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Guidance for Completing the 

Performance Management System Performance Documents

The documents in the performance management system are:


-  Performance plan, a two-part document that includes:



-  Outcomes and expectations



-  Individual development plan 


-  Employee self-assessment summary page


-  Upward feedback form (employee to supervisor)


-  Upward feedback form (supervisor to manager)


-  Narrative summary of employee's performance
These documents contain highlighted sections which provide more information to help supervisors and employees better understand the performance management process and how to complete the documents.

A performance plan shall be developed for an employee within 30 days of either the beginning of the performance cycle or after an employee begins a new position.  An employee must be in a position for a minimum of 90 days before a narrative summary can be completed.  At a minimum, one feedback discussion shall take place at the mid-point of the cycle.  The narrative summary discussion shall occur within 30 days of the end of the performance cycle.   

If an employee and his or her supervisor agree that the employee needs no training or developmental activities to meet the outcomes and expectations of his or her performance plan, the acknowledgment form must be signed.

PRIVACY ACT STATEMENT: the authority for collection of this information is Public Law 104‑50, in which Congress directed the FAA to develop and implement a new personnel management system.  The primary purposes for collection of this information are to evaluate performance and establish and address training and developmental needs.   This information will become part of your employee performance record--which is part of the Governmentwide system of records, OPM/GOVT‑2, "Employee Performance File System Records."  The routine uses of that system will apply, including disclosures of the information for merit promotion selection consideration; monetary and nonmonetary rewards and recognition; and determining eligibility for organizational success increases and superior contribution increases.  The collection of this information from you is voluntary.  Your failure to provide requested information could impact your achievement of your performance outcomes and expectations; your individual development; and/or your opportunities for advancement.
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PERFORMANCE MANAGEMENT SYSTEM

PERFORMANCE PLAN

Employee’s Name:  _____________________________________________     




           (Type or Print)

Position Title/Level:  ____________________________________________
Organization & Routing Symbol:  _________________________________

Supervisor's Name:  ___________________________________________

                                                    (Type or Print)

Performance Cycle:  From _________________  to  _________________

Performance Standard:

Generic:  ( )

Customized:
( ) Individual











( ) Blend

A generic plan contains standardized outcomes and expectations that apply to all employees doing a specific job. Generic outcomes and expectations are developed by teams comprising employees and management or bargaining unit representatives and management, whichever applies.  

A custom performance plan contains outcomes and expectations that apply to an individual for his/her specific role.  A customized performance plan contains outcomes and expectations that are jointly developed by an employee or team and his/her or their immediate supervisor at the beginning of the performance cycle.  

In some cases, individual performance plans may represent blends of generic and custom outcomes and expectations.  In these cases, the plans are considered to be custom (by definition).

=================================================================================

Initial Discussion:  
 Employee:
________________________       _____________

(Supervisor initiates - mandatory)

Signature

         
Date 



             Supervisor:
________________________       _____________







Signature

   
Date

Check-in Meeting:        Employee:  
________________________       _____________

(Employee initiates - optional)


Signature


Date 




 Supervisor: 
________________________       _____________







Signature

   
Date

Feedback Discussion:  Employee: 
________________________      _____________

(Supervisor initiates - mandatory)

Signature

             Date 




 Supervisor: 
________________________      _____________







Signature


Date

Final Discussion:  
 Employee:  
________________________       _____________

(Supervisor initiates - mandatory)

Signature

             Date 

                          
 
Supervisor:
________________________       _____________







Signature


Date




NOTE:  A minimum of one feedback session is required.
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OUTCOMES AND EXPECTATIONS

No. ___  of  ___
NAME:  _____________________________
 ROUTING SYMBOL:  ______________

     PERFORMANCE CYCLE:  From _____________  to  _____________

ORGANIZATIONAL GOALS/OBJECTIVES:  (Link outcomes to these.)

OUTCOME:  (An intended product, result, accomplishment, or objective for which expectations are established. May be established at the individual employee or team level.)
Primary  ( ) Primary - an outcome so critical that performance which does not meet expectations would result in a determination that overall performance also does not meet expectations and the employee would have to be placed on an Opportunity to Demonstrate Performance plan or other LOB-specific developmental process.

Secondary  ( ) Secondary - an outcome that is significant but not critical and may be used in determining the performance summary.

Additional  ( ) Additional - a dimension or aspect of individual, team, or organizational performance that is not critical.  These outcomes may be used for feedback or developmental purposes but not for a performance summary and are not subjected to the ODP [or other LOB- specific] process.
EXPECTATION:  (The criteria that measure an outcome in terms of quality, quantity, timeliness, or manner of performance.)
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SELF-ASSESSMENT SUMMARY (OPTIONAL)

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

     PERFORMANCE CYCLE:  From _____________  to  _____________

SELF-ASSESSMENT SUMMARY:  (Description of actual performance)

General Guidelines:

Refer back to the performance plan.  The summary represents accomplishments as related to the outcomes and expectations from the date the performance plan was communicated to the end of the performance cycle.

Base the summary on accomplishments during the performance cycle.

Summarize each outcome and expectation separately.

Write the summary as a past tense of the outcomes and expectations.

Specific Guidelines:

· List major accomplishments in bullet form.

· Show how the accomplishments contributed to achievement of the organization's (or team's) goals and/or success of the organization (or team)

· Describe the accomplishments in terms of effectiveness at meeting expectations

Provide examples.

- List training and developmental accomplishments.

- List recognition received.

- Recommend areas for future development, if desired.

Major Accomplishments:  (Identify the most important accomplishments achieved during this performance cycle that apply directly to your position.)

Other Accomplishments:  (Identify other accomplishments achieved during this performance cycle.)
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NARRATIVE SUMMARY

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

     PERFORMANCE CYCLE:  From_____________  to  _____________

NARRATIVE SUMMARY:  (Description of actual performance.)

General Guidelines:

· Refer back to the performance plan.  The summary represents accomplishments as related to the outcomes and expectations from the date the performance plan was communicated to the end of the performance cycle.

· Base the summary on knowledge of the employee's accomplishments (which may include direct observation, documentation, feedback, and employee's self-assessment, etc.) during the rating cycle.

· Summarize each outcome and expectation separately.

· Write the summary as a past tense of the outcomes and expectations.

Specific Guidelines:

· List major accomplishments in bullet form.

· Show how the accomplishments contributed to achievement of the organization's (or team's) goals and/or success of the organization (or team).

· Describe the accomplishments in terms of effectiveness at meeting expectations.

Provide examples


- List training and development accomplishments.

- List recognition received.

- Recommend future development needs, if appropriate or requested.
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UPWARD FEEDBACK FROM 

EMPLOYEE TO SUPERVISOR (OPTIONAL)

SUPERVISOR'S NAME:  ____________________
ROUTING SYMBOL:  ____________

PERFORMANCE CYCLE:  From_____________ to _____________
Instructions:  Respond to the questions below regarding your supervisor's success in meeting the requirements of the Performance Management System.  This confidential feedback is for the supervisor's self-development.
SECTION 1
Yes
No

1.
Was previous year performance summary accomplished within 30 days of the end of the performance cycle or extended cycle?

(If you answer yes, also complete question 1 in section 2, below.)





2.
Was the new performance plan developed within 30 days of the start of the new performance cycle or the start of a new covered position?

      (If you answer yes, also complete questions 2 and 3 in section 2, below.)




3.
Were you provided with requested resources, if any, for accomplishing current performance plan provided?  If no, explain:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





4.
Did the mid-cycle meeting take place within 30 days of the middle of the 

      performance cycle?

      (If you answer yes, also complete question 4 in section 2, below.)




SECTION 2

VERY EFFECTIVE
MORE EFFECTIVE THAN LAST YEAR
NOT VERY EFFECTIVE

1.
How effectively did the performance summary reflect your accomplishments during the past performance cycle?






2.
How effective was the performance plan in

      incorporating your goals and objectives for

      the current performance cycle?






3.
How effective was the performance plan in

      incorporating your individual development    

      desires for the current performance cycle?






4.
How effective was your mid-cycle feedback in providing you with an accurate/useful depiction of your performance?
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UPWARD FEEDBACK FROM 

SUPERVISOR TO MANAGER (OPTIONAL)

MANAGER'S NAME:  _________________________
ROUTING SYMBOL:  ______________

PERFORMANCE CYCLE:  From_____________ to _____________
Instructions:  Respond to the questions below as feedback for your manager.

Yes
No

1.
Do you feel that you have adequate time to conduct your performance

        management responsibilities?




1a.  If not, how much additional time would you need (e.g. two hours per week or

      two weeks per year)?

                                          _______________________________________





2.
Does your manager have a realistic view on the time required for performance management?


Yes
No

3.
If training were available to improve your comfort level concerning your performance management skills, which of the following would be of interest?


Goal Setting Techniques


Development of Performance Plans


Linking of Performance Plans to Organizational Goals


Giving Constructive Feedback


The Art of Giving Meaningful Performance-Based Feedback


Observing Performance





4.
Are there any circumstances which have helped or hindered your

      ability to conduct your performance management responsibilities?  If yes,

      explain:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Yes
No
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INDIVIDUAL DEVELOPMENT PLAN (IDP) (OPTIONAL)

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

     PERFORMANCE CYCLE:  From_____________ to _____________
SUMMARY:  (Brief description of the development plan.)  

INDIVIDUAL DEVELOPMENT PLAN (IDP) (OPTIONAL)

CURRENT YEAR NEEDS AND GOALS:
To assist you, use the following steps to identify which knowledge, skills, and abilities you need to develop:

-  Identify the duties/tasks involved in your current position.

-  Determine the specific knowledge, skills, and abilities needed for you to perform the tasks  (ask yourself what  someone would have to know  in order to perform the tasks).

-  Determine which of these KSA's you possess and which ones you need to develop.

-  Rank them, and write down those most needed for you to meet your developmental objectives.

These short-term goals are generally accomplished within 1-2 years.  Include statements that specifically indicate what is to be accomplished.  For example: 

-  Learn the software acquisition process.

-  Take COTR training.

-  Improve writing skills.

TRAINING REQUESTED:  
Indicate course name and training source.  Indicate in which quarter of this performance cycle the training is expected to be accomplished, the cost of the training, the category of training (see descriptions below), and the date completed in the appropriate blocks. 


Qtr 1
Qtr

2
Qtr

3
Qtr

4
Cost
Category of Training
Date Completed

Course Title:

Training Source:










Course Title:

Training Source:










CATEGORIES OF TRAINING:

1)    POSITION ESSENTIAL – training and developmental activities that are designed to 

       enable an employee to perform in his or her position/performance plan and achieve the 

       full-performance level.
2)   CAREER DEVELOPMENT – training and developmental activities that are designed to help 

      qualify an employee for a different job in support of the agency’s mission.
3)   PERSONAL DEVELOPMENT – training and developmental activities that are not necessary

      for the performance of official duties.

OTHER ACTIVITIES:  (On-the-job training, details, attend seminars/conferences, etc.; include target dates for completion.)
INDIVIDUAL DEVELOPMENT PLAN (IDP) (OPTIONAL)

LONG-TERM GOALS  (next 2-5 years):

To assist you, use the following steps to identify which knowledge, skills, and abilities you need to develop:
-  Identify the duties/tasks involved in your current position.

-  Determine the specific knowledge, skills, and abilities needed to perform the tasks  (ask yourself what                                       someone would have to  know  in order to perform the tasks).

-  Determine which of these KSA's you possess and which ones you need to develop.

-  Rank them, and write down those most needed to meet developmental objectives.

These long-term goals are generally accomplished within 2-5  years.  Include statements that specifically indicate what is to be accomplished.  For example: 

-  Lead a project team.

-  Become an electronics engineer, FG-13.

-  Obtain master's degree in public administration.

TRAINING REQUESTED:  
Indicate course name and training source.  Indicate in which fiscal year the training is expected to be accomplished, the cost of the training, the category of training (see descriptions below), and the date completed in the appropriate blocks. 


FY
FY
FY
FY
Cost
Category of Training
Date Completed

Course Title:

Training Source:










Course Title:

Training Source:










CATEGORIES OF TRAINING:

1)   POSITION ESSENTIAL – training and developmental activities that are designed to 

       enable an employee to perform in his or her position/performance plan and achieve the 

       full-performance level.
2)   CAREER DEVELOPMENT – training and developmental activities that are designed to help   

       qualify an employee for a different job in support of the agency’s mission.
3)  PERSONAL DEVELOPMENT – training and developmental activities that are not necessary 

       for the performance of official duties.
OTHER ACTIVITIES:  (On-the-job training, details, etc.; include target dates for completion.)

No training or developmental activities are required to meet the outcomes and expectations of the performance plan.

__________________________________________                 
____________________

         Employee’s Signature




  Date

__________________________________________

____________________

        Supervisor’s Signature




  Date
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