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Effectively manages the performance of employees, ensuring the mission and functions of the organization are carried out successfully.  Involves employees in the process, inviting them to participate in developing their own performance plans, collaboratively tracking their progress throughout the year, discussing and addressing such things as unforeseen obstacles, and encouraging them to provide accomplishment reports at the end of the performance year.

All of the following must be met to achieve the “Meets Fully Successful” level of this standard:

· Performance plans align with Departmental and Agency/Staff Office goals and objectives
· Standards define expectations at the Fully Successful level and include credible measures
· Standards are specific enough to hold employees accountable for expectations
· Eligible* subordinate employees’ plans are completed and issued to the employee no later than 15 days from when an employee is assigned to a new position or grade, or detail of 90 days or more
· Eligible* subordinate employees’ new plans are completed and issued to the employee no later than October 30th for each performance year (plans for employees on extended leave or military duty are completed within 15 calendar days if they return after October 30th)
· Potential issues with employees meeting their performance expectations are identified and discussed with employees before they fall below the “Meets Fully Successful” level defined on their performance plans (if applicable)
· If employees do fall below “Meets Fully Successful” at any point, the PIP process is initiated within 15 calendar days
· Subordinate employees’ mid-year reviews are completed no later than April 30th, or by the halfway point of an appraisal period of 180 or more days
· Subordinate employees’ performance ratings** are completed and issued to the employee by October 30th, or within 15 days of an extended rating period (any extended rating period must be completed by the date prescribed in DR-4040-430); ratings for employees on extended leave or military duty, and who worked at least 90 days under a performance plan during the FY, are completed within 15 calendar days of their return
· Ratings demonstrate meaningful distinctions, such that higher performing employees receive higher ratings than lower performing employees 
· Subordinate supervisors are held accountable throughout the performance year for carrying out their performance management responsibilities as described above (if applicable)
· The performance expectations and ratings in subordinate organizations are fair and reflective of the individual employees’ respective contributions (if applicable)

*     All employees are eligible unless excluded in Section 2 of DR-4040-430 (September 30, 2013).  
**   If an employee’s performance plan was established within the applicable deadline, but the employee did not perform under the plan for at least 90 days during the appraisal period, a rating cannot be given; this scenario would not impact the supervisor’s element rating.



The accomplishment of at least three of the following will contribute to an “Exceeds Fully Successful” for the Leadership/Supervision element:

· Annual expectations are broken down into quarters on all employees’ performance plans to facilitate accountability, more readily determine employees’ progress toward meeting expectations, and immediately identify and address performance that may fall below the “Fully Successful” standards described in their performance plans
· Formal performance discussions are held with all employees at least once each quarter (including the mid-year review and end-of-year rating), are documented on the employees’ AD-435s, and cover such things as progress toward goals, potential concerns about meeting expectations, unforeseen obstacles to meeting expectations, and adjustments that need to be made to the performance plans to accommodate new projects and/or clarify existing expectations
All employees’ performance plans clearly define tangible and/or measurable products or initiatives which would contribute to the “Exceeds Fully Successful” level for each performance element
All employees are invited, and actively coached, to develop proposals for products or initiatives at the “Exceeds” level for their performance elements
As an experienced supervisor, actively mentored at least one new supervisor in effectively managing employees’ performance (in a formal arrangement with prior approval of the experienced supervisor’s rating official)
Personally completed a 360° assessment, including a feedback session that is part of an approved process as described in DR-4040-412-001, and feedback was used to measurably improve individual and work unit performance
All subordinate supervisors completed a 360° assessment, including a feedback session that is part of an approved process as described in DR-4040-412-001, and feedback was used to measurably improve individual and work unit performance (if applicable)


