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(600)-70.31  Performance Management Program

70.31.1   Purpose.  This section establishes policies and procedures for managing the performance of non-Senior Executive Service (SES) employees.  This Performance Management Program (PMP) utilizes the employee appraisal process to communicate performance expectations, provide feedback on performance, identify developmental needs, reward high-level performers, and ensure accountability for achieving results.  The PMP aligns employee performance expectations with the Treasury Inspector General for Tax Administration’s (TIGTA) mission and strategic and organizational goals.  
70.31.2   Scope.  This PMP applies to all TIGTA employees except Senior Executive Service employees and employees occupying positions appointed by the President. 

70.31.3   Authorities.

5 U.S.C. Chapters 43 and 53

5 C.F.R. Parts 293, 351, 430, 432, 451, 531, and 752

Treasury Personnel Policy Manual Chapter 430

70.31.4   Definitions.  

Acceptable Level of Competence - Performance by an employee that warrants advancement of the employee's rate of basic pay to the next higher step of the grade or the next higher rate within the grade of his or her position.
Additional Performance Element - A dimension or aspect of performance that is not a critical or non-critical element.  Such elements are not considered in assigning a summary level but, like critical and non-critical elements, are useful for purposes such as communicating performance expectations and serving as the basis for granting awards. Such elements may include, but are not limited to, objectives, goals, program plans, work plans, and other means of expressing expected performance. 

Career Development Plan (CDP) – A tool to assist employees in career and personal development.  The CDP may be developed by the employee and the employee’s supervisor to identify an employee’s short and long-term learning and developmental goals.

Critical Element - A work assignment or responsibility of such importance that unacceptable performance on the assignment or responsibility would result in a determination that the employee's overall performance is unacceptable.  Such performance elements shall be used to measure performance only at the individual level.  A critical element must be specific, measurable, and aligned to TIGTA’s mission and strategic and organizational goals.

Drop File – A file a manager maintains for employees for documentation not related to performance including training records, Telework agreements, leave counseling and copies of disciplinary actions.
Element Rating - An assessment of the employee's level of performance for a critical element.  The levels of performance for an element rating are Outstanding, Exceeded, Successful, and Unacceptable (except Met and Not Met for managers’ Manager’s Responsibilities critical element or an Additional Performance Element).

Employee Performance File – A file that contains summary performance appraisal records, including performance appraisals and job elements and standards upon which they are based.  See (600)-70.22, Employee Performance and Drop Files, for additional information.
Interim Rating - A formal appraisal and rating of an employee's performance for a period of 90 calendar days or more issued when certain significant changes occur that impact the employee (e.g., change in position, change in manager, etc.).  See (600)-70.31.9 for additional information. 

Minimum rating period - The 90 calendar day period during which an employee must have performed under an established performance plan before a rating of record may be issued to the employee.  
Narrative Summary – A written summary that addresses an employee’s significant performance achievement(s) or result(s) or observable behavior(s) relative to his/her performance elements and standards for the rating period.  
Non-critical element - A dimension or aspect of performance, exclusive of a critical element, that is used in assigning a summary level.  Such elements may include, but are not limited to, objectives, goals, program plans, work plans, and other means of expressing expected performance.
Performance - Accomplishment of work assignments or responsibilities.

Performance Improvement Plan (PIP) - A written plan that provides an employee, whose performance has been determined unacceptable in one or more critical elements at any time during the rating period, an opportunity to demonstrate an acceptable level of performance.  A PIP includes the critical element(s) in which the employee’s performance is unacceptable; possible aids (coaching, training, etc.) and a clear and specific statement of what the employee must do to perform at the acceptable level.   

Performance Plan – The performance elements and their standards as written in the applicable performance appraisal form, which describes employee performance expectations for the rating period.  

Performance Standard – A statement of the performance expectations or requirements for a performance element that must be met to be appraised at a particular level of performance.  The standards are written in terms of specific measures including quality, quantity, timeliness, cost-effectiveness, and/or manner of performance.  

Progress Review – Communication between a manager and an employee concerning the employee’s progress towards meeting the performance standards for each performance element in the employee’s performance plan.  At a minimum, one formal progress review must be held during the rating period, generally at the midpoint in the period.  
Rating Cycle – An established timeframe of twelve consecutive months for which an appraisal program will operate within.  TIGTA’s rating cycle runs from October 1 – September 30 annually.

Rating Official – Generally, the employee’s immediate supervisor, who communicates expectations to the employee at the beginning of the rating period, conducts progress reviews and evaluates the employee’s performance and assigns the rating of record.  See (600)-70.31.5 for additional information.
Rating of Record - The performance rating prepared at the end of the rating period evaluating an employee’s performance as compared to the elements and standards over the entire rating period, including the assignment of a summary rating level.  
Rating Period - The period of time for which an employee is placed on an established performance plan for which the performance will be reviewed and a rating of record will be prepared.  
Reviewing Official – A second- or higher-level manager who, before a summary rating of Unacceptable may be issued, must concur with the rating official’s determination that an employee is not performing at an acceptable level (i.e., Unacceptable and/or Not Met) in one or more critical elements.  

Self-Assessment – A narrative of accomplishments provided by the employee about his or her performance of assigned duties and responsibilities as they relate to established performance plan elements and standards.  See (600)-70.31.7.7, for additional information.  

Summary Rating - The summary rating level in an interim rating and/or rating of record reflects the employee's overall performance level on all performance elements for the rating period.  

70.31.5 Responsibilities.
a. 
The Office of the Deputy Inspector General (DIG) for Mission Support/Chief Financial Officer shall: 

(1)    Implement and manage the overall process of TIGTA’s PMP. 

(2)    Provide oversight of the PMP to ensure consistency and equity.

(3) Ensure that the TIGTA PMP operates effectively and efficiently. 

b. 
The Director, Leadership and Human Capital shall:
(1)   
Develop, evaluate, oversee, and maintain TIGTA’s PMP.

(2)   
Provide advisory services and technical assistance to managers, supervisors, and employees.

(3)   
Foster and promote compliance with laws, regulations, Treasury Department and TIGTA policy, pertinent Government-wide guidance, and sound management principles.

(4)   
Update and modify TIGTA’s PMP as needed to incorporate applicable statutory, regulatory, and administrative changes.

(5)   
Ensure that performance records are obtained, filed, and transferred in accordance with all requirements.

(6)   
Monitor the timeliness of the preparation and submission of appraisals.

(7)
On a monthly basis, provide all new employees and new managers a briefing on performance management.   
(8)
Provide performance management training within six months of an employee’s initial appointment as a supervisor and ensure follow up training at least every three years thereafter.
(9)
Use the Treasury Learning Management System (TLMS) to assist in the oversight and monitoring of employee completion of performance management related training activities and requirements.  

(10)  Provide continuing training and supplementary guidance concerning TIGTA’s PMP.


(11)  Assist the DIG for Mission Support in the accomplishment of TIGTA’s PMP responsibilities.

c. Heads of TIGTA Functions shall:

(1)  
Effectively communicate the organization’s mission, core values, and strategic goals to employees and other stakeholders.


(2)  
Ensure workforce performance standards are aligned with organizational goals and engage in rigorous and realistic performance management of others.

(3)  
Continually assess whether subordinate managers have adequate managerial, communication and interpersonal skills to effectively supervise and develop the workforce. 
(4) 
Ensure new subordinate managers complete all required performance management training within six months of the employee’s initial appointment as a supervisor and ensure follow up training at least every three years thereafter.  

           d. 
The Rating Official shall: 

(1)
Maintain a working knowledge of the performance management program.  

(2)
Communicate performance expectations clearly to the employee, and hold him/her accountable for meeting those expectations.  

(3) 
Issue, discuss and provide the employee with a copy of the performance plan as soon as possible but no later than 30 days of (1) employment; (2) the beginning of a new rating period; (3) a change in first level supervision; (4) a detail or temporary promotion expected to last 90 calendar days or more; or (5) a change of position resulting in new performance duties (e.g., reassignment to a new position or promotion). 
(4) 
Promote high standards of professionalism.  Provide employees with opportunities to develop new job-related skills through formal training and developmental work assignments and activities.  Assist employees with career development goals and needs, such as encouraging employees to develop long-term goals and helping them to assess the viability of those goals.

(5) 
Monitor performance during the rating period and provide feedback to employees on a continuing basis.  With approval from the function head, adjust performance elements when necessary as the strategic plan/organizational goals or employee duties and responsibilities change.  Keep employees informed of how their performance compares to the performance standards and expectations in the employees’ performance plans.  Provide guidance on how performance can be strengthened.
(6) 
Conduct a formal progress review at least once during the rating period, usually at the mid-point.  Provide a copy of the formal progress review documented on the performance appraisal form to the employee. 

(7) 
Complete all mandatory performance management training as required by 5 C.F.R. § 412.202(b) and (c). 

(8) 
Conduct a performance review and prepare a rating of record at the end of the employee’s rating period.

(9)
At the end of a rating period, meet with the employee to discuss each critical element and their standards, and how the employee performed on each element.  Issue the employee a rating of record and provide him/her with a copy of the rating (Form 430).  

(10) 
Make meaningful distinctions among employees based on performance, recognize employees who demonstrate high quality performance, and ensure equity and consistency of award consideration amongst subordinate employees. 

(11)  Refrain from assigning employee ratings under any pre-determined distribution system (such as a bell curve).  This is contrary to the intent of the appraisal program and would interfere with assigning ratings based on actual performance. 

(12)
Timely address poor performance.  Ensure employees are promptly notified when performance falls to an unacceptable level in one or more critical elements and provide a formal opportunity to improve.

(13)
Provide appropriate assistance to employees who fail to perform at an acceptable level.

(14)  Ensure that performance appraisals are submitted according to

and within the established timeframes prescribed annually by Human Capital. 

 e.    The Reviewing Official shall:
(1) 
Collectively review all subordinate managers’ rating of record performance evaluations of their employees to ensure there is consistency in evaluating employees, and that ratings in each element are supported by concrete examples and justification for the element’s rating.  

(2)
Review and approve Unacceptable ratings of record prepared by their subordinate supervisor (rating officials) to ensure the appropriateness of the rating. When making this determination, the Reviewing Official should ensure that consistent and reasonable procedures were used when assigning elements and standards. 


f. 
Employees shall:

(1)    Ensure that they have a clear understanding of their performance   expectations, and request clarification, as necessary.  

(2)
Manage performance to achieve identified goals and expected results.

(3)
Inform the Rating Official of essential resources and support needed for the successful accomplishment of goals and objectives.

(4) 
Perform to the best of their abilities and take steps to improve aspects of performance that are identified as not meeting standards (Not Met or Unacceptable).  

70.31.6  Performance Plans.

Performance Elements. Employee performance plans must have at least 1 critical element that focuses on results and aligns with TIGTA’s mission and/or organizational goals.  In addition to one or more critical elements, employee performance plans may include non-critical elements and additional performance elements.  Performance elements will be rated using either a 4-level rating system (Outstanding, Exceeded, Successful, and Unacceptable) or a 2-level rating system (Met or Not Met).  
Manager performance plans must include the Manager’s Responsibilities critical element which is rated as “Met” or “Not Met.”  

The performance plans of employees and managers whose duties involve the creation or handling of significant amounts of classified information must include a Classified National Security critical element that addresses security awareness and individual accountability.  The Classified National Security critical element will be weighted accordingly by the rating official.  This requirement is in compliance with Executive Order No. 12598.  Individual managers are responsible for identifying positions that meet this requirement; however, when necessary, the Director, Leadership and Human Capital, will coordinate with the Personnel Security Officer to identify positions that meet this requirement.  

Weight of Performance Elements.  The performance elements (i.e., critical elements, non-critical elements) in an employee’s performance plan must be weighted according to the importance of the elements.  Each critical or non-critical element will be weighted individually.  The collective weight of the performance element(s) must total 100%.  No fractional weights may be used.  Additional performance elements will not be assigned a weight.  

70.31.6.1  Issuing Performance Plans and Setting Expectations.  Managers will issue a written performance plan to each subordinate covered employee at the beginning of the rating period.  In conjunction with the issuance of a performance plan, the manager and employee will discuss the performance elements and standards in the performance plans that are aligned with TIGTA’s mission and Strategic plan and/or organizational goals.   
The manager should ensure the performance plan is signed and dated at the time of discussion.  The employee is requested to sign and date the form to acknowledge receipt.  If the employee chooses not to sign and date the form, the manager should document (and date) on the form that the employee chose not to sign the plan.  The manager should advise the employee that the plan is still in effect.  The employee must be given a copy of the performance plan.   

Managers will discuss and issue performance plans to employees as soon as possible but no later than 30 calendar days of the following:
· The beginning of the rating period; 

· The employee entering a new position (e.g., new employment, a promotion, a change in position);
· A detail or temporary promotion expected to exceed 90 calendar days;  or 

· A change in first level supervision.

The manager will also forward a copy of the signed and dated performance plan, via email to the Human Capital TIGTA OMS Performance Management mailbox at PerformanceManagement@tigta.treas.gov within five work days of the date the form is issued.  Scanned copies and electronic signatures are acceptable.  

70.31.7   Monitoring Performance.  Performance monitoring is vital to the successful implementation of this PMP.  Performance discussions and monitoring consist of both informal and formal (i.e., mid-year and rating of record) progress reviews.

70.31.7.1  Informal Performance Reviews and Feedback.  Informal performance reviews between a manager and an employee should be held frequently, but are particularly appropriate when there is:

· A noteworthy accomplishment by the employee;

· Any indication of a performance problem; or,

· The conclusion of a major project or assignment by the employee.

The manager and the employee should use these opportunities to assess the employee’s need for additional training or development or, if needed, to provide the employee with the opportunity to improve his or her performance.  See (600)-70.31.11 for PIP information.
70.31.7.2  Formal Progress Reviews and Feedback.  Managers are required to discuss employee performance and development with their employees at least twice during the rating period.  Managers will conduct at least one formal progress review with the employee near the midpoint of the rating period usually no later than April 30th.  

The formal progress review should include a discussion of the employee's level of performance at the time of the discussion.  The discussion also should address any performance improvement activities that the manager believes are needed because employee performance is at, or approaching, the Unacceptable level, or that the employee feels would be beneficial.  See (600)-70.31.11 for PIP information.
Change of Managers within 90 Calendar Days of the Mid-Year Progress Review.  Employees who change managers within 90 calendar days of the mid-year progress review will receive a progress review and discussion from the manager supervising the employee’s performance as of March 30.  

The assigned manager as of March 30 is responsible for completing the mid-year performance review, using documented input and/or interim rating(s) provided by the previous manager(s) for the mid-year performance appraisal period October 1 through March 30.  See (600)-70.31.9 for Interim Rating information.
The manager will indicate on the appropriate area(s) of the performance appraisal form, the employee’s level of performance, and when the discussion was held.  A written narrative is required in the appropriate section.  The mid-year progress review and narrative is documented in Parts II and V of the performance appraisal form.  

The manager will give the employee a copy of the issued mid-year progress review (i.e., a copy of the signed performance appraisal form) and maintain the original issued performance appraisal form in the EPF maintained by the manager.  The manager will also forward a copy of the mid-year certification form to the Human Capital TIGTA OMS Performance Management mailbox at PerformanceManagement@tigta.treas.gov within the time frame established in the annual mid-year progress review guidance memorandum.  If the mid-year progress review is conducted outside of the normal time frame, due to unusual circumstances, the manager will annotate on the certification form the reason for the delay and forward an updated copy of the mid-year certification form via email to the above mailbox address, within 5 work days of the date the form is issued.  The documents forwarded to OMS may consist of scanned copies and include electronic signatures.  

All managers and executives should make every effort to meet face-to-face with their employees but may hold these discussions via telephone and Web conference if managers are not in the same location as their employees.  

70.31.7.3  Details and Temporary Promotions.  If an employee is detailed into a different position within TIGTA or is temporarily promoted for at least 90 days, the manager supervising the employee’s performance during the detail or temporary promotion must issue, discuss and provide the employee with a copy of the performance plan as soon as possible but no later than 30 days of the start of the detail or temporary promotion.  At the end of the detail or temporary promotion, the manager supervising the employee’s performance during the detail or temporary promotion must prepare an interim rating to document the employee's accomplishments and furnish a copy thereof to the employee.  The original interim rating will be forwarded to the employee’s rating official for consideration in the mid-year progress review and/or rating of record.  See (600)-70.31.9 for Interim Rating information.
If an employee is detailed into a different position within TIGTA or is temporarily promoted for a time period that is less than 90 days, the issuance of new written performance elements and standards is not required.  The manager supervising the employee’s performance while on the detail or temporary promotion should document the employee’s accomplishments in writing at the end of the detail or temporary promotion and forward this input to the employee’s rating official for appropriate consideration.

When employees are detailed outside of TIGTA, the rating official must make a reasonable effort to obtain appraisal information from the outside organization.

70.31.7.4  Position Changes.  If an employee is assigned to a new position through reassignment, transfer or appointment during the appraisal period, and the employee served under a performance plan for the minimum appraisal period of 90 days in the position from which the employee has changed, the losing manager will prepare an interim rating, discuss and issue the rating to the employee and forward it to the new manager. 
If an employee has not served for the minimum appraisal period of 90 days under a performance plan before the position change, the losing manager is not required to provide an interim rating but must provide written input on the employee’s performance during the less than 90 day period.  The losing manager will discuss the input with the employee and provide the employee with a copy and forward the input to the gaining manager.  
70.31.7.5 Change in Managers. When an employee has had a performance plan in place for the minimum appraisal period of 90 days and works under different managers during the appraisal period, each supervisor of 90 days or more must prepare an interim appraisal and forward it to the employee’s next rating official for appropriate consideration.

When an employee has had a performance plan in place for less than the minimum appraisal period of 90 days and the manager changes, the manager losing the employee (losing manager) or leaving TIGTA’s employment (leaving manager) must provide written input on the employee’s performance for the less than 90 day period.  The losing or leaving manager will discuss the input with the employee and provide the employee with a copy and forward the input to the new manager for appropriate consideration.  
70.31.7.6   Adjusting Annual Performance Plans.  During the rating cycle, it may be necessary to adjust an employee’s performance plan when changes occur (e.g., change in organizational structure or goals or significant changes to employee duties and responsibilities).  When such changes occur, the rating official and employee should meet as soon as possible but not later than 30 days of the changes to discuss any modifications to an employee’s performance plan.  Changes to an employee’s performance plan must be documented on the performance appraisal form.  An employee must perform under the same performance elements and measures for at least 90 days before a rating may be prepared. 

70.31.7.7   Self-Assessment.  Rating Officials may request, and shall encourage, employees to complete a self-assessment at the mid-year progress review and end of year evaluations.  Completion of a self-assessment is voluntary on the part of the employee and supervisors may not require an employee to complete a self-assessment.  Employees may also submit unsolicited self-assessments.  Self-assessments are the employee’s opportunity to document his or her accomplishments (results) achieved during the rating period and actions taken to meet the performance expectations established at the beginning of the rating period.  The employee’s self-assessment will be considered by the Rating Official when evaluating the employee’s performance.    

70.31.8   Rating Performance Elements.  To derive a rating for the performance elements (i.e., critical elements, non-critical elements, and additional performance elements), employee performance in meeting the performance standards for each element in the performance plan must be assessed.  Each employee performance plan identifies the performance standards that an employee must meet in order to achieve a Successful rating for the performance element.  For performance elements rated on a 4-level rating system (i.e., Outstanding, Exceeded, Successful, and Unacceptable), to receive a Successful rating, the employee’s performance must meet each Successful performance standard for the performance element.  For performance elements rated on a two-level rating system (i.e., Met and Not Met), to receive a Met rating, the employee’s performance must meet each performance standard for the performance element. 

70.31.8.1   Rating of Record.  Employees generally will receive a rating of record within 30 calendar days of the close of the appraisal period.  The Rating Official will rate the performance elements in the performance plan and prepare a summary rating.  Ratings of record reflect employee performance for the entire rating period (generally October 1 through September 30). 

There is no minimum period of time that an employee must be under the direction of a supervisor before that supervisor can prepare a rating of record.  As long as a supervisor has the information to evaluate the employee’s performance and the employee has been under the same performance plan for the minimum appraisal period of 90 days, the supervisor can assign a rating of record.  When assigning a rating of record, the rating official will consider input from appropriate sources of input outlined in (600)-70.31.8.4. 

Once completed, the Rating Official will provide a copy of the completed signed and dated performance appraisal form to the employee and maintain the original appraisal in the managerial working EPF.  

The Rating Official will forward a copy of the issued performance appraisal form to the Human Capital TIGTA OMS Performance Management mailbox at PerformanceManagement@tigta.treas.gov within the timeframe established in the annual end of fiscal year performance management cycle close-out guidance memorandum; or if the rating of record is conducted outside of the normal time frame, due to unusual circumstances, the manager will forward a copy of the signed form via email to the above mailbox address, within 5 work days of the date the form is signed.  Scanned copies or electronic signature are acceptable for forwarding these documents via email.  

70.31.8.2   Summary Rating.  A summary rating is determined by the employee’s performance in meeting the standards for each critical element set forth in the employee’s performance plan.  

Each TIGTA function has derived its own summary rating system.  Each TIGTA function head should issue a functional policy statement documenting his/her performance summary rating system.  While each function has the latitude to change its summary rating system, changes should be reviewed by Human Capital and approved by the Inspector General or his designee.  

70.31.8.3   Narrative Summary.  Provides the manager an opportunity to fully state the employee’s achievements and abilities, and document the mid-year progress review discussion, and at the end of the rating period, explain how the employee’s performance meets the assigned rating of record.  The narrative summary should complement and further detail the manager’s assessment of the employee’s performance.  Managers are required to prepare a narrative summary for the mid-year progress review and the rating of record.  The narrative summary is recorded in Part V and Part VII of the appraisal form or may be attached as a separate document to the form. 
Employees have the option to submit written comments concerning the mid-year progress review and the rating of record, the element ratings and/or the narrative comments, if they desire. 

70.31.8.4   Sources of Input for the Rating of Record.  When preparing ratings of record, rating officials should consider input from appropriate sources including, but not limited to, the following: employee’s self-assessments, written performance input and interim ratings prepared by others who supervised the employee’s performance during the rating period (including team leaders and customer feedback).  

70.31.9   Interim Rating.  A formal appraisal and rating of an employee’s performance that is prepared during the course of a rating period when an employee has served under a performance plan for 90 days or more in a covered position and certain significant changes occur.  This may happen more than once during the rating period.  These ratings must be completed within 30 days of the change, except that a manager departing TIGTA must complete the ratings for his/her employees before his/her departure.  At a minimum, interim ratings should be given when the following significant changes occur: 

· The employee changes position or duties such as a promotion (other than a career-ladder promotion);

· The employee permanently changes managers as when the manager is promoted, retires, or leaves TIGTA for any reason; 

· The employee serves on a detail or temporary promotion and has been on an established performance plan for 90 calendar days or more;

· The employee is failing to perform at an acceptable level of competence and a performance improvement plan is issued.  

· The employee is failing to perform at an acceptable level of competence and will be denied a within grade increase and the employee’s most recent rating of record does not contain an Unacceptable summary rating; or,

· The employee leaves TIGTA (i.e., retirement, transfer to another agency, etc.) 

Interim ratings are not official ratings of record.  They are intended for the informational purposes of a future rater in preparing the employee’s annual appraisal rating at the end of the rating period.  The manager is required to consider all work performed by an employee during the rating period when preparing the employee’s annual performance appraisal rating (rating of record).  This includes any interim ratings the employee may have received during the rating period. 

When considering an employee’s interim ratings in preparing the annual rating, the manager should take into account such factors as length of time in the other position, similarity between performance elements and standards, and explanations of employee strengths or weaknesses.  If the performance elements and standards of the interim rating position are substantially similar to those of the employee’s current performance plan, the manager may use any justifications and information from the interim rating to help substantiate the annual rating.  When the performance elements and standards of the interim rating position are dissimilar to those of the position being rated, the interim rating information may still be used to help justify upward or downward adjustments to the annual rating.
The employee’s manager (i.e., the manager who managed the employee during the interim period – the detail, temporary promotion, etc.) will issue an interim rating.  The interim rating will be documented by checking the appropriate summary rating. 

The manager will discuss the interim rating with the employee and provide the employee a copy of the performance appraisal form with the interim rating.  Interim ratings will be considered by the Rating Official when preparing the rating of record at the end of the appraisal period.  Interim ratings do not have to be provided to Human Capital.
If an interim rating has been issued to the employee with less than 90 calendar days remaining in the rating period, and the employee has served under a performance plan for a minimum of 90 calendar days during the rating period, the interim rating should be used to determine the rating of record.  See (600)-70.31.9.2 for additional information.
70.31.9.1   Change of Managers with Less Than 90 Calendar Days Remaining in the Rating Period.  Employees who change managers within the last 90 calendar days of the rating period but remain covered by the same performance plan, will be rated or evaluated by their new manager.  The new manager will prepare the rating of record considering the interim rating(s) and/or any written input provided by the employee’s previous manager(s). 

70.31.9.2   Postponement of Issuance of a Rating of Record.  An employee must have served under an issued performance plan for a minimum of 90 calendar days prior to receiving a rating of record. 

The rating period for an employee who has not been in the same position with an established performance plan for 90 calendar days at the end of the rating period (September 30) will be extended until the conclusion of the 90 calendar day minimum appraisal period.  

If an interim rating has been issued to the employee with less than 90 calendar days remaining in the rating period, and the employee has served under a performance plan for a minimum of 90 calendar days during the rating period, then the manager need not extend the rating period.  The interim rating should be used to determine the rating of record.  In such cases, the Rating Official should consider both the interim rating as well as the employee’s performance during this less than 90 calendar day period for purposes of determining the rating of record.

If an employee is in a leave status for substantially the entire rating period and has not worked on sufficient assignments on which a performance rating can be based, the Rating Official should prepare an email to Human Capital documenting why a performance rating cannot be given (e.g., a performance evaluation for this rating period cannot be completed because the employee was in a LWOP status during the entire rating cycle).  This email should be forwarded to Human Capital as outlined in (600)-70.31.8.1.  
To the extent that an employee has performed work during the rating period, but is not in duty status at the end of the rating period for such reasons as extended sick leave or military leave, the Rating Official will prepare an appraisal and forward an email to Human Capital documenting that the employee is unavailable and the manager cannot issue the rating of record at the established time because the “Employee is Unavailable for Signature.”  Once the employee returns to duty status, the Rating Official will obtain the employee’s signature, provide a copy of the rating to the employee, and forward a copy of the signed form to Human Capital as outlined in (600)-70.31.8.1.

70.31.10.   Performance and Employee Development Discussion.  
A Career Development Plan (CDP), commonly referred to as an Individual Development Plan (IDP), is available through TLMS and may assist the manager and the employee in identifying employee developmental needs and opportunities.  While the CDP can serve as a planning and tracking document, its use is not mandatory.  The employee development discussions should recognize that employee development is a shared responsibility between managers and employees.  Given individual needs for, and interest in, development, employees are encouraged to raise development issues with their managers.  Managers are to be receptive to the employees’ needs and desires and to balance these interests with TIGTA’s organizational needs and budget.

70.31.11   Performance Improvement Plans (PIP).  A PIP must be prepared at any time during the rating period when employee performance in a critical element is not acceptable (i.e., Unacceptable or Not Met).  When it is determined that an employee’s performance is not acceptable, employees will be placed on a PIP and will be provided with the opportunity to demonstrate an acceptable level of performance.  

The PIP informs the employee what is necessary to improve and maintain an acceptable level of performance and provides the employee the opportunity to improve his/her current performance to the Successful level.  Before rating an employee Unacceptable or Not Met on a critical element and placing an employee on a PIP, managers should consult TIGTA Counsel.

70.31.12   Relationship of Performance Appraisal to Other Personnel Actions
Within Grade Increase (WIGI).  A WIGI may be awarded to General Schedule employees only when the employee’s level of performance is considered to be at an acceptable level of competence (i.e., the employee is performing at the Successful level or above) in accordance with the provisions of 5 CFR Part 531.  See (600)-70.31.11 if denial of a WIGI is anticipated.

Probationary Periods.  The appraisal process may be used to help determine whether employees serving probationary periods as new career or career conditional appointments, or as newly appointed managers, can successfully perform their respective probationary duties on a permanent basis. 

Promotions.  Employees must be currently performing at an acceptable level of competence (i.e., at the Successful/Met level) in his/her current position and must be able to perform at an acceptable level of competence in the higher-graded position to be eligible for a career ladder promotion.  Promotions are not an entitlement.
Performance-Based Reductions in Grade and Removals.  A rating of Unacceptable or Not Met in any critical element may be the basis for a reassignment, demotion, or removal.

Reduction in Force (RIF).  An employee’s rating of record is one of the factors considered in determining an employee’s retention standing in a RIF.  Specifically, an employee’s entitlement to additional service credit for performance is based on the employee’s last three annual performance ratings of record.  An employee will not be assigned a new rating of record for the sole purpose of affecting his or her retention standing. Only ratings which are due and approved before the date of a specific notice may be used for this purpose.  Further information is contained in TIGTA Operations Manual (600)-70.7, Reduction in Force, and 5 C.F.R. Part 351.

70.31.13   Rewarding Performance.  It is TIGTA’s policy to recognize employee accomplishments through TIGTA’s Award Program.  Further information is contained in TIGTA Operations Manual (600)-70.33, TIGTA’s Recognition Program.   
70.31.14   Grievances.  An employee who is dissatisfied with an assigned performance rating may grieve the rating using the Agency Grievance Procedure contained in TIGTA Operations Manual (600)-70.8.2.  

70.31.15   Retention of Records.  The Office of Leadership and Human Capital will ensure that the EPF includes the performance ratings of records, performance plans and any self-assessment or written response to a rating submitted by an employee on which those ratings were based.  Documentation will be retained for four years after the date of the appraisal.
70.31.16   Appraisal Program Evaluation.  Periodic evaluations of the Employee Performance Management Program will be made through a regularly scheduled Human Capital evaluation process, or as deemed appropriate by Human Capital.  This evaluation will assist in assessing that legislative requirements are effectively implemented, as well as to identify areas for improvement.  
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