivated and given the opportunity to perform

to their fullest potential.

            (c)  Held accountable for meeting responsibilities/

objectives and individual performance standards.

            (d)  Provided feedback on performance of their

duties (responsibilities/objectives and individual performance

standards) as compared to written performance plan, and on ways

to improve performance.

            (e)  Assigned accurate responsibilities/objectives

ratings and summary rating levels based on performance during the

rating cycle period.

        (4)  Make supervisory personnel responsible for the

effectiveness and productivity of the employees they supervise.

     b.  This plan prescribes policies and procedures to 

implement TAPES concepts that have been reviewed and approved by

the Office of Personnel Management (OPM) and by Headquarters,

Department of Army (HQDA).  It describes the TAPES process and

gives instructions for preparing, processing, and using--

  (1)  DA Form 7223-1, Base System Civilian Performance

Counseling Checklist/Record;

        (2)  DA Form 7223, Base System Civilian Evaluation Report

        (3)  DA Form 7222-1, Senior System Civilian Evaluation

Report Support Form; and

        (4)  DA Form 7222, Senior System Civilian Evaluation

Report.

     C.  This plan also provides guidance for using performance

ratings as a basis for other personnel decisions.  Further, it

describes procedures to be followed by ratees who are

dissatisfied with their ratings of record.

l-2.  EXPLANATION OF TERMS.

     a.  Absolute Individual Performance Standard.  An individual

performance standard in which the described level of the

responsibility/objective cannot be exceeded. This standard is

usually a responsibility/objective that is stated as a pass or

fail situation.  Absolute individual performance standards should

be avoided unless required by regulation or when necessary where

death, injury, great monetary loss or breach of security could

result from a single failure to perform at the prescribed level

of performance.

     b.  Base System.  The performance evaluation system that

covers ratees in the following pay plans and grades:  Wage Grade

(WG) and Wage Leader (WL) at all levels and Wage Supervisor (WS)

and General Schedule (GS) at grades eight (8) and below

(excluding career interns).

     c.  Counseling Checklist (DA Form 7223-1, Base System

Civilian Performance Counseling Checklist/Record).  The form used

in the base system to record results of performance counseling

sessions.  The counseling documented on the form will set forth

specific work expectations and professional development plans.

It also describes results of progress reviews of achievements and

status of training.  The information documented on the Counseling

Checklist, coupled with the preprinted responsibilities and

individual performance standards, serves as the performance plan

defined in 5'CFR 430.

     d.  Days.  Calendar days.

     e.  General Schedule.  Pay plan referred to as GS.

     f.  Intermediate Rater.  The individual who occupies a

supervisory position in the ratee's chain of command that falls

between that of the rater and the senior rater. (NOTE: Whether or

not to include intermediate raters in the individual rating chain

is a local activity commander or equivalent decision.)
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     g.  Objective.  A major goal or related short-term goals in

the senior system to be achieved during the current rating period

that contribute to mission accomplishment.  Objectives should be

written as objectively as feasible (e.g., to include time frames,

allocated resources, legal/regulatory compliance requirements).

They must be of such significance that failure to make

satisfactory progress or complete the objective or group of

related objectives for reasons within the ratee's control could

result in the ratee's removal from the position.  An objective in

the senior system is the same as a critical element defined in 5

CFR 430.

     h.  Objective Rating.  The rating assigned to each documented objective that the ratee in the senior system had a reasonable opportunity to perform.

     i.  Overall Performance Rating.  The rating assigned to describe the ratee's overall performance for the rating period.

     j.  Performance.  A ratee's accomplishment of documented

expectations set forth during performance discussions.

     k.  Performance Appraisal.  The act or process of reviewing

and evaluating the ratee's achievements against documented

expectations and the results of the review and evaluation

recorded on:

   (1)  DA Form 7223 (Base System Civilian Evaluation

Report).

         (2)  DA Form 7222 (Senior System Civilian Evaluation

Report).

     l.  Performance Award.  A performance award is given in

recognition of high-level performance for the full annual rating

period.  Performance awards may include a quality step increase (QSI) for GS employees.  Also they may include time off awards

(TOA) or time off award combined with monetary award if given in

recognition of high-level performance for the full annual rating

period.

     m.  Performance Plan.  Performance related expectations

documented on the Base System Civilian Performance Counseling

Checklist/Record or on the Senior System Civilian Evaluation

Report Support Form.  The performance plan uses the job

description and the work unit's mission and goals as its base and

includes preprinted responsibilities (base system only)

preprinted performance standards and individual performance standards and professional development expectations for both

systems.
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     n.  Performance Standard.  Statements of the types and

levels of performance expected that serve as measuring tools to

be used in assessing achievements.  Generic performance standards

are preprinted on the Counseling Checklist and Support Form.  These standards must be supplemented with specific individual

performance standards (e.g., specific projects and tasks,

available resources, time frames, appropriate levels of

supervision) that are established and recorded during discussions

between the ratee and rating chain.

     o.  Progress Reviews.  Reviews of the ratee's achievements

compared with documented expectations and professional

development plans that take place at least around the midpoint of

the rating period.  Progress reviews are to be documented on the

Counseling Checklist for ratees in the base system and on the

Support Form for ratees in the senior system.

     P.  Ratee.  The employee who is being rated.

     q.  Rater.  The individual in the ratee's chain of command,

normally the immediate supervisor, who establishes performance

expectations, and who proposes overall performance appraisals and

ratings.

     r.  Rating Chain.  The rater, and senior rater.

     s.  Rating of Record.  The overall performance rating

assigned to the annual appraisal.

     t.  Rating Period.  The period of time, normally 1 year, but not less than 120 days under one supervisor and an approved

performance plan, for which the ratee receives a written

performance appraisal.

     u.  Reduction-In-Grade/Demotion.  The involuntary assignment

of an employee to a position at a lower classification or job

grading level.  The pay will be fixed in the lower grade at the

step which will not exceed the rate earned prior to the

reduction-in-grade/demotion.

     v.  Removal.  The involuntary separation of an employee from

employment.

     W.  Responsibilities.  Major job components for ratees in the base system.  The expectations set forth for each responsibility should be written as objectively as possible (e.g., milestones, quality of results, required processes, resources).  Responsibilities will be of such impact that failure to accomplish one or more of them could result in the ratee's removal from the position.  Responsibilities in the base system are the critical job elements required by 5 CFR 430.

                              4

     x.  Responsibility Rating.  The rating assigned to each

responsibility in the base system.

     y.  Senior Rater.  The individual in the ratee's supervisory

chain of command that is at a higher level in the organization

than the rater.  Senior raters with responsibility for managing

performance awards budgets must approve all ratings of record.

     z.  Senior System.  The performance appraisal system covering employees in the following pay plans and grades:  WS and GS at grades nine (9) and above, and career interns.

     aa.  Special Act or Service Awards.  Special act or service awards (i.e., superior accomplishment awards) are given in recognition of a meritorious personal effort, act, service, scientific or other achievement accomplished within or outside assigned job responsibilities/objectives.

     bb.  Special Rating.  Ratings issued for purposes other than

the end of the annual rating cycle (e.g., at end of temporary

promotions, the ninth month probationary appraisal, special

assignments, and details of 120 days or more, or when the current

annual rating does not support an acceptable level of competence

[ALOC decision).

     cc.  Support Form (DA Form 7222-1, Senior System Civilian

Evaluation Report Support Form).  The form in the senior system

on which objectives are recorded and tracked throughout the

rating period and on which the ratee records his/her achievements

at the end of the rating cycle.  Objectives on the Support Form

are the critical job elements defined by 5 CFR 430.

     dd.  Unacceptable performance.  Performance, which falls in, the “fails” range for any responsibility/objective.

     ee.  Values.  DA values and ethics prescribed by Army's

senior leadership and displayed in Part V of the Civilian Evaluation Report Forms, DA Forms 7222 and 7223.  The DA values and ethics are loyalty, duty, selfless service, integrity,

honor, and personal courage.

     ff.  Wage Grade.  Non-supervisory positions classified in the Federal Wage System and referred to as WG.

     gg.  Wage Leader.  Leader positions classified in the Federal Wage System and referred to as WL.

     hh.  Wage Supervisor.  Supervisory positions classified in

the Federal Wage System and referred to as WS.
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l-3.  PURPOSE.

     a.  Performance management is the systematic process of

integrating performance, pay, and awards systems to improve

individual and organizational effectiveness in the accomplishment

of Fort Bragg's mission and goals.

     b.  Performance Management consist of four (4) components

which are:

         (1)  Performance management systems required under 5

United States Code (USC) 4302 (General Schedule, Federal Wage

System) and 5 Code of Federal Regulations (CFR) Part 430,

subparts B and D.

         (2)  A within-grade increase plan required under 5 CFR

531, subpart D.

         (3)  A plan required by 5 CFR 432 for taking performance-based actions against employees who fail to meet performance expectations.

         (4) A performance awards plan required by 5 CFR 430,

subpart E; a superior accomplishments award plan required by 5

CFR 451, subpart A; and a quality step increase plan required

under 5 CFR 531, subpart E.

     C.  This Plan covers three of the four components of

performance management.  The first three--subparagraphs (l), (2)

and (3) above--are contained in this document.  The fourth, which 

deals with performance awards will be contained in a separate

negotiated document and will implement Fort Bragg's Awards

Program based on Army Regulation (AR) 672-20.

     d.  This negotiated document sets forth methods, policies and procedures to govern the implementation of Fort Bragg's TAPES.  Where conflict may exist, this negotiated document shall govern.

l-4.  OBJECTIVES.  The objective of TAPES is to provide for

planning and appraising performance by--

     a.  Communicating organizational goals and priorities.

     b.  Establishing individual expectations for performance

that reflect organizational goals and priorities.
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     c.  Facilitating frequent discussion among the ratee and the

rating chain about performance, expectations, and professional

development.

     d.  Providing an environment where all employees are--

     
   (1)  Made to feel that they are important members of the

Army team.

   (2)  Recognized for their achievements.

   (3)  Counseled and assisted in areas in which they can improve.

         (4)  Encouraged to take responsibility for doing things

better and to support team endeavors.

         (5)  Challenged to develop professionally and to perform

at their full potential.

     e.  Requiring annual written individual performance evaluations that provide supervisors and managers with tools   for--

   (1)  Systematic assessment of performance results

achieved to make sound plans and decisions concerning

compensation, training, reassignments, promotions, reductions in

grade, retention, reductions in force, and removal.

         (2)  A sound and continuing basis for effective

supervisor-subordinate partnerships in pursuit of common goals.

         (3)  Assisting employees in career development.

l-5.  APPLICABILITY.

     a.  This plan applies to all civilian employees paid from

appropriated funds in both the competitive and excepted service

except those--

(1) Who are in the Senior Executive Service.


(2)  Who are National Guard Technicians under 32       USC 709.

 
   (3)  Who are paid local-national prevailing wage rates

for the area in which employed.
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         (4)  Who occupy temporary positions for which employment

is not expected to exceed 120 days in a consecutive l2-month

period.

     b.  Further, the requirement to provide individual

performance standards applies to supervisors of those who occupy

temporary positions from 120 to 364 days.  However, the

employee(s) in these positions will not receive a performance

appraisal.  In accordance with (IAW) 5 USC, Section 4301(2) (H),

employees in temporary positions (serving from 120 through 364

days within a year) will be provided a statement requiring a

signature of acknowledgment that they are serving without a

performance evaluation and that their pay and/or reappointment

will not be based in whole or in part on their performance.

(Temporaries serving less than 364 days are excluded from

consideration for performance awards, but they are not excluded

from consideration for special act awards.)

1-6.  OBLIGATIONS.  Performance management is an inherent

responsibility for all those in positions of leadership.  Those

being rated, developed and recognized through TAPES also have

significant roles.

     a.  Commanders and other equivalent leaders at all activity

levels are responsible for the success of TAPES.  To fulfill

their responsibilities, they will--

         (1)  Ensure fair and consistent application of this plan

in compliance with governing laws, rules, and regulations by all

members of the command chain.

         (2)  Develop and communicate organizational goals and

priorities to assist in developing individual and/or group goals

and expectations.

         (3)  Discuss and exhibit DA values and ethics; ensure

they are visible and meaningful in the organization.

         (4)  Ensure that ratees are informed of the individuals

in their rating chains and of their annual rating cycles.

         (5)  Ensure that all personnel (civilian and military

supervisors who rate civilians, union representatives, and

employees) receive adequate training and/or orientation

concerning TAPES.

         (6)  Ensure timely preparation of written performance

plans and completed performance appraisals.

         (7)  Monitor the performance management program.
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     b.  Senior raters are responsible for communicating

organizational goals, for setting individual standards of

performance, for exhibiting and communicating DA values and

ethics, and for facilitating understanding by all members in

their organizations.  They are responsible for assessing

individual contributions in the broader perspective of overall

mission accomplishment.  In fulfilling these responsibilities,

they will--

         (1) Review and approve performance plans at the

beginning of each rating period and at any other time during the

rating period when major changes to expectations occur (e.g., new

or revised work assignments that require changes in priorities in

individual performance standards in the base and senior systems).

         (2)  Review performance appraisals, assign ratings in a timely manner, assuring accuracy and compliance with the requirements of this plan.

         (3)  Make supportable statements about ratee's

performance and potential based either on personal knowledge and

observation or on reliable information provided by subordinate

raters.

         (4)  Must review all unsuccessful ratings.

         (5)  Consider performance appraisals and ratings when

making personnel management and pay decisions. 

     d.  Raters are responsible for assigning work and assisting

in or establishing job-related expectations for ratees.  They

provide information to and obtain feedback from ratees on work

unit goals and priorities, performance, and professional

development plans.  To accomplish their responsibilities, raters

will--

         (1)  Identify rating chains to their ratees.  Explain if

and how any individuals who are not in the official supervisory

chain but who assign and monitor the ratee's work will be

involved (e.g., project managers, equal employment opportunity

[EEO] officers, safety officers).  Work leaders [WL] in the WG pay system or equivalent lead employee in any other pay system are not included in rating chain.

         (2)  Communicate organizational goals and priorities to

ratees both at the beginning of each rating period and throughout

the year as changes occur.

         (3)  Ensure that position descriptions and performance

plans are kept current.
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         (4)  Develop ratee performance plans for each rating

cycle.  Work with ratees in establishing attainable individualperformance standards, professional/career development goals and expectations.  Plans should reflect organizational needs.

         (5)  Conduct formal performance-related discussions (not

formal discussions; see paragraph 1-7) at the midpoint of each

rating period and at any other time that needs arise.  The

timely identification of ratee's strengths and weaknesses will

help avoid unexpected performance ratings at the end of the

rating cycle.  Provide informal feedback and get ratee input on

performance expectations and accomplishments throughout the

rating period.  If significant changes to expectations occur,

make any changes to the plan at least 120 days before the end of

the rating period; notify the rating chain and obtain approval.

Raters will document observations, conferences, or assistance to

employees IAW paragraph 2-2a.

         (6)  Prepare timely written performance appraisals that

describe specific accomplishments and that accurately assess the

ratee's total contributions when compared with documented

expectations.         

         (7)  Evaluate individual performance only by comparison

of ratee's performance with his/her documented responsibilities/ objectives of his/her performance plan.

         (8)  Use performance appraisals and ratings in making

sound, equitable personnel decisions.

         (9)  Discuss DA values and ethics with ratees during

staff meetings and other meetings which do not have as their

purpose the discussion of performance issues.  During these

meetings, there may be free exchanges of ideas (without fear of

reprisal) about what DA values and ethics are, what those values

and ethics mean, and what types of behavior each believes

illustrates those values and ethics.  However, since values and

ethics are not elements of performance, no written comments will

be made in Section V of DA Form 7222, Senior System Civilian

Evaluation Report or DA Form 7223, Base System Civilian

Evaluation Report.  (Note: AFGE Local 1770 agrees to waive any of

its rights of attendance at discussions of DA values and ethics

as long as the discussions do not become confrontational.  If

this occurs, by stating  the rater is responsible for closing such discussion "the discussion has become confrontational" or words to that effect and for notifying the Civilian Personnel Advisory Center (CPAC), Labor Management Office (LRO) who will in turn notify AFGE Local 1770.  The employer and the union will discuss the situation and determine how to proceed.  This may include resuming the discussion with management and union representatives in attendance.
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         (10)  Issue special appraisals for all ratees under

their supervision who have been under approved performance plans

for at least 120 days.  (NOTE:  Annual appraisals should be issued for those ratees who have 120 days or less remaining in their current rating periods.)

     e.  Ratees are responsible for learning what is expected of

them, for discussing their ideas about the work and professional

development goals with raters, and for performing to the best of their abilities.  In fulfilling these responsibilities, ratees will--

         (1)  Take an active role in developing their performance

and professional development plan.

         (a)  Ratee and rater shall discuss and develop

individual performance standards together.

         (b)  Ratee may provide a draft individual performance plan to the rater at the beginning of rating cycle, during scheduled counseling sessions, or at any other time the  individual performance standards are changed.

         (c)  Ratee may comment on draft individual

performance standards prepared by rater at the beginning of the

rating cycle, during counseling sessions, or at any other time

the individual performance standards are changed.

         (d)  Draft individual performance standards may be

prepared by a group of ratees occupying similar positions.

         (2)  Try to do their work right, keeping their rating

chains informed when problems occur or when they believe work

could be done better or by a better process.  Ratees are

encouraged to ask questions and seek assistance from rating

chain whenever they believe it beneficial or necessary to ensure

successful accomplishment of the assigned work.

         (3)  Respond to any request by the rating chain for timely feedback concerning accomplishments the rating chain may need in preparing their performance appraisals.

     f.  The Civilian Personnel Advisory Center (CPAC) is

responsible for supporting Fort Bragg in implementing and

administering this viable and constructive performance management

program.  In fulfilling its responsibilities, the CPAC will--
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         (1)  Advise and assist raters in executing their daily

performance management program responsibilities.  Keep commanders

and equivalent leadership informed of program status and needed improvements.

         (2)  Provide appropriate training on TAPES to all

employees, including ratees, raters, and senior raters.  Formal in-person training may be supplemented by use of other media such as management and employee newsletters.

         (3)  Forward performance ratings to the Southeast Civilian Personnel Operations Center (SECPOC) for input of performance rating data into the Defense Civilian Personnel Data System (DCPDS) and file annual performance evaluations with performance plans and special appraisals (if any) in individual employee performance folders (EPF) IAW 5 CFR 293.402.

1-7.  LABOR RELATIONS PROGRAM REQUIREMENTS.

     a.  In implementing and applying TAPES, supervisors and

managers have certain responsibilities that must be fulfilled in

dealing with Local 1770,  American Federation of Government

Employees, which represents employees in the civilian

appropriated fund bargaining unit.  The establishment and content

of performance expectations set forth in individual performance

plans are not negotiable under 5 USC, Section 7106(a) (2) (A) and

(B) (i.e., to direct employees and assign work.  However, future

negotiations over subjects covered in 5 USC, Section 7106(b) ((1)

(i.e., numbers, types and grades of employees or positions

assigned to any organizational subdivision, work project or tour

of duty, or on technology, methods and means of performing work) may impact on those retained management rights.  Management has fulfilled its obligation to negotiate with AFGE Local 1770 on

the impact and implementation of this performance evaluation system.

     b.  Supervisors/managers will seek assistance from the CPAC,

Labor Management Office, on any question/problem concerning their duties and responsibilities as well as retained management rights in the implementation and continuing application of TAPES to bargaining unit employees under their supervision.  Supervisors/managers must inform AFGE Local 1770 through the CPAC, Labor Management Office of significant changes to organizational goals, objectives, and any priorities that result in changes to individual performance standards and/or changes in working conditions.  These communications will assist AFGE Local 1770 in carrying out its representational responsibilities and will foster cooperative labor-management relations.

     c.  Performance counseling sessions between raters and ratees, including discussion sessions held to complete the
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written performance evaluation, are informal-type meetings.  To

avoid disputes concerning informality of these sessions,

meetings will normally be confined to ratee and only one

rater in the chain (normally the first-line supervisor).

     d.  Where group meetings are held with bargaining unit

employees for the purpose of discussing personnel policies,

practices, and/or matters affecting working conditions, sessionswill be considered "formal discussions,” and AFGE Local 1770 will be given an opportunity to have a representative present.

     e.  The parties will continue to negotiate in good faith to

reach agreement on all appropriate performance evaluation matters

in the future.
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CHAPTER 2.  COMPONENTS OF TAPES

2-l.  PERFORMANCE PLANNING.  All civilian employees except those

excluded in paragraph l-5 above will be included under the

base or senior systems.

     a.  Written Performance Plans.  Ratees will have written

performance plans that document expectations that are based on

organizational mission and goals, and reflect the type of duties

and responsibilities listed in their job descriptions.

Responsibilities/objectives are identified through an analysis of

job duties (i.e., what the job requires) and their linkage to the

mission,  functions, goals and objectives of the organization.

Other sources include mission or function statements, program

budget and planning documents, and previously developed

performance standards.

         (1) A performance plan will be prepared for each

employee assigned permanently or temporarily to a position for

120 days or more.  Plans will be recorded on DA Form 7223-1, Base

System Civilian Performance Counseling Checklist/Record or DA

Form 7222-1, Senior System Civilian Evaluation Report Support

Form.

         (2)  The plans, representing joint efforts of ratees and

their rating chains, should be in place within 30 days from the

beginning of each rating period and reviewed periodically by the

rater and ratee.  Performance plans will be updated as needed and

will be the basis for performance appraisals during the rating

period.  Similarly, supervisors will review and discuss

performance plans with new employees within 30 days of their

assignment.

         (3)  Review and discussion will be documented by means of the rater and ratee initials in the Counseling Record/ Individual Performance Standards section of DA Form 7223-l for the Base System and in Part III - Verification of face-to-face Discussion on DA Form 7222-l for the Senior System.

         (4)  There may be variations in individual performance

standards or individual objectives for like or similar jobs

within organizations due to differences in missions, the

character or technology of the work, emphasis on job elements,

and distribution of work among individual ratees.  Variations

should reflect real differences in jobs, not in differences in

ability or performance of individual ratees.  Accommodation(s) of qualified handicapped rateels) may also necessitate variations in standards.  Variations in job requirements for some WG and some lower level GS positions are often negligible.  Activities should  identify these jobs and develop generic performance standards for them.
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         (5)  A well-defined individual performance standard will

describe the acceptable level of expectation for any

responsibility or objective.  An individual performance        standard is expressed as a range of performance to obtain expected results.  It will provide a reliable yardstick to

measure individual accomplishments.  The individual performance

standard, therefore, must be meaningful, challenging, attainable 

and within the employee's control.  It must be set at a level

that is high enough to meet the needs of the position and to

,motivate the employee toward excellence and low enough to be met

by a competent employee.  Specific procedures for completion of

performance plans follow:

         (a)  Base System.  Base system performance plans are

recorded on DA Form 7223-l. (See Appendix A)  Ratees will be

permitted to provide oral and/or written comments and suggestions

regarding their individual performance standards.  Any such

comments or suggestions received on a timely basis will be

considered.  "Key Points Made" will be documented by preceding

all individual critical job-related performance standards with

the letter "I", comments with the letter "C", and training with 

the letter "T".  See Appendix A for specific examples.  Individual responsibilities may be proposed by the ratee or the

rater and will be fully discussed.

         (b)  Senior System.  Senior system performance

plans are recorded on DA Form 7222-l.  (See Appendix B) Individual critical performance standards (objectives) will be indicated in section 1V.b. by preceding each objective with the letter "0," and training with the letter "T."  See Appendix B for examples.  An odd number of objectives is recommended.

         (c)  Upon written request, ratees will be entitled

to receive an explanation of the reason(s) for rejection of their

suggestions and a written explanation will be provided.

         (d)  If an employee believes a performance standard

(other than those preprinted on the form) is unreasonable or

unfair, he/she may request review by the senior rater within 10 

workdays after the performance standards are received.   The

decision of the senior rater will be final, subject to the

employee's right to challenge any grievable aspect(s) of the

standards.

         (e)  Should a ratee contact the Union with concerns about an established individual performance standard, the Union may raise the ratee's or its own concerns with appropriate Civilian Personnel Specialists.  The matters of concern will be considered in any final decisions.
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     b.  Review and Approval.  The performance plans must be

reviewed and approved by the rating chain at least at the

beginning of the rating period and any other time that individual

performance standard(s), responsibilities or objectives change

significantly.  Any such changes must be introduced far enough

before the end of the rating period to give employees an

opportunity to be rated under the revised performance standards

(i.e., at least 120 days).  When the commander is the rating

supervisor, higher level approval is not required.

     c.  Effective Date.  Performance plans become effective on

the day they are approved by the senior rater.

     d.  Collateral Duties.  Collateral duties such as equal

employment opportunity (EEO) counseling, are not an integral part

of the position.  Since they do not meet the criteria for

individual performance standards, collateral duties will usually

not be included in performance plans.  Supervisors must be aware,

however, that the impact of assigned collateral duties on

established performance standards may require revision of

employee performance plans.  These duties should not be confused

with special requirements for supervisory/management positions

found at subparagraph f below.

     e.  Standards of Conduct.  Standards of conduct (e.g., for

tardiness, absenteeism, insubordination) should not be included

in performance standards.  Similarly, personal traits (e.g.,

interpersonal relationships, resourcefulness, dependability) are

not an appropriate basis for performance appraisal unless they

are clearly job-related and capable of being documented and

measured.  What can be measured is the manner in which a job is

performed (e.g., developing and maintaining good working

relationships with representatives of other organizations).

Conduct problems should be corrected through disciplinary procedures contained in 5 Code of Federal Regulations (5 CFR), Part 752 and Army Regulation 690-700, Chapters 751 and 752, rather than by the performance appraisal process.

     f.  Special Requirements.

         (1)  Some positions include specific requirements for

which clearly defined performance expectations should be

developed for each rating period.  Among these requirements are:

         (a)  Supervision and/or Leadership and Equal

Employment Opportunity/Affirmative Action (EEO/AA); 

         (b)  Plans to increase competition and achieve cost

savings in contracting and by contracting officers to make awards

to small business concerns (1O USC 2301);   
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          (c)  Individual efforts to eliminate wasteful

practices and achieve cost savings in inventory management

(Section 323 of Public Law 101-510); and

          (d)  Discharge of security, internal control, safety, and other relevant responsibilities and/or obligations of some position(s).

          (2)  Furthering supervision/organizational management and leadership is an important Army goal and a significant aspect of supervisory and managerial positions.  To achieve this goal, supervision/organizational management and leadership will be a responsibility/objective in all supervisory/management positions.  Performance standards for supervision/organizational management and leadership are pre-printed on DA Forms 7222-1 and 7223-1.

2-2.  PERFORMANCE APPRAISAL PROCESS.  Performance management is

a continuing process during which raters judge work of individual ratees compared to performance standards for the position.  A ratee will be evaluated only by comparing performance with his/her individual performance plan for the current rating cycle.

     a.  Performance Review and Documentation.

         (1) Supervisors will hold progress reviews at the

midpoint of employees' rating periods, as a minimum.  Feedback

and assistance to employees will be documented as outlined below.

(NOTE:  Performance counseling sessions between supervisors and

employees, including discussion sessions held to complete the

written performance appraisal, are informal-type meetings. To

avoid disputes concerning the informality of these sessions,

meetings will be confined to the employee/ratee and the rater,

normally the first-line supervisor).

         (2) Raters will use memos or rater (supervisory) notes

to record dates of observations, conferences, or assistance to

Ratees.  Details of discussions, agreements or observations of

performance will be in writing if it is to be used to rate the

ratee.  Both ratee's strong points and weak points will be

representatively documented, and a copy of any such documentation

will be provided to the ratee within one week of preparation.

The ratee will be requested to receipt for the documentation.  If

ratee refuses, a copy will be left in a sealed envelope in his/her work area with the original(s) forwarded through CPAC, Labor Management Office to the Union for bargaining unit employees.  Documents concerning the employee's performance during the rating cycle will be destroyed after relevant performance rating has been rendered and all grievance rights have expired or have been exhausted, unless documentation is required to support a later disciplinary, adverse, or other action.
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(3)  At the time a supervisor identifies performance

that fails to meet performance standards, the supervisor will

inform employee of his/her performance deficiencies.  Timely counseling sessions will be held to identify corrective actions and assist the employee to improve performance.  If an employee's job performance appears to be affected by a personal problem, the supervisor should seek advice and assistance from the CPAC, Labor Management Office or the Employee Assistance Program (EAP).  When an employee alleges that a performance problem is due to alcohol or drug abuse, management should offer rehabilitation assistance to the employee.

         (4)  Performance reviews during the rating period should be documented on DA Form 7223-1 for employees in the Base system and on DA Form 7222-l for employees in the Senior system.  If adequate space is not provided on these two forms, additional pages may be attached.

     b.  Rating Periods.  All ratees will have pre-established 12-month rating periods.  The minimum rating period is 120 days

under a single supervisor and under an approved performance plan.

Ratees in both systems will be rated in a standard annual rating

cycle based on pay plan and grade, as follows:

         (1)  1 July through 30 June - all WS/GS-13 and above, and employees at equivalent levels in other pay plans.

         (2)  1 November through 31 October - all WS/GS-9 through

12 and employees at equivalent levels in other pay plans.

         (3)  1 November through 31 October - all WG, all Web, and

WS/GS-8 and below and employees at equivalent levels in other pay

plans.

         (4)  Career interns are rated six (6) months after their

entry into the position and again at the end of the 12 months.  This first rating (at 6 months) is considered a special rating.

The first annual rating is rendered 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 a yearly cycle.

         (5)  Probationary employees will be rated in accordance

with paragraphs c below.                                                 
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c.  Probationary or Trial Periods.

     (1)  New employees enter their regularly scheduled annual rating periods based on their pay plan and grade (except career interns).  Raters should begin monitoring new employees

immediately to determine if they are willing and able to perform

work and are otherwise suited for retention in their positions.  Initial certification to retain or remove a probationary employee from a position will be made at the end of the eighth month of employment (i.e., during the ninth month).  An informal performance improvement plan (IPIP) will be used for all probationary ratees who fail to meet any performance standards at any time during the probationary period.  The IPIP will provide probationary ratees who are not meeting expectations with enough information for them to understand how they are failing and how  they can improve. Upon determination that probationary ratees either will not or cannot meet-expectations, raters must begin action to terminate them from their positions and/or from Federal service.  (NOTE: Successful Level Three (3) or higher rating rendered early during probationary or trial periods does

not preclude subsequent decisions that ratees are not performing

at expected levels or are otherwise suitable to be retained.

However, either of raters should be able to provide specific examples of how performance and/or conduct deteriorated after the

rating was assigned or how the conduct used to support the

termination was unrelated to the performance appraisal.) (See AR

690-300, Chap 315.)

         (2)  Decisions to remove probationary employees may be

made at any time during the probationary period.  The Defense

Civilian Personnel Data System (DCPDS) produces suspense notices

for raters to make decisions to retain or remove probationary

ratees no later than the end of the ninth month from ratee's

appointment.  This advance notice is to give raters enough time

to effect necessary actions under the simplified probationary

procedures if the ratee is not retained.  Raters (supervisors)

certify their decisions concerning probationary ratees on the

DCPDS-generated form letter, copy at Appendix E, which is

disseminated by the CPAC.

         (3) Employees serving probationary periods for initial

appointments to supervisory/managerial positions who do not meet

expectations set forth in performance plans that relate to

supervisory/managerial responsibilities will be returned to

non-supervisory/nonmanagerial positions.  That decision can be

made at any time during the one-year probationary period.

Although formal notice and opportunity to improve for new supervisors/managers are not required, they should be provided

enough information in writing for them to understand how they  are failing and how they can improve in time to try to make

corrections.  (NOTE: Successful Level Three [3] or higher overall
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performance ratings rendered early during supervisory/managerial

does not preclude subsequent/decisions that individuals are not

successfully performing the supervisory/managerial aspects Of

their positions.  However, raters should be able to provide

specific examples of deficiencies that occurred after the rating

was rendered.) (See FPM Chapter 315, subchapter 9.)

     d.  Temporary Promotions and Details.  Temporary promotions

and details for 120 days or more require performance plans and

will be documented by special appraisals.

         (1)  The exception to preparing a special appraisal

involves temporary promotions which are ongoing at the end of the

ratee's annual rating cycle.  A ratee temporarily promoted

officially occupies the position to which promoted.  Therefore,

if the ratee's scheduled annual rating cycle ends while the ratee

is on temporary promotion that has lasted at least 120 days, the

rater of the position to which temporarily promoted prepares the

annual appraisal.

         (2)  Conversely, a ratee who is detailed continues to

occupy the position from which detailed for official purposes.

Thus, the rater of the detailed position prepares a special

appraisal if the ratee's annual rating cycle ends during the

detail.  The rater for the position from which the ratee is

detailed may either attach the special appraisal to the annual

appraisal he/she prepares or,  if the detail lasted for most of

the rating period (more than half), adopt the special appraisal

as the annual appraisal.

         (3)  If a ratee spends most of a rating period on detail

(e.g. 8 months or more), the rating chain may choose to convert

the special appraisal to the annual appraisal by completing the

administrative data (Part 1 on the DA Form 7222 or DA Form 7223).

The rating chain should make reference to the special appraisal

indicating that it is accepted as the rating of record, and sign

the Evaluation Report in Part II as appropriate (e.g., rater,

senior rater, ratee).

     e.  Official Rating Chain.  Each ratee will have an

identified rating chain consisting of a rater and a

senior rater.  If the XVIII Airborne Corps and Fort

Bragg or tenant unit commander or equivalent leader is the rater,

he/she may serve as senior rater also.
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    f.  Levels of Ratings.  The ratings assigned to the senior

system are called objective ratings; for the base they are referred to as responsibility ratings.  The responsibility and

objective ratings define the level of performance achieved.  The

levels are excellence, success, needs improvement, or fails.  See

Appendix C for definitions.

     g.  Overall Rating Formulas.  Overall performance ratings are derived from formulas that establish how responsibilities and

objectives ratings determine the overall performance rating.  The

formulas used for the base and senior system are outlined in

Appendix D.

     h.  Types of Appraisals.  There are four types of written

performance appraisals:  Probationary, annual, intern, and

special.  The probationary ninth month appraisals will be

recorded as shown in Appendix E which is generated by a automated

system.  At the end of the probationary period, an annual appraisal with the overall performance rating assigned will be

recorded on DA Form 7223 for the base system probationary

employees and on DA Form 7222 for senior system probationary

employees.  Annual, intern and special appraisals with the

overall, performance rating assigned will be recorded on DA Form

7223 for the base system and on DA Form 7222 for the senior

system.   (Note:  Special or other types of written appraisals

transferred from other Federal agencies or Army activities should

be attached to annual appraisals.  The information provided must

be considered by the rating chain in preparing the annual rating.)

     i.  Written Appraisals.  Written performance appraisals will be completed as follows:

         (1) After the rating cycle ends, the rater will prepare

a performance appraisal for the ratee.  The ratee will be given

the opportunity to provide written accomplishments to the rater

at the end of cycle.  The rater will prepare a DA Form 7223 for

base system employees or DA Form 7222 for senior system

employees.  The rater will consider performance during the entire

rating cycle period. Thus, consideration will be given to

performance compared to the ratee's current performance plan and

performance under other plans (e.g., special ratings and summary

ratings transferred with employees from other Federal agencies).

Consideration will give due weight to such factors as length of

time covered by any other ratings received during the rating

period, similarity between job elements and performance
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standards, and explanations of employee strengths and/or

weaknesses.  Ratees who leave their positions to accept otherFederal positions after completing at least 120 days under

approved performance plans should receive a special appraisal to

provide to the gaining supervisors.   Special and annual

appraisals are not required if they would serve no purpose to

Army or the Ratee; e.g., the employee is retiring or accepting

employment with a private firm.)

         (2)  When evaluating performance,  the rater will assign

one of four element ratings:  Excellence, Success, Needs 

Improvement, or Fails.  Responsibilities/objectives that are not

rated (e.g. no longer a job requirement; no opportunity to

perform during the cycle; standard revised less than 1.20 days

from the end of the rating cycle) will be lined out.  Ratees are

entitled to the responsibility/objective rating that most 

accurately describes their performance compared to the performance standard for the responsibility/objective.

         (3)  One of five summary ratings, based on assigned

element ratings, will be used to describe the quality of overall

job performance.  The overall rating formula in Appendix D will

be used to calculate the appropriate summary rating.

         (4) DA Form 2443 (Commendation Certificate) will be

presented to employees rated successful level one (1).  Only one

certificate will be used if a successful level one (1) rating and

a performance award cover the same period.

         (5)  Performance ratings and performance-based personnel

actions will be reviewed and approved by officials at a higher

level in the organization than the rater.

         (6)  The ratee will sign and date performance ratings

only after approval by and signature of the senior rater.  If a ratee refuses to sign and date a performance rating, the rater will note the failure to sign in the ratee signature block and

distribute the rating as required by this plan.

         (7)  When a rater is not able to participate in the

preparation of a performance rating (e.g., extended illness,

death, reassignment, resignation, etc.), it will be done by the

senior rater or a new rater (if under the new rater for at

least 120 days).

         (8)  Distribution of written appraisals will be as follows:

         (a)  Annual appraisals.  Completed annual

appraisals should be reproduced in an original and two

copies--the original going to the ratee, one copy retained by the
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rater, and one copy submitted to the CPAC, Labor Management Office for review and forwarding to the SECPOC for input into DCPDS and filing in the employee performance file.  Performance appraisals with plans attached will be retained for four (4) years or forwarded to a new federal government employer when the ratee is transferred, reassigned, etc., which ever occurs first.  Appraisals are due in the CPAC as soon as practical at the end of the rating period but not later than 45 days.

         (b)  Special appraisals.  Special appraisals should be completed in an original and two copies--the original going to the ratee; one copy submitted to the new rater to be attached to the annual appraisal, and one, retained by the rater of the special appraisal (optional).  Special appraisals are not sent to the CPAC; they are attached to annual appraisals at the end of the rating period.  Appraisals should be completed as soon as possible after the end of the period rated but not later than

45 days.

         (c)  Probationary appraisals.  The ninth month probationary appraisal will be provided to the ratee with a copy

forwarded to the CPAC, Labor Management Office for review and forwarding to the SECPOC for filing in the ratee's employee performance file.  The ninth month probationary appraisal will be filed under the annual appraisal procedure above.

         (d)  Intern appraisal.  Intern appraisals will be

provided to the ratee with a copy forwarded to the CPAC, Labor Management Office for review and forwarding to the SECPOC for filing in the ratee's intern file.

     j.  Shortened Rating Cycles.  Ratees will receive shortened

rating periods of less than one year in the following circumstances:

         (1) The ratee enters a position after the rating cycle begins, and he/she has worked under a performance plan for at

least 120 days.

         (2)  A ratee who was reduced in grade or reassigned as a

result of an unsuccessful (Level Five [5]) performance rating, has worked under a performance plan for 120 days or more in the new position. (Until the ratee is rated in the new position, his/her current rating of record is a presumed Successful Level Three

[3].)

         (3)  The rater leaves within 120 days from the end of

the ratee's annual rating period.
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       (4)  The ratee leaves the position within 120 days from

the end of his/her annual rating period.

         (5)  The ratee is serving in a position to which temporarily promoted and has been promoted into the position for at least 120 days when the annual rating cycle ends.  In this case, the rater of the position to which temporarily promoted prepares the annual appraisal.

     k.  Extended Rating Periods.  Rating periods are extended usually to allow a ratee to work the minimum 120-day rating period in a position under an approved performance plan before being appraised.  The following are some examples of situations in which a rating period might be extended:

         (1)  The ratee was on long-term training in a classroom environment and did not work under an approved performance plan for 120 days by the end of the cyclic rating period.

         (2)  The ratee was on extended sick leave and did not complete 120 days of cyclic rating period under an approved performance plan.

         (3)  The ratee is on a Performance Improvement Plan (PIP).

         (4)  The ratee is in a notice period for proposed disciplinary or adverse action based upon an offense that, if sustained, will have direct impact on the performance appraisal. 

In these cases, a rating of record should be prepared as soon as the ratee works for 120 days under an approved performance plan. 

    l.  Correction of Written Appraisals.  When a discrepancy is detected in an approved performance evaluation, the record will be corrected at once.  Discrepancies will result from typographical or clerical errors, which unintentionally change the content of the rating.  Also, performance ratings may be changed as a result of a finding by grievance or complaint proceedings.  Corrective actions will include:

         (1)  Preparation of a corrected performance rating by the appropriate rater for the same rating cycle period shown.

         (2)  Destruction of all copies of the erroneous rating and distribution of the corrected rating.

         (3)  Adjustment of personnel actions based on the erroneous rating.
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     m.  Effective Date of Ratings.  Ratings of record are effective on the date approved by the senior rater and remain in effect until replaced by another rating of record as prescribed by this plan or changed based on a challenge through any appropriate appeal system.

     n.  Reconsideration Processes.  Ratees who have dissatisfactions with their performance appraisal that they cannot resolve informally may request formal reconsideration. The formal request for reconsideration will be submitted through the negotiated grievance procedure for bargaining unit employees.

     o.  Unsuccessful Rating.  When a ratee’s performance fails to meet expectations in the overall summary rating of his/her responsibilities/objectives, the ratee must be so informed in writing, provided guidance and assistance, and given a reasonable opportunity (not less than 30 days or more than 90 days) to improve performance.  Actions to assist the ratee in improving his/her performance may include, but are not limited to, formal training, on-the-job training, counseling, and closer supervision.  Also, the ratee must be informed in writing that performance responsibility/objective ratings must reach the “fair” level as a minimum for retention in the position.  The written warning notice will outline specific performance deficiencies and will advise the ratee specifically on how to improve his/her performance.  Ratees who do not improve after being given an opportunity to do so under a formal PIP will be reassigned, reduced in grade, or removed IAW procedures set forth by 5 CFR 432 and AR 690-400, Chapter 432.  In certain circumstances, adverse actions for performance may be effected under AR 690-700, Chapter 751.  In these cases, the requirements for notice and a PIP are not mandated by law but will be provided unless the employee’s continuance in the position would compromise security of government information or property or someone’s safety.  These procedures will also be applied at any other time a ratee fails to meet one or more responsibilities/objectives.

     p.  Performance Which Fails to Meet Expectations.  Raters will place ratees who are failing to meet expectations under a PIP as soon as a ratee’s performance deteriorates to Fails in one or more objectives or responsibilities but before the end of the rating period.  If the length of time given under the PIP runs through the end of the ratee’s appraisal cycle, the cycle will be extended to cover the PIP period.  At the end of the PIP, a written rating of record will be issued.

     q.  Performance Which “Needs Improvement”.  At any time during the rating cycle that the ratee is determined to “Need Improvement” in one or more responsibilities/objectives, the rater will notify the ratee and will provide appropriate assistance.  Such assistance may include but is not limited to formal training, on-the-job training, counseling and closer supervision.
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  r.  Inability to Rate.  When an annual rating cannot be prepared at the end of the scheduled rating cycle (e.g., ratee is not given performance plan [standards], ratee is on a PIP, 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.  (Extensions will not exceed 120 days unless special 

circumstances exist beyond the rater’s, or senior rater’s control).  All extensions require prior approval of the CPAC.  Until a current rating can be prepared, the most recent rating of record remains in effect for all purposes except RIF.  For RIF, a ratee without a current rating of record will be assigned a presumed rating of Successful Level Three (3), unless a performance based action, including a PIP has formally begun on the ratee.  This presumed rating will be used to adjust the service computation date unless he/she has three actual ratings that were assigned during the four-year window immediately preceding the RIF.  
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CHAPTER 3.  IMPACT OF PERFORMANCE MANAGEMENT
3-1.  GENERAL.  Supervisors and managers must consider performance appraisals and ratings when adjusting base pay and determining performance awards, training, rewarding, reassigning, promoting, reducing-in-grade, reduction-in-force, retaining and removing employees.

     a.  Pay Increases:

         (1)  Within-Grade Increases (WIGI):

         (a)  Federal Wage System employees advance automatically to the next pay step by receipt of a within grade increase (WIGI) with current ratings of record of at least Successful Level 3 so long as they satisfy the time requirements.  (See AR 690-500, Chapter 540).

         (b)  General Schedule (GS) employees must also be rated at Successful Level 3 or higher and satisfy time requirements to be eligible for WIGI.  However, if the current rating of record does not support an accurate acceptable level of competence (ALOC) determination (e.g., a GS-07 employee has a current rating of successful Level 3, but has been experiencing performance deficiencies for the past four months so that the current level of performance is below Successful Level 3), the rater must prepare a new rating of record to justify the ALOC decision.  (NOTE:  Such appraisals should be coordinated with the servicing CPAC, Labor Management Office representative.  Copies of appraisals used to deny a WIGIs will be filed in adverse action files maintained by the CPAC, Labor Management Office.  (AR 690-500, Chapter 531)


(2)  Quality Step Increase (QSI).  Only GS employees rated Successful Level 1 are eligible for QSIs, which are one-step increases to base pay.  The procedures for awarding a quality step increase as well as all other performance and incentive awards will be negotiated in a separate document implementing AR 672-20.  (NOTE:  Nominations and approvals of QSIs are documented in Part III of the Civilian Evaluation Report forms, DA Forms 7222 and 7223.)

3-2.  AWARDS FOR PERFORMANCE.  All ratees rated at Successful Level 3 or higher are eligible for consideration for performance awards.  Awards are granted to deserving recognition based on merit and budget.  The same act or achievement, however, cannot form the basis for more than one type of monetary award.  The procedures for awarding performance and incentive awards, including QSIs will be negotiated in a separate document
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implementing AR 672-20.  (NOTE:  Nominations are approvals of performance-based awards are documented in Part III of the Civilian Evaluation Report Forms, DA Forms 7222 and 7223.)
3-3.  PROMOTION.  Selecting officials may consider referred ratee's recent ratings of record (e.g., the last 3 years) when making placement decisions.  Information on appraisals may indicate if and how well ratees performed duties relevant to the position for which they are being considered.  A rating history may indicate individual potential to perform different or more responsible work.  Selecting officials must remember that ratees may not have had an opportunity to demonstrate individual potential and, therefore, may not use the lack of a rating history of individual potential as a screenout for promotions.  Fort Bragg’s Internal Placement Plan specifies how candidates are rated and ranked for referral to selecting officials.  (5 CFR 335)

3-4.  REDUCTION IN FORCE (RIF).  Procedures for adjusting service computation dates for RIF based on ratings of record will be IAW 5 Code of Federal Regulations (CFR), 351, subpart E and AR     690-300, Chapter 351.    

3-5.  REASSIGNMENT, REDUCTION-IN-GRADE OR REMOVAL.  Ratees may be reassigned, reduced-in-grade, or removed based on unacceptable performance.

     a.  Ratees will be assigned and utilized at their highest performance levels consistent with governing law, regulations and the needs of the employer.  This plan does not cover return of probationary supervisors to their prior position within the first year of supervisory service.

     b.  For directions on use of IPIPs for probationary employees and PIPs for nonprobationary employees, see paragraph 2-2c, 2-2o, and 2-2p.

     c.  If a ratee’s performance remains unacceptable after the PIP and is not the result of a handicapping condition that could be accommodated, the ratee will be considered for reassignment, reduction-in-force, or removal as follows:

     
(1)  Every reasonable effort will be made to reassign the ratee to any appropriate vacancy at the same or equivalent grade and pay level.  The decision to reassign will be based on the availability of a vacancy and the duties the ratee could 

perform.
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(2)  If reassignment is not available, every reasonable effort will be made to place the ratee in any lower graded vacancy (demote) with adjusted pay not to exceed the highest  level (step) of the grade to which reduced.  The decision to demote will be based on the availability of a vacancy and the duties the ratee could perform.


(3)  If reassignment or demotion is not available, a notice of proposed removal for unacceptable performance may be initiated and processed IAW 5 CFR 432 or AR 690-700, Chapter 751.  Ratees who receive a notice of proposed removal are entitled to the following:


(a)  Thirty (30) days advance written notice of the proposed action that identifies the specific instances of unacceptable performance on which the proposed action is based and the responsibility(ies)/objective(s) involved in each specific instance of unacceptable performance.


(b)  Representation by a person of the ratee’s choice, so long as such service by the representative does not result in a conflict of interest or position or give rise to unreasonable cost to the government.  Ratees must designate their representative in writing and provide written notice of any change to the CPAC, Labor Management Office.


(c)  The right to receive/review or to authorize an appropriate representative to receive/review all relevant documentation used as a basis for the proposed action.

   
(d)  Fifteen (15) days after receipt of the proposed action to answer/respond orally and in writing and a five (5) day extension where unforeseen or extenuating circumstances exist that could prevent the employee from responding in a timely manner.


(e)  A timely written decision, usually not later than thirty (30) days after the notice period expires.


(4)  The written decision will--


(a)  Specify the instances of unacceptable performance on which the decision is based.  Only instances of unacceptable performance that occurred since the last acceptable performance appraisal (not to exceed one year prior to the date of the notice of proposed action) will be used to support the decision.  Also, only those instances specified in the notice of proposed action may be relied on to support the decision.
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         (b)  Be concurred with by a higher level official in the supervisory chain than the official who proposed the action.


(c)  State the effective date of the action.

         (d)  Be delivered to the ratee before the time the action will be effective.  Decisions will normally be delivered at least seven (7) days prior to the effective date.

    (5)  Improvement in the ratee's performance during the notice period along with the answer/response will be considered in reaching the decision.  A ratee will be notified in writing of a decision to withdraw or cancel the proposed action.

    (6)  If the employee indicates, or the supervisor strongly suspects, that the employee's performance deficiencies are the result of, or have been affected by emotional problems, family pressures, or other problems of a personal nature, the supervisor should refer the employee to the Employee Assistance Program (EAP) for counseling and assistance as appropriate.  Supervisors may, in consultation with the CPAC, Labor Management Office,  suspend disciplinary/adverse actions for a period of time (up to 180 days) pending enrollment in and cooperation with an authorized treatment program for these problems.

    (7)  In cases identified in paragraph 7 above, successful completion of treatment will be cause to extend a PIP so that a fair and representative determination of performance can be made.  In any event, ratees are entitled to a PIP, which provides a reasonable opportunity to meet the standards prior to any proposed removal for unacceptable performance.
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APPENDIX A

BASE SYSTEM CIVILIAN PERFORMANCE COUNSELING CHECKLIST/RECORD

    The Base System Civilian Performance Counseling Checklist/Record   (DA Form 7223-1) is a working document on which the ratee and rater document ratee responsibilities in the form of individual performance standards.  Preprinted DA responsibilities and performance standards are identified to assist raters in the rating process.  The counseling record/individual performance standards serve as the performance plan once the raters and ratee initial and date the form.  The performance plan becomes effective on the date the senior rater initials.  Discussion and documentation concerning ratee’s individual performance standards are required within 30 days from the beginning of each rating period.  Later discussion is required at a minimum at the midpoint of the rating period.

HOW TO WRITE INDIVIDUAL PERFORMANCE STANDARDS (RESPONSIBILITIES)

    The following paragraphs provide some guidelines for developing individual performance standards.  However, because of the significant numbers of different types of base-system jobs found on Fort Bragg, no one sample of the Base System Civilian Performance Counseling Checklist/Record could meet the needs of all base-system positions.  Therefore, a list of sample individual performance standards (responsibilities) and training needs for a variety of base-system positions is provided.  Also, included in this appendix is a sample DA Form  7223-1, which provides general directions.

     Start with an action verb.  Achievement of a particular responsibility should come as a result of some sort of action.  Commitment to action is a basic to the formulation of a responsibility (individual performance standard).

     Specify a single key result to be accomplished.  For particular responsibility to be effectively measured, both the rater and ratee should have a clear picture of when it has or has not been accomplished.  The standard should state a range for successful performance.

    Ensure individual performance standards are as measurable and verifiable as possible.  The rater and ratee should be able to evaluate to what degree the standard was attained.

    Ensure each responsibility relates directly to ratee’s role and mission.  The responsibilities may be considered obvious, but writing them down in the form of individual performance standards provide a good check for validity of the responsibility.  

    Ensure responsibilities are realistic and attainable while representing a challenge.  Responsibilities should serve as a motivational tool.  Each individual performance standard should be within reach of the ratee to accomplish but not so easy that it does not provide a challenge.
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SAMPLE COUNSELING RECORD/INDIVIDUAL PERFORMANCE STANDARDS

I – Store expendable supplies received in designated supply cabinets within 3-4 

    workdays after receipt 90-95% of the time.

I – Reduce filing backlog by 10-15% each quarter.

C – Assisted three employees in preparing backup files during computer upgrades in 

    February 1994.

C – In June 1994, prepared updated office SOP with detailed descriptions of work 

    flow for all clerical positions in the office.

T – Complete training in WordPerfect 6.0 for Windows, June 1994.

T – Attend Modern Army Record-Keeping System (MARKS) course NLT 30 September 1994.

I – Prepare and forward within 10 days of requests for regular, new, special, or 

    nonstock items 90-95% of the time.

C – Inspection of requisition register for the third quarter showed no errors were 

    made during the quarter for over 500 requisitions.

T – Begin on-the-job training for painting new equipment.

C – Needs additional training on new military personnel management computer 

    software.

I – Maintain statistics and prepare quarterly reports for submission to supervisor 

    within 5-7 days after the end of the quarter.

I – Establish work priorities for equipment repair within 24 hours of receipt of 

    equipment needing repair 85-90% of the time.

C – Corrected 95% of equipment deficiencies within 72 hours of equipment turn-in.

T – Schedule attendance at the Basic Hydraulic Equipment Maintenance Course by end 

    of 3rd Quarter.

T – Submit application for Aircraft Engine Repair and Modification Course 

    scheduled for July 1994.

C – Completed Aircraft Engine Repair and Modification in top 10% of class.

C – Submitted suggestion for improvement in process of removing and installing 

    aircraft engines and auxiliary power units on 13 April 1994.

I – Sort and distribute incoming and outgoing mail; no more than 3-5 incidents of 

    misrouting per month.

I – Make program modification and ensure accurate and timely processing; no more 

    than 5-7 test runs per program modification.

I – Prepare time and attendance reports; not more than one report returned for 

    corrections during a pay period 95% of the time.

I – Forward all completed injury compensation forms to Department of Labor within 

    5-7 days after receipt 95% of the time.
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APPENDIX B

SENIOR SYSTEM CIVILIAN EVALUATION REPORT SUPPORT FORM

    The Senior System Civilian Evaluation Report Support Form  (DA Form 7222-1) is a working document on which the ratee and rater document performance objectives and the ratee lists accomplishments.  DA-wide standards are preprinted to assist raters in rating objectives.  The position description, the DA-wide standards, and documented individual objectives serve as the performance plan once the raters and ratee initial and date the form.  The performance plan becomes effective on the date the senior rater initials.  Initial objectives-setting discussion and documentation is required within 30 days from the beginning of each rating period.  Later discussion is required at a minimum at the midpoint of the rating period.

TYPES OF PERFORMANCE OBJECTIVES

    Objectives that address the repetitive and commonplace duties that must be carried out are considered routine objectives.  These objectives are duties that will produce less visible results but will have serious consequences if not properly executed.

    Objectives that provide for dealing with problem situations are considered problem solving objectives.  This type objective should plan for or address potential problems so that time is available to deal with them without disrupting other objectives.

    Objectives that create new or improved methods of operation in the organization are considered innovative objectives.  

    Objectives that further professional growth of an individual or his/her subordinates are considered personal development objectives. 

HOW TO WRITE PERFORMANCE OBJECTIVES

    The following paragraphs provide some guidelines for developing performance objectives.  However, because of the significant numbers of different types of senior-system jobs found on Fort Bragg, no one sample of the Senior System Civilian Evaluation Report Support Form could meet the needs of all senior-system positions.  Therefore, a list of sample performance objectives and training needs for a variety of senior-system positions is provided.  Also, included in this appendix is a sample Form 7222-1 which provides general directions.

    Start with an action verb.  Achievement of a particular objective should come as a result of some sort of action.  Commitment to action is basic to the formulation of an objective.

    Specify a single key result to be accomplished.  For a particular objective to be effectively measured, both the rater and ratee should have a clear picture of when it has or has not been accomplished.

    Ensure objectives are as measurable and verified as possible.  The rater and ratee should be able to evaluate to what degree the objective was attained.  The responsibilities should have a range for successful performance.

    Ensure each objective relates directly to ratee’s role and mission.  The objective may be considered obvious, but writing them down provides a good check for validity of the objective.

    Ensure objectives are realistic and attainable while representing a challenge.  Objectives should serve as a motivational tool.  They should be within reach of the ratee to accomplish but not so easy that they don’t provide a challenge.  
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SAMPLE OBJECTIVES

O – Develop checklist on accident prevention to be used by office staff by end of 

    1st Quarter 2002.

T – Submit application to attend the Army Management Staff College to be held in 

    September 2001.

O – Compile and prepare detailed indexes for assigned publications within 5-10 

    days.

O – Maintain roster of internal security personnel; ensure 95% accuracy    

    throughout fiscal year.

O – Maintain written audit trail of progress, problem areas, and special    

    requirements on assigned publications within 30-60 days.

T – Learn one new computer program software package by October 2001.

O – Ensure performance evaluations are completed within 30-45 days of close of 

    rating period.

O – Reduce compensation costs within your section by 5%; efforts realizing cost 

    avoidance are included.

O – Develop two customer initiatives within 90 days.

O – Investigate personnel injury, property damage, and motor vehicle accidents 

    within 3 to 5 hours of notification 90% of the time.

O – Prepare for 10% staff reduction; submit plan to accommodate reduction by end 

    of 2nd Quarter FY-02.

O – Coordinate with customers to resolve differences/questions in 10-15 days.

O – Prepare monthly contracting report with 70% acceptance on the first submission 

    to higher headquarters.

O – Serve as a member of the negotiating team and complete negotiations on a    

    multi-unit contract for Fort Bragg bargaining unit employees by 31 October 

    2001.  No more than 2-4 meetings can be missed.

O – Make nursing rounds at intervals of at least twice per shift to assess patient 

    status and evaluate patient care.

O – Conduct two Leadership Education and Development (LEAD) courses by 31 October 

    2001.

O – Respond to all suspenses; miss no more than two suspenses per month.

T – Schedule and attend one stress management class by 31 October 2001.

O – Prepare correspondence, studies, directives, support papers, and other written 

    material.  No more than 5-10% of documents can be returned for rewrite.

O – Develop and facilitate at least one training module in support of Fort Bragg’s 

    Professional Development Program during the rating cycle.

O – Develop and implement one Army Communities of Excellence (ACOE) initiative; 

    implementation will require activity head approval.
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APPENDIX C

RESPONSIBILITY / OBJECTIVE RATINGS

Subject ratings are assigned to responsibilities that are rated in the base system and objectives that are rated in the senior system.  These ratings define the level of performance achieved for that particular responsibility/objective.

EXCELLENCE.  Consistently exceeds level described by the standards and documented expectations; frequently produces more and/or better than expected.

SUCCESS.  Usually performs at the level described by the standards and documented expectations.  Quality/quantity of accomplishments are generally at expected levels.  Strengths clearly outweigh weaknesses.

NEEDS IMPROVEMENT.  Sometimes performs at level described by the standards and documented expectations.  However, fails enough so that weaknesses slightly outweigh strengths.

FAILS.  Frequently fails to perform at levels described by the standards and documented expectations.  Rarely achieves expected results.  Weaknesses clearly outweigh strengths.
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APPENDIX D

OVERALL RATING FORMULAS BASE SYSTEM

SUCCESSFUL


Level 1 – Rates with no supervisory duties is rated 

                   EXCELLENCE in three or more of the 

                   Non-supervisory responsibilities and SUCCESS 

                   in the remaining non-supervisory 

                   responsibilities.  Ratee with supervisory 

                   duties is rated EXCELLENCE in four or more 

                   responsibilities at least one of which must be 

                   either Supervision/Leadership or Equal 

                   Employment Opportunity/Affirmative Action 

                   (EEO/AA)--and success in the remainder.


Level 2 – Ratee with no supervisory duties is rated 

                   EXCELLENCE in either two or one non- 

                   supervisory responsibilities and SUCCESS 

                   in others.  Ratee with supervisory duties is   

                   rated EXCELLENCE in either three or two

                   responsibilities--one must be either 

                   Supervision/Leadership or EEO/AA for 

                   supervisors--and SUCCESS in the others.


Level 3 – Ratee with no supervisory duties is rated 

                   SUCCESS in ALL non-supervisory 

                   responsibilities.  Ratee with supervisory 

                   duties is rated EXCELLENCE in one or more 

                   non-supervisory responsibilities but SUCCESS   

                   in both Supervision/Leadership and EEO/AA or 

                   who is rated SUCCESS in all non-supervisory 

                   responsibilities and EXCELLENCE in either 

                   Supervision/Leadership or EEO/AA.

FAIR – Ratee is rated NEEDS IMPROVEMENT in one or more 

       responsibilities and is rated at least SUCCESS in all

       others.

UNSUCCESSFUL – Ratee is rated FAILS in one or more 

               responsibilities regardless of ratings assigned to 

               remaining responsibilities.
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OVERALL RATING FORMULAS

SENIOR SYSTEM

SUCCESSFUL

Level 1 – Ratee with no supervisory duties is rated 

                   EXCELLENCE in 75% or more of objectives and 

                   SUCCESS in the remaining objectives.  Ratee 

                   with supervisory duties also must be rated 

                   EXCELLENCE in 75% or more of ALL objectives – 

                   which MUST include EXCELLENCE ratings for 

                   EITHER Organizational Management/Leadership 

 


 OR Equal Employment Opportunity/Affirmative 




 Action (EEO/AA) objectives--and SUCCESS in the 




 remainder.


Level 2 – Ratee with no supervisory duties is rated 


          EXCELLENCE in 25 through 74% of rated 

                   objectives and SUCCESS in remaining 

                   objectives.  Ratee with supervisory duties 

                   also must be rated EXCELLENCE in 25 through 

                   74% of ALL objectives--which MUST include 

                   EXCELLENCE ratings for EITHER Organizational 

                   Management/Leadership OR EEO/AA 

                   objectives and SUCCESS in the remainder.


Level 3 – All ratees who are rated SUCCESS in ALL rated 

                   objectives or EXCELLENCE in 1% through 24% and 

                   SUCCESS in remaining objectives.  Ratees with 

                   supervisory duties who were rated EXCELLENCE 

                   in any number of objectives but SUCCESS in 

                   those for both Organizational 

                   Management/Leadership and EEO/AA.

FAIR – All ratees who are rated NEEDS IMPROVEMENT in 1 or more

       objectives and at least SUCCESS in all others.

UNSUCCESSFUL – All ratees who are rated FAILS in 1 or more

               objective -- regardless of ratings assigned to 

               remaining objectives.
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APPENDIX E

SAMPLE OF DCPDS – GENERATED LETTER

PROBATIONARY AND TRIAL PERIOD

REPLY TO:  Civilian Personnel Advisory Center

SUBJECT:  Completion of Probation/Trial Period

TO:  Ms. Janice R. Smith, Chief, Supply Division

Mr. John G. Doe will complete his/her one-year probationary/trial period in his/her new position/supervisory position on 30 June 2001.  As this individual’s supervisor, you must certify whether conduct/performance are at a level to warrant retention of this person in his/her current position.  You may do so by checking the appropriate block below; providing your and the employee’s signature and the date are on the form; and returning it to the Directorate for Civilian Personnel within two weeks from the date of this transmission.

FROM:  SUPERVISOR

I have held a counseling session with this probationary/trial employee/supervisor.  My decision is summarized below:

    a.  Successful Performance:  (Please check one of the two blocks)

        (1)  (  )  Employee is successful in all elements of job performance and conduct and should be retained in his/her present position; or

        (2)  (  )  Supervisor is successful in all supervisory/managerial elements of the position and should be retained.

    b.  Unsuccessful Performance:

             (  )  Employee is not satisfactory in all elements of job performance and conduct.  I have discussed this with the employee relations' specialist and have initiated action to accomplish the following:

    (  )  Additional Training


(  )  Reassignment

    (  )  Demotion



(  )  Separation

_____________________________         ___________________________

Supervisor Signature/Date

  Employee Signature/Date
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MEMORANDUM OF AGREEMENT

FOR THE

FORT BRAGG

TOTAL ARMY PERFORMANCE EVALUATION SYSTEM (TAPES)

PLAN

    This Memorandum of Agreement is entered into by the American Federal of Government Employees, Local 1770, AFL-CIO (hereinafter referred to as the Union), and Headquarters, XVIII Airborne Corps and Fort Bragg (hereinafter referred to as the Employer), pursuant to the provisions of 5.U.S.C., Chapter 71. 

    Having met the bargained in good faith, the parties agree that the provisions reflected herein will govern implementation of the Fort Bragg Total Army Performance Evaluation System.

    These provisions represent a commitment by the Employer and the Union to assure compliance with applicable law, rules and regulations as they relate to the performance evaluations of Federal employees.  The intent of the parties is to maintain the highest level of employee efficiency and work force morale through fair, effective, and positive application of the principles and procedures contained in this TAPES Plan.

    IN WITNESS WHEREOF, the parties hereto have entered this Agreement this _____ day of _____________ 2001.

    FOR THE UNION:



FOR THE EMPLOYER:

    ______________________


____________________

    JAMES FLEMING                         SARA L. MORGAN

    Acting President                      Director

    AFGE Local 1770                       Civilian Personnel
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    This agreement is executed under authority delegated by Department of the Army.

________________________

Colonel, IN

Garrison Commander

DATE:  ________________

    This agreement has been reviewed and is approved in accordance with the provisions of 5 U.S.C. 7114(c) of the Federal Service Labor-Management Relations Statute.

_________________________
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