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Preface

As a supervisor, you are expected to play the key role in the success of the FAA’s Performance Management System (PMS).  Not only will you be working in the system as a supervisor, but also all the PMS features described are available to you in your relationship with your manager.  One of the features of the new system is the commitment by the agency to provide formal training to all PMS users (managers, supervisors, and employees). 

Three versions of classroom supervisory training were developed: one, two, and three days in length.  The three versions differ primarily in the amounts of role-playing and discussing the relationship to the superior contribution increase (SCI) process.  The length of your training is determined by previous training that you received operational requirements in your organization, and budget restrictions.  You may also have attended training under the Supervisor Skill Training initiative, Nuts & Bolts, or Front Line Managers School.  Regardless of the training you’ve previously taken on PMS, the “Supervisor Refresher Guide” is intended to act as a refresher and a quick desk reference guide.  It also can be used to help you learn about the system and how it works, but it does not provide the levels of performance-related skills training that are found in the three classroom versions or the Front Line Managers School.   

One of the objectives PMS is to increase communications between you and your employees regarding their performance.  Rather than being a “check the box” event, PMS encourages supervisor-to-employee performance-based feedback throughout the performance cycle.  The employee training (IVT, classroom, or self-paced instructional guide) encourages employees to ask supervisors for guidance regarding the application of PMS. 

In addition to formal training you may have read memos about PMS or attended briefings.  A number of communication vehicles are used to inform the users of the what, where, why, how, and when, such as: 

· Administrator’s broadcast message

· Intercom articles

· VOICE Webcast 

· PMS website

· Published FAQ’s

· AOA Highlights

· Manager/Supervisor Instant Messaging 

This guide will help refresh what you’ve previously learned/heard about PMS.  

Using The Supervisor Refresher Guide

This guide has been designed to accommodate a variety of different interests, needs, and uses:  

· You have yet to attend any formal training and need to learn about PMS to help fulfill your supervisory responsibilities.  This guide will teach you how the system works through programmable learning. 

· You may have a particular question about (an) element(s) of the system and want to refresh yourself in that/those specific element(s). 

· Perhaps, your interest in this guide is driven by an immediate need in that you are preparing for one of the following events:

· Performance planning meetings with your employees

· Explaining generic performance standards to your employees

· Developing customized performance standards

· Helping your employees create individual development plans (IDPs)

· Check-in meetings

· Mid-cycle meetings

· Receiving and reviewing upward feedback provided to you by your employees

· Providing upward feedback to your manager

· Providing self assessments to your manager

· Conducting performance summary meeting(s)

In order to accommodate individual needs, this guide can be used in one of several ways:

· As your first exposure to PMS:  Begin reading the guide on page 5, and let your answers to the programmed questions direct your learning experience.   
· You’ve received PMS training and would like to test your current knowledge level: Take the PMS “pop quiz” on page 46.

· You’ve received PMS training and would like to refresh yourself regarding a specific element:  Use the Table of Contents, on page 4, to go directly to the element.
· Just browsing:  Flip through the pages at random until you find a section that looks interesting.  
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Programmed Learning Experience

If you are here, you’ve decided to let the guide’s programmed questions direct your learning experience.

This guide has been put together somewhat differently than some guides you may have seen in the past.  On many pages you will be asked questions.  When this happens, select the best answers, and then proceed to the pages that are referenced next to those answers.  This way you will only need to learn or review unfamiliar material.  

Select option 1 or 2 below:

1. I have been briefed and/or have read published material where I learned about PMS. I will demonstrate my knowledge by picking the correct PMS objectives from the choices below:

a. _____ Link performance standards and plans to the FAA Flight Plan. 

b. _____ Incorporate upward feedback into the annual performance assessments.

c. _____ Explain the relationship between performance and the superior contribution 

increase (SCI) process.  

d. _____ Aid supervisory identification of individual developmental needs/desires to  

   allow employees to achieve their career goals and objectives.

e. _____ Improve the frequency and quality of communication between you and your 

               employees.

f. _____  Determine employees’ eligibility for merit promotions.

g. _____ Increase employees’ participation in/shared responsibility for success of 

the process.

h. _____ Promote the full use of recognition and award mechanisms. 

(  Turn the page to check your answers.

2. I cannot figure out why the agency changed from the previous system.  Can I start by learning the background of PMS?  

Go to page 7 & 8 to learn the background of the new system.
Answers – The Objectives of PMS 

Answer key:

a. __X__ Link performance standards and plans to the FAA Flight Plan. 

b. _____ Incorporate upward feedback into annual performance assessments.

c. _____ Explain the relationship between performance and the superior 

   contribution incentive (SCI) process.  

d. _____ Aid supervisory identification of individual developmental needs/desires to 

   allow employees to achieve their full career goals and objectives.

e. __X__ Improve the frequency and quality of communication between you and your 

               employees.

f. _____  Determine eligibility for merit promotions.

g. __X__ Increase employees’ participation in/shared responsibility for success of the 

process. 

h. __X__ Promote the full use of recognition and award mechanisms. 

Explanation:

b. Upward feedback is information that goes directly to the supervisors from the employees. Unless the supervisor voluntarily shares the feedback with their manager, the feedback will not be part of the annual performance assessment.    

c. The design of the current system is intended to be one element in the determination of base pay adjustments.

d. The employee is responsible to identify their career goals. You, when asked, are 

expected to help the employee with advice and counsel.   

f.    The system is not to be used to determine eligibility for merit promotions.

All the other objectives are accurate.

If you answered any of these questions incorrectly, turn the page to begin learning about the purpose, background, and objectives of PMS.

Congratulations!  If you answered these questions correctly, proceed to page 9 for some required reading on the relationship between individual performance plans and the agency’s goals and objectives.  (Even if you’ve heard it, it’s worth a refresher!)

Background of the Performance Management System

What motivated the development of the Performance Management System (PMS)?

Results of the 1997 and 2000 Employee Attitude Surveys (EASs) indicated a strong desire for greater emphasis on improvements to the performance management process.  Over 50 focus groups with more than 500 total participants across all lines of business/staff offices, unions/employee groups, and grades/levels not only confirmed EAS results, but also suggested ways to improve the system to make it more meaningful. 

Why is the FAA putting so much effort into the PMS?  

The reason is simple: effective performance management practices are beneficial to a supervisor/manager in managing employee performance, which helps in the achievement of the organization’s--and ultimately, the objectives of the Flight Plan.  If the PMS works well, it will help every supervisor/manager realize his/her subordinates’ full performance potential.  It will help you to recognize high achievers, identify areas of needed improvement for others, and differentiate between the two. As a process that aligns individual expectations and development plans with the goals and objectives of organizations, the PMS supports the FAA’s achievement of it’s goals; therefore, well-tuned performance management practices are a win-win for all!

Who sponsored the work?

The National Labor Management Council (NLMC – previously the National Partnership Council) was first alerted to a problem when the 1997 EAS results were posted.  The council chartered a workgroup to explore all aspects of the previous system and make recommendations for improvements. The work group determined that a new system needed to be developed.   

What is the purpose of PMS?

The purpose of the PMS is to assist the agency, through its lines of business and staff offices, to meet its objectives of the Flight Plan.  By having a systematic process designed to articulate and measure employee performance to individual (or team) standards, it is intended to help everyone reach their full performance potential in their current position.  It is designed to help those experiencing performance difficulties by identifying training and other developmental needs and desires.   

Continue on the next page.

What are the objectives of PMS?

The specific objectives of this system are to:

· Link individual performance standards to the FAA Flight Plan through the goals of the organization.

· Improve the frequency and quality of communication between employees and their supervisors.

· Promote the full use of recognition and award mechanisms.

· Identify individual developmental needs and desires to help employees achieve full career potential. 

· Create opportunities for employees to participate more in the performance management process. 

Continue on the next page.

Line of Sight & Performance Based Organization

What is meant by “Line of Sight”?  

Each of your employees’ individual performance plans must be developed with a direct “line of sight” to the FAA Flight Plan.  This cascading process goes through the goals and objectives of the organization where you and your employee work.  

[image: image2.jpg]Supervisor
Refresher Guide

FAA’s
Performance
Management

System

Solving the Performance
Management Puzzle




This diagram shows a five level cascade from the Department of Transportation (DOT) goals to an individual performance plan. 

Does PMS have any relationship to a Performance-Based Organization?

A performance-based organization is characterized as one where:

· Individuals within the organization are expected to achieve performance goals, and clearly understand how success is defined and their roles in achieving this success. 

· Supervisors, because they work closest with their employees, are recognized as the experts in determining their accomplishments.  

Continue on the next page.

· There is a clear and cohesive performance management framework that is understood by all levels of the organization and that supports the organization’s goals and objectives and the achievement of results.

· Recognition and awards are linked to the Performance Management System.

· Performance measurement systems are positive, not punitive, providing developmental guidance and support.

· Results and progress toward achievement of goals and objectives are openly shared with employees, customers, and stakeholders.

Effective performance management is necessary to facilitate a culture change from one of “entitlement” to one where performance input is used for ongoing communication about expectations, development and training, measurements, and recognition of positive results.  By itself, PMS does not make the agency a performance-based organization, but it is one of the ingredients required to successfully implement/maintain a performance-based organization.  

Continue on the next page.

Quiz - Elements of the New System

At this point you understand the background, purpose, goals and objectives of PMS, and the line-of-sight concept.  Let’s see how much you already know about the elements that make up the system.

The PMS is intended to be a “continuous loop” process. The success of the system will be based largely on the ability of supervisors and employees to fulfill their respective responsibilities throughout each performance cycle.  You as a supervisor will play a greater role than ever in the process:  

Check the responsibilities that apply to you:

a. _____  Implementing individualized performance standards only upon approval from 

      your employees. 

b. _____  Comparing each employee accomplishments to the expectations that are 
contained in his or her the performance plans.  

c. ______  Schedule a check-in meeting if you believe that an employee’s performance 

  plan needs to be adjusted or discussed with him or her. 

d. _____  Providing self-assessment twice a year. 

e. _____  Initiating an individual development plan (IDP) with each of your employees.               

f. _____  Initiating discussions with your manager, regarding your career progression 

                  desires.

g. _____  Submitting upward feedback to your manager.

(  Turn the page to check your answers.

Answers - Elements of the New System

 Answer key: 

a. _____  Implementing individualized performance standards only upon approval 

from your employees. 

b. __X__  Comparing each employee accomplishments to the expectations that are 
contained in his or her the performance plans.  

c. __X___  Schedule a check-in meeting if you believe that an employee’s 

performance plan needs to be adjusted or discussed with him or her. 

d. __X__ Providing self-assessment twice a year. 

e. _____  Initiating an individual development plan (IDP) with each of your 

employees.               

f. __X__  Initiating discussions with your manager, regarding your career 

progression desires.

g. __X__ Submitting upward feedback to your manager.

Explanation: 

a.  You are expected to discuss individualized performance standards with your employees and to solicit their input. The final decision, however, is part of your responsibility to assign work and does not need to be approved by the employee.  
    

e.  IDPs are the responsibility of the individual. When requested you are expected to provide advice and counsel to your employees regarding IDPs but the initiative must start with the employee. (The employee training as well as the orientation briefings reiterates this point.)

If you missed one of the elements or marked one that is incorrect, ( turn the page to learn about the performance management cycle.
If you marked all the items correctly and believe that you have a good understanding of all the elements of the system and their relative sequences, feel free to (skip the section on the performance management cycle and turn to page 16 to learn the basic responsibilities of supervisors and employees in carrying out the new process.  

The Performance Management Cycle

In searching for improvement opportunities, we learned that we need to treat performance management as a process rather than an event.  It should not be something that occurs once a year and that principally focuses on end-of-year appraisals; but rather, a continuous process of communication, growth and results.   

As shown in the diagram on page 15, performance management is a continuous loop process.  It contains a number of important activities and meetings, all designed to promote ongoing communication between you and your employees.  The sequencing of key elements and their descriptions (on a sample LOB calendar) include:

October -- Development of the Performance Plan (Initial Meeting): You and your employees jointly develop their performance plans, which includes performance standards and developmental activities.  

NOTE: Should there be a difference of opinion as to the content of a performance standard, you as the supervisor make the final decision.

December – Check-in Meeting: You or one of your employees may initiate a check-in meeting to make modifications to the performance plan. Sometimes, because of such things as shifting workloads, resources, and personal situations, a plan may need to be adjusted.  Modifications are encouraged in order to keep the performance plan(s) understandable and meaningful. 

April – Mid-Cycle Meeting: This includes face-to-face feedback and dialogue between you and each of your employees.  Keep in mind that the employees will have opportunities to provide self-assessments. It may be a good idea for you to solicit these assessments prior to the meetings so that part of each discussion can address how an employee feels about his/her performance during the first half of a cycle. 

July – Upward Feedback:

Employee to Supervisor:  Each of your employees will have opportunities to provide anonymous upward feedback to you on how they perceive that you are carrying out your performance management responsibilities. The questions that are provided for this purpose are closed ended and deal with compliance and effectiveness. You do not have to share the upward feedback with your manager. 

Supervisor to Manager: You will have opportunities to provide upward feedback to your manager regarding any resources, guidance, and support that you need to carry out your PMS responsibilities.

Continue on the next page.

October – Performance Summary: For each employee you consolidate in written form his or her accomplishments throughout the performance cycle by summarizing formal feedback that was given throughout the cycle, and highlighting developmental activities that were undertaken by the employee.  You communicate performance summaries in a face-to-face meeting.  Similar to the mid-cycle meeting, the employee will have the opportunity to provide a self-assessment.  Again, it may be a good idea to solicit these assessments adequately in advance for consideration when preparing the performance summary.   

Ongoing – Monitoring, Feedback, and Recognition: An effective performance management tool is one in which a supervisor engages in periodic, informal discussions, provides feedback, and provides developmental and recognition activities to reinforce his or her employee’s performance or initiate formal corrective action if necessary. You as the supervisor play a critical role in making the system a continuous monitoring/feedback/recognition/performance improvement process.  

NOTE: Individual lines of business and staff offices may adopt different performance cycles, but the sequencing and spacing of PMS activities must remain the same.

· Turn the page to see an example of a the Performance Management Cycle

Example of a Performance Management Cycle  





Continue on next page.

Roles & Responsibilities

During the research phase, the design team concluded that supervisors need to have a better understanding of their performance management responsibilities, while employees expressed a desire to have opportunities for more involvement the performance assessment process.  For this reason, it is important for you to make clear to your employees their responsibilities and yours.    

What is the Supervisor’s Responsibilities in PMS?

You are responsible for conducting multiple and substantive discussions with your employees and for taking appropriate performance-related actions.  These actions include selecting or developing performance plans, communicating outcomes and expectations to your employees, establishing employees' developmental plans for position-essential needs, providing performance-related feedback to employees at prescribed intervals, and preparing end-of-cycle performance summaries for and discussing them with your employees.

Note:  This does not mean those team leaders and other senior employees should/will be excluded from the PMS process.  In fact, it's normal for them to provide work-related guidance to employees and report employees' accomplishments and problems to you as part of the work that you’ve assigned to them.  Furthermore, there's nothing preventing you from including leaders in the full range of PMS activities if you believe that their contributions would be productive; however, you cannot delegate away your performance management responsibilities.

What is the Employee’s Responsibilities in PMS?

Employees are responsible for providing input to you when you’re developing their individualized performance standards and to take the initiative for developing the career and personal development portion of their IDPs. They are expected to apply learning from developmental activities to improve their performance and thus, the overall efficiency and intellectual capital of the agency.  They also are encouraged to provide self-assessments twice per performance cycle and to provide upward feedback once per performance cycle.  If applicable, employees also can provide performance input as peers, customers, or key members of cross‑functional teams/interface groups.

Additional details on the responsibilities of supervisors and employees under the PMS are provided within the descriptions of the specific system components. 

Continue on the next page.

Quiz - Mechanics of Performance Planning

The first element in the performance cycle is performance planning.  If you are familiar with the mechanics of this element, you may be able to skip this section.  

Answer True or False to find out: 

a._____ A performance plan may include developmental objectives.

b._____ Performance plans must be completed within 60 days of the start of 

              a performance cycle.

c._____ Employees do not play a role in the development of their performance standards.

d._____ Some performance plans are based exclusively on customized standards that are 

              unique to the employees’work assignments. 

e._____ Once established at the beginning of a performance cycle, performance plans

              cannot be changed.

f._____  If a performance plan contains any generic (common) standards, it cannot be a 

              custom plan.

(  Turn the page to check your answers.

Answers - Mechanics of Performance Planning

Answer key:

a.__T___ A performance plan may include developmental objectives.

b.__F___ Performance plans must be completed within 60 days of the start of     

                a performance cycle.

c.__F___ Employees do not play a role in the development of their performance 

standards.

d.__T___ Some performance plans are based exclusively on customized standards 

                that are unique to the employees’ work assignments.

e.__F___ Once established at the beginning of performance cycles, performance plans

                cannot be changed.

f.__F___  If a performance plan contains any common (generic) standards, it cannot be a

                custom plan.


Explanation:

a. True. A performance plan consists of developmental objectives that are necessary for an employee to achieve the outcomes and expectations described in his or her plan.   

b. False.  Performance plans must be completed within 30 days of the start of a performance cycle.

c. False.  Employees will have opportunities to provide input concerning their performance standards. But final decisions concerning all aspects of these standards rest with you, the supervisor.  

d. True.  Many jobs are unique, and performance planning for these jobs is based exclusively on the customized development of performance standards for the work that is assigned.  

e. False. A performance plan can be modified at the check-in meeting as well as under special circumstances.

f. False.  A plan that contains both common (generic) and custom (individualized) standards is considered custom by definition.

If you got 100 percent, you have a good understanding of the mechanics of the performance planning process; so you can ( advance to page 23 to learn about performance standards.

Continue on the next page.
Anything less than 100 percent and you should take it one step at a time and ( turn the page to learn more about performance planning which is the foundation of the performance cycle.   

The Performance Plan

What is a Performance Plan?

A performance plan is a written document between you and one of your employees. The performance plan contains two parts.  The first part describes what has to be done during the performance cycle, how well it has to be done, and how accomplishments will be measured.  This part of the plan is based primarily on the goals of the organization, the employee’s work assignments, and the employee's position description or career level definition. 

The second part identifies training, developmental work assignments, and individual developmental needs and desires as proposed by the employee for the upcoming cycle.  The features of the second part of the plan are identical in purpose to the individual development plan (IDP) process that currently is used by the agency. 

All performance plans should include:

· Clearly defined outcomes and expectations.

· Clear linkages to organizational goals.

· Position-essential developmental needs.

· IDP’s for career and personal development (optional). 

Who develops the Performance Plan?

Whenever possible, a plan should be developed locally by you and your employees; however, certain occupations will have plans based on standards that are developed by national teams comprising employees and management or bargaining unit representatives and managers, whichever applies.  All plans must be developed within 30 days of the beginning of a performance cycle. 

How many types of Performance Plans are in PMS?

There are two basic types of performance plans:

· Plans Based on Common (Generic) Performance Standards: When work is repetitious in nature, is characterized by consistent processes, has standard outcomes and expectations, and is task and/or procedurally based, a generic plan can be used. A generic plan contains standardized outcomes and expectations that apply to all employees doing the same or similar jobs.  These employees are referred to as a job family.  (Job families are identified by their day-to-day work, not necessarily by their job series.)  These common/generic outcomes and expectations are developed by national, regional, or divisional workgroups of subject matter experts.

Continue on the next page.

· Plans Based on Customized (Individualized) Standards: When work is programmatic in nature, it is characterized by unique processes, and diverse outcomes and expectations are project oriented and, require custom procedures and creative solutions, a customized plan is used.  A customized performance plan contains outcomes and expectations that apply to an individual for his or her specific role.  Customized performance plans contain outcomes and expectations that are developed by you and your employees (or teams) at the beginning of a performance cycle. 

NOTE:  Performance plans that include blends of common and custom outcomes and expectations are considered to be custom by definition.

What are my specific role & responsibility in the Performance Planning Process?

You should solicit input from you’re the employee when developing a performance plan. You will provide him or her with his or her work assignments, performance standards, and any training/developmental activities that are required for him or her to accomplish his or her work assignments.  

When nationally developed standards apply to one of your employees, you must make sure that the employee understands those standards.  When individualized standards apply to one of your employees, you should ask him or her for input concerning the development of the standards.  Keep in mind that the final decisions concerning the content of performance standards are the responsibility of supervisors as part of their right to assign work. 

You are responsible for identifying training and/or developmental activities that are required for an employee to successfully accomplish the outcomes and expectations in his or her performance plan and/or achieve his or her full performance level (FPL). 

NOTE:  It is an employee’s responsibility to initiate the development of an IDP that pertains to his or her career progression or personal development. You as the supervisor are expected to assist the employee when asked, but you are not responsible for initiating the process.

Continue on the next page.

Is there some helpful information available when developing the Performance Plan? 

· Generic Performance Standards (if applicable)

· FAA Flight Plan

· Organizational Objectives

· Position Descriptions

· Job Documentation

· Career Level Definitions

· Employee’s Personal Goals

· Employee’s Previous Year’s Performance Summary

Can the Performance Plan be changed? 

A performance plan may be changed within a performance cycle under a number of conditions, including:

· Change in the duties and responsibilities required of the employee.

· Outcomes and expectations of the position change.   

· Employee will be detailed for 90 days or longer. 

· Employee changes positions.
NOTE: Performance plans can be modified, as necessary, any time during a performance cycle. However, employees must be on their current performance plan for at least 90 days to receive a performance summary. In some cases the performance cycle may need to be extended to meet this 90-day requirement.

Continue on the next page.

Part One of the Performance Plan - Performance Standards

What are Performance Standards?

Performance standards describe an employee’s outcomes and expectations for accomplishing the major responsibilities of the job.  Outcomes are the intended products, results, or accomplishments for which expectations are established.  Outcomes link back to the goals of an organization and the agency.  Expectations are the criteria of measurement for each outcome and are expressed in terms of quality, quantity, timeliness, cost, or manner of accomplishment.

· For each major responsibility of a job, there will be one or more outcomes.

· For each outcome, there will be one or more measurable expectations.

The expressions of these outcomes and expectations form the performance standards.

Why are Performance Standards so important?

Accurate performance standards are the backbone of any performance assessment tool because they:

· Establish a clear basis for performance monitoring, recognition, and/or corrective action.

· Provide clear understanding of outcomes and expectations at the beginning of a performance cycle.

· Help identify developmental activities that will increase an employee’s ability to perform.

· Enable objectivity of performance-based feedback based on previously established outcomes and expectations. 

· Ensure consistency when you are evaluating employees who are assigned the same work (common/generic standards).

Continue on the next page.

Is there criteria for developing Performance Standards?

Performance standards must be clearly understood by your employees. An employee must know what is expected of him or her and you must know what "observable behaviors" to look for to assess the employee’s accomplishment of his or her standards. Some basic criteria for performance standards:

· Acceptable performance must be quantifiable, observable, and verifiable. 
· The performance must be attainable.
· The standards must be comparable to the standards of other employees in the same or similar positions (generic/common standards)
· The performance should not be too time-consuming to monitor.
· Employees must understand what is required for their successful performance under the standards. 
Continue on the next page.

Writing Performance Standards

Performance standards are the expression of an employee’s outcomes and expectations for the major responsibilities of his or her job.  There are two types of performance standards: common/generic and custom/individualized.  Regardless of the type, a standard should be structured in the same format.  

· Outcome – an intended product, result, accomplishment, or objective for which expectations are established.  Outcomes link back to the goals of an organization and the agency. Outcomes are usually determined as primary (essential to successful performance), secondary or additional. 

· Expectation – criterion that measures an outcome in terms of quality, quantity, cost, timeliness, or manner of performance. There are generally three to eight expectations for each outcome. 
Let’s look at an example of a performance standard for one major responsibility of a runway safety program manager, including the linkage back to the FAA Flight Plan:

Example:  Runway Safety Program Manager 

Continued on the next page.

Writing Performance Standards – Practice Exercise

As you can see, outcomes are specific, and expectations are observable.   To develop performance standards, follow a three-step process.






1. First – Identify the major responsibilities of the job (three or four at most).

Use position descriptions, departmental goals, and work assignments as sources of input.

· Write one major responsibility for the job here:

________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Second – For each major responsibility, identify outcomes that result from the completion of the responsibility and link back to departmental and/or agency goals.

Specify intended accomplishments for each major responsibility.

Guidelines:

a. Begin with a verb 

· Example:  Produce… 

b. Continue with an object.

· Example:  Produce annual regional runway safety action plans.

c. Add explanatory phrase. 

· Example:  Produce annual regional runway safety action plans that define 

priorities, resources, responsibilities, and accountability in accordance with appropriate orders and directives.

· Write one outcome associated with the major responsibility that you identified above:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Continue on the next page.

3. Third – For each outcome, identify measures that define successful accomplishment.

Consider factors such as quality, quantity, cost, timeliness, and manner of performance, and define them in objective and observable terms.  

Guidelines:

Describe what, how much, in what manner, by when, at what cost.

Example:  Conduct a planning session with the regional team by September 1 of each year to develop a plan for the next fiscal year.  Plan will be developed by October 1 and will include the locations and dates of regional RSATs prioritized based on previous trend analysis and significant airport activities such as construction, increased air traffic activity, new facilities/towers.

· Write one expectation associated with the outcome that you identified above:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
S.M.A.R.T. Standards
Check the performance standards that you wrote to see if they meet the S.M.A.R.T. criteria described below:

S
Specific 
Concise statement of what will be accomplished.

M
Measurable
Concrete, observable statement of desired outcome.

A
Attainable
Feasible in terms of time and cost.

R
Relevant
Aligned with organizational goals.

T
Time-Bound
Specific milestones and dates for goal achievement.

Test the outcomes and expectations to see if they answer….

· What will be accomplished?  (Specific)

· What is the evidence of accomplishment?  (Measurable)

· Is the objective feasible in time, resources, cost, and people?  (Attainable)

· How is it relevant to the organizational, division, and agency goals?  (Relevant)

· By when does this need to be accomplished?  (Time-Bound)

· Will I be able to explain these to my employee(s)? (Understandable)

If you have questions about this section and/or are not sure of the accuracy of your practice example, consult your organizations’ PMS POC.

Continue on the next page.

Part Two of the Performance Plan - Development Plans

What is a Development Plan?

A development plan is the second part of your employee's performance plan.  It reflects an intended course of action for him or her to increase his or her knowledge, skills, and abilities, resulting in improvement in individual and organizational performance.  Development is a process of pursuing personal development training and learning experiences. 

Remember that this concept is not new but rather identical in purpose to the agency's individual development plan (IDP) process.  Employees can still develop IDPs, but now, PMS allows IDP features to be captured in the performance plans. 

How many types of Development Needs are in PMS?

There are three types of individual development needs:

· Position essential – enabling an employee to perform within his or her performance plan and current position in order to achieve his or her full performance level. 

· Career development – designed to help qualify an individual for a different job.

· Personal development – may or may not have relevance to an employee’s current or future job.


When are the different Developmental Needs identified? 

Any position essential development must be identified so it can be incorporated as a component of an IDP within an employee’s performance plan.  The identification can take place during the previous year’s monitoring, during the previous year’s performance summary or during the development of this year’s performance planning. For career development and personal development, an employee identifies desired activities/needs and shares them with his or her supervisor at any time during the year.  These activities/needs may or may not be included in the employee’s performance plan. 

( Turn to pages 56 to 58, and read the IDP forms; then, return to this page.

Continue on next page.

Part Two of the Performance Plan - Competencies

Why are Competencies important in Performance Planning? 

Learning and development are expected to be natural components of performance improvement.  Process changes, technology enhancements, new equipment, and new organizational requirements continually call for new skills and knowledge (competencies).  It is your responsibility to identify which of your employees require position-essential training [and what type] to keep up with these changes.    

Are there Funding Implications I need to be concerned about? 
It is your responsibility to plan adequately to provide employees position-essential training and to take into consideration the timing of the budget and performance cycles.  Funding for employees’ career development and personal development is discretionary. 

How do I Assist Employees in developing competencies? 

Your employees are responsible to identify competencies they will need for career progression and/or personal development desires.  You are required to assist (coach/mentor) your employees should they initiate this process.  

Some helpful hints for your employees should they ask you how to obtain competencies for a given job/position:

· Determine the required competencies for a job/position:

· Interview someone who is currently in a particular job/position.

· Talk to someone who recently left a particular job/position. 

· Talk with a supervisor/manager of someone who currently is in a particular job/position.

· Peruse the PD Library Web site.

· Look at the career level definitions for a particular job/position in the Core Compensation policy document.

· Compare the competencies and/or skills with the ones currently possessed.  This provides a "shopping list", keeping in mind that not all competencies and/or skills are obtained through formal classroom training.  

· Be innovated by trying to help an employee think of alternate methods to obtain competencies/skills (e.g., Web-based training, seminars, short-term details, and shadowing). 

Continue on the next page.

Quiz – Performance Standards & Development

At this point, a performance plan with common (generic) standards, custom (individualized) standards, or a combination of both along with developmental activities has been developed.  Before proceeding to the next step in the cycle, let’s test your knowledge on the foundation of the PMS – the performance plan:

1. True or False: An employee’s observable behavior is one of the inputs that you will use when assessing the employee’s accomplishment of a standard.

2. Pick the option that best describes the components of a performance standard:

a) Outcomes are the criteria of measurement, while expectations describe the intended product.

b) Outcomes are the intended product, while expectations are the criteria of measurement. 

c) Outcomes are the intended product, while expectations are the link back to the goals of the organization.

d) Outcomes link back to the goals of the organization, while expectations describe the intended product. 

3. True or False: You are responsible for developing individual development plans (IDP’s) for employees and for identifying employees’ career development needs/desires.

4. True or False: Developmental needs that are required for your employee to perform within his or her performance plans are referred to as “position essential.”

( Turn the page to check your answers.

Answers - Performance Standards & Development

Answer key:

1. True.  Observable behavior is one of the key indicators indicating an employee’s achievement of a performance standard. The employee must be informed at the beginning of a performance cycle what observable behaviors you will be using to determine his or her compliance with the standard. 

2. B.  All performance standards comprise two parts: outcomes -- or intended products, results, or accomplishments; and expectations -- the criteria of measurement in terms of quality, quantity, timeliness, cost, and manner of performance.

3. False.  Employees are responsible for their career and personal development, and they have the primary responsibility for developing their own IDP’s with your assistance/consultation.

4. True.  Position-essential development enables an employee to achieve the outcomes that are described in the first part of his or her performance plan.

If you missed the first or second question, ( go back to page 23 through 27, and review the section on performance standards then return to this page.

If you missed the third or forth question, ( go back to page 28 & 29, and review the section on development then return to this page.

If you got all four questions correct or if you reviewed the section(s) of the one(s) that you missed, (  turn the page and continue through the performance cycle.

Check-in Meeting

What is a Check-in Meeting?

Within a few months of the development of an employee’s performance plan, there may be a check-in meeting, a face-to-face session between you and the employee to make sure that the employee’s performance plan is current and realistic and that the expected outcomes are achievable. You or the employees can request the meeting.    

If either of you believes that any of the outcomes/expectations and/or the developmental activities that were identified in the performance plan needs adjustment, you should discuss these changes at the check-in meeting. 

If you agree that changes are warranted and they will not have a negative impact on the employee, other employees, or mission accomplishment, the changes should be made. If you agree the changes are warranted and would/might have a negative impact, it is your responsibility to resolve the situation. This may include calling a team meeting with the impacted parties, elevating the issue to your manager or consulting your HR Specialist. 

Does the employee have a role in the Check-in Meeting?

Employees play an important role in the success of the check-in meeting.  An employee can assume responsibility to:

· Request a session.

· Summarize initial progress in pursuing his or her performance plan.

· Describe resource requirements to accomplish the expected outcomes/developmental activities in his or her plan. 

· Suggest modifications to the plan.

· Share with you any personal problems that he or she believes could jeopardize his or her accomplishment of the outcomes/expectations and developmental activities in his or her plan.  

NOTE: If a check-in meeting is conducted – it must be documented on the performance plan cover sheet with signatures and dates.

Continue on the next page.

Mid-Cycle Meeting

What is the purpose of the Mid-Cycle Meeting?

Mid-cycle meetings are face-to-face meetings between you and your employees that occur half way through a performance cycle.  By this time, you will have had opportunities to monitor your employees’ performance and provide ongoing, informal feedback.  (Remember: Ongoing feedback may take the form of coaching, mentoring, or feedback.)  The purpose of a mid-cycle meeting is to formally review an employee’s progress in meeting the outcomes/expectations in his or her performance plan, to reinforce achievement of those outcomes, and to identify opportunities for his or her performance improvement if necessary.

When is the Mid-Cycle Meeting?

As the name implies the mid-cycle meeting is intended to be halfway through the performance cycle. However, the date of a mid-cycle meeting is flexible.  This affords the employee an opportunity to make any mid-cycle changes in performance, apply developmental learning/activities, and achieve greater results. 

Besides my observations are other performance assessment sources available for me to use when preparing for the Mid-Cycle Meeting? 

Other sources of information that may be useful as input to mid-cycle meetings include:

· Team leader input

· Technical assessments

· Equipment certifications

· Full facility evaluations

· Customer surveys

· Performance measures as specified in standards

· Letters of appreciation

· Educational/Training Certificates

Ongoing Informal Feedback

After a mid-cycle meeting, monitoring and informal feedback continue.

Continue on the next page.

Optional Self-Assessment

What are some reasons I should encourage my employees to submit Self-Assessments?

· Self-assessments are opportunities for employees to provide supplementary information to you that describes work performed, any performance goals that they met, and any accomplishments. 

· In some cases not all of your employees work in your immediate vicinity. You may go a number of workdays without contact with some of your employees. Under these circumstances, it is very difficult for you to observe the employees’ performance.  Self-assessments help to fill in that gap.

· Most employee accomplishments will be based on their achievement of the outcomes/expectations and developmental activities in their performance plans.  There are, however, those “not so obvious” contributions that some employees make during a performance cycle (e.g., helping a peer with a difficult task or chore, working with a customer to resolve a problem, sharing a newly acquired competency with a fellow employee). These are examples of accomplishments that you would expect to see when reviewing self-assessments. 

Self-Assessments as Part of a Performance Cycle

Opportunities for your employees to provide self-assessments occur at the middle (mid-cycle meeting) and the end (performance summary) of a performance cycle.

Is there a specific format for Self-Assessments?

A self-assessment is NOT a writing contest.  In fact, bullet form is preferred over narrative paragraphs.  The forms that are required for a performance cycle are provided in the back of this guide. ( Turn to page 51, and read the self-assessment form; then, return to this page.

Continue on the next page.

Are there some helpful hints I can provide to my employees to assist them with writing their Self-Assessments?

Yes, below is some helpful hints which could assist your employees (For consistency, a similar list can be found in the employee training guide): 

· Suggest to your employees that they keep track of accomplishments during the course of each performance cycle rather than waiting until the day (or week) before the scheduled mid-cycle or performance summary meeting to try and remember back 6 months (or a year). For example:

· Keep a separate archive in e-mail to keep track of comments/feedback/

thanks from others during a cycle.

· Keep track of day-to-day tasks and accomplishments. 

· Verbal recognition counts.  Keep track of any “thank you” receive during the course of a cycle.

· Voluntarily provide self-assessments 2 to 4 weeks before scheduled mid-cycle meetings and/or performance summary discussions.

· Suggest they talk to their peers.  Often, our peers can see accomplishments that we do not. (These are not peer assessments, but rather, conversations that you believe might add value to your self-assessments.)
NOTE: These helpful hints are applicable when you provide self-assessment to your manager.

Continue on the next page. 

Upward Feedback

What is Upward Feedback ?

Upward feedback is provided 9-months into a performance cycle.  This is a new tool that was introduced into PMS.  Upward feedback is a scaled-down version of what is commonly referred to as 360-degree feedback.     

There are two types of upward feedback in the PMS; both are restricted to the application of your performance management responsibilities. They are:

· Voluntary input by your employees to you regarding your application of your performance management responsibilities. ( Turn to pages 53 and 54, and read the “Upward Feedback from Employee to Supervisor” forms; then, return to this page.

· Voluntary input by you to your manager regarding the support (i.e., time, resources, and skills development) that you need to comply with your performance management responsibilities. ( Turn to page 55, and read the “Upward Feedback from Supervisor to Manager” form; then, return to this page.

What are the applications of Upward Feedback ?

· Employees to Supervisors:
As you saw from the forms, this feedback is in the form of close-ended questions and deals only with your PMS responsibilities.  The input is anonymous and is provided directly to you. There isn’t a requirement for you to share this information with your manager. This feature was adopted to give the system a chance to work as intended: a non-punitive, developmental system. This applies to you as well as to your employees. 

· Supervisors to Managers:

One of the concerns that were expressed by supervisors during the design of PMS was the lack of time, resources, and in some cases, proper skill sets that are necessary for you to effectively carry out your performance management responsibilities. This concern led to the second element of upward feedback: providing supervisors the option of informing their managers of these needs. Upward feedback, because it occurs every performance cycle, was determined to be the best method for you to relay this information to your manager. 

Continue on the next page.

Quiz – Preparation for a Performance Summary/Meeting

At this point, the remaining element in the performance cycle is the performance summary.  If you treated the performance cycle as an ongoing event over the past 12-months, there shouldn’t be any surprises for your employees at their performance summary meeting. Let’s see how prepared you are for these:

1. True or False: A performance summary cannot include some of the same information from a mid-cycle meeting.

2. True or False: A performance summary not only ends one performance cycle, but provides a starting point for the next cycle’s performance plan.

3. True or False: A performance summary can be used to determine merit promotion eligibility.

4. Which of the following would be considered a supplemental input source to a performance summary?

a) Full facility evaluation

b) Team lead input

c) Equipment certifications

d) All of the above

5. The relationship between a performance summary and a _______________ represents an employee’s annual performance review. 

( Turn the page to check your answers.

Answers - Preparation for a Performance Summary/Meeting

Answer key:

1. False.  A performance summary represents the consolidation of an entire performance cycle.  A mid-cycle meeting represents the first half of the cycle so it’s expected that you will include some of the information from a mid-cycle meeting in the performance summary/meeting.

2. True.  The meeting to discuss an employee’s performance (performance summary) can/should also be used to in initiate the next cycle.  This is intended to make PMS a continuous process (from one cycle to the next).

3. False.  Using the PMS for reasons other than to help employees and the FAA to achieve their performance goals would take away from these primary objectives; therefore, performance summaries cannot be used to determine merit promotion eligibility.

4. All of the above.  Supplemental input sources can be viewed as “indicators of accomplishments.”  All three options satisfy this description.

5. Performance Plan.  The annual performance review is the comparison between accomplishments (performance summary) and a performance plan.

If you got all of these correct, you understand enough about performance summaries to ( proceed to page 43 and learn about some special situations.

If you missed any of the questions, ( turn the page to learn about performance summaries. 

Performance Summary

What is a Performance Summary?

A performance summary meeting is the second time (at a minimum) in a performance cycle that you and an employee meet to discuss the employee’s performance.  It is a consolidation, discussion, and acknowledgement of the employee’s accomplishments and effectiveness throughout the performance cycle as well as a discussion of any areas that need to be strengthened. It is prepared at the end of a cycle for an employee who has been covered by a performance plan for at least 90 days.  The performance summary:

· Provides an assessment of an employee’s actual achievements based on the outcomes and expectations that are contained in the performance plan.

· Includes a synopsis of formal feedback that the employee received during a performance cycle.

· Contains highlights of developmental activities in which the employee participated during the cycle. 

· Provides an assessment of areas in which you expect the employee to strengthen during the upcoming performance cycle.

· Occurs within 30 days of the end of the performance cycle.

· Is written in narrative format.

· Is discussed in a face-to-face meeting between you and the employee. 

· Represents the employee’s performance record for the performance cycle that just ended.

· Provides a starting point for the next performance cycle.  (NOTE:  Because of this, the performance summary for one year and the performance plan for the following year can be addressed in the same meeting.)

· Requires signatures and discussion dates be documented on the performance plan cover sheet. 

What are the applications of the Performance Summary?

A performance summary may be used:

· To identify an employee’s developmental needs and/or areas that need to be strengthened. . 

· To determine an employee’s success in achieving the expected outcomes/expectations of his or her performance plan.

· To analyze individual and team performance. 

· To justify individual recognition.

· To acknowledge/recognize team accomplishments.

· To consolidate feedback from an entire performance cycle.

Continue on the next page.

A performance summary cannot be used:

· To determine merit promotion eligibility. 

· For reduction-in-force purposes.

· As an automatic trigger for increases to base pay and/or cash awards.

Does the Performance Summary have any relationship to Performance-Based Pay?

A performance summary may be used as one factor in determining an employee’s eligibility for a base pay adjustment in a performance-based pay system, but it will not be the only input into the decision-making process.  An “excellent” performance summary is not an automatic trigger for a pay increase. However, it is typical that those employees who performed above the level(s) required by a performance plan may satisfy the criteria for a pay increase.       

Does the employee have a role in the Performance Summary? 

Your employees has the option of providing self-assessment of his or her accomplishments regarding the outcomes/expectations and/or developmental activities during the performance cycle.  The employees may also specify if there were any mitigating circumstances that helped or hindered performance during the cycle.  This is not meant to be a writing contest.  Input is requested in simple bullet format.

What is my role in the Performance Summary? 

You may want to solicit your employees’ self-assessment 2 to 4 weeks prior to the performance summary meeting. This will probably save you some time. Combine the self-assessments with your own observations and supplemental sources to develop the performance summary.  The results (performance and accomplishments) are then compared to the outcomes/expectations that were in the performance plan and to the goals of the organization.  Since ongoing feedback is built into the PMS, there shouldn’t be any information that is new or surprising to the employee.  Most of the performance summary should have been previously discussed, either formally or informally.

Continue on next page.
Besides my observations are other performance assessment sources available for me to use when preparing for the Performance Summary Meeting? 

Similar to the mid-cycle meeting other supplemental sources of input may be used to develop an employee’s performance summary. Such as:

· Team leader input

· Technical assessments

· Equipment certifications

· Full facility evaluations

· Customer surveys

· Performance measures as specified in the standard

· Letters of appreciation

· Educational/Training Certificates

How is the Performance Summary documented?

A standardized form allows for a narrative discussion of an employee’s performance compared to the outcomes/expectations as spelled out in the performance plan.  The summary is a narrative that describes the employee’s accomplishments as they relate to the outcomes/expectations in the performance plan.  The relationship between the narrative and the performance plan represents the employee’s annual performance review.

After the performance plan cover sheet is signed and dated by both you and your employee, the document is files in the Employee Performance File (EPF) and retained as required. 

 ( Turn to page 52, and read the Narrative* Summary form; then, return to this page.

The Cycle Continues

From this consolidated information, you and your employees can begin to plan for the next performance cycle.  

* The performance plan forms refers to the summary as a narrative. For training purposes the term “performance” was used. 

Continue on the next page.

Recognition

What is recognition?

Recognition is a means of rewarding your employees for sustained outstanding performance and/or service and/or outstanding performance for specific events and/or by meeting certain timeframes.  The intention of recognition is to provide the necessary motivation to continue the outstanding performance/service. 

When conducting the focus groups (recalling page 7), there were a number of concerns, desires, and suggestions concerning the recognition process:  

· Must have the ability to recognize teams as well as an individual accomplishment.

· Recognition should be based on performance criteria.

· There should be different types of recognition. * 

· Recognition that is timely to the event for which it is given.

· Recognition that is bestowed by first-level supervisor is more effective. 

* Verbal comments, time-off, cash, and tickets to local events or coupons for    

    merchandise. 

The employee training encourages the employees to get involved in the recognition process. It is important that you, as the supervisor, understand what the employees were told about their involvement in the process: 

My supervisor handles recognition.  As an employee, what role do I play in this element of the PMS?

In order to make the recognition process work as intended and because we are motivated in different ways, you as an employee must make the effort to inform your supervisor of the types of recognition you prefer. First, you should ask your supervisor what recognition options are available in your organization for the upcoming fiscal year; then, you should ask yourself as an employee who might be recognized what type of recognition would motivate me. You can communicate your preferences to your supervisor at any time during the performance cycle.  The performance-planning meeting is clearly a good opportunity, as is the mid-cycle or performance summary discussion. 

Continue on the next page.

Special Situations

Are there allowable process deviations in PMS? 

Yes, PMS is deliberately prescriptive in some areas:

· Establishing generic performance plans

· Training the agency in the development of performance plans

· Developing performance plans jointly

· Self-assessment input

· Upward feedback

Yet, PMS allows for flexibility in other areas:

· Application for performance summaries

· Recognition criteria

· Performance input sources

· Application to teams

· Performance cycles 

· Job family identifications for common standards 

This is to ensure foundation consistency throughout the agency while allowing organizations to employ systems that will work best with their workforce.

Can PMS be applied to a team environment?

All of the elements in PMS are applicable to working teams; however, a team’s charter will define how the team will operate within the system. 

How are temporary detail handled in PMS? 

Performance plans should be established in all cases where the duration of details is uncertain.  A new performance plan must be established when a detail is scheduled to last for 90 days or longer.
Continue on the next page.

Is Unacceptable Performance managed within PMS?

No.  If at any time during the performance cycle the employee is not performing to the level specified in the performance plan, the employee is placed into an opportunity to demonstrate performance (ODP), QA (quality assurance), or other applicable performance-improving tool in an attempt to bring the employee’s performance up to an acceptable level. In this scenario, the rules within the applicable performance improvement tool will apply. 

The ODP option does not apply to temporary employees or to employees or managers during their probationary periods; however, managers are encouraged to use the other elements of the system to mentor and/or provide counseling early in the process if subordinate performance declines.
How are disputes handled in PMS?

The FAA grievance procedure or relevant bargaining unit contract procedures, whichever apply, will resolve disputes and/or disagreements that are not resolved by you and your employee.  

Continue on the next page.

CONGRATULATIONS!

You have finished the journey through the performance management process and can now work effectively within the new system.  Keeping this book as a reference is a good idea! 

To read more about PMS, visit the Human Resource Management PMS Web site @ 

www.faa.gov/ahr/pms/index.cfm
Pop Quiz

(For the “think-you-know-it-all” readers)

1. True or False: Your primary contact to answer questions you may have on the Performance Management System is the Office of Human Resource Management.

2. Select the answer that best describes the purpose of the Performance Management System.

a) Assist the Agency in meeting its goals and objectives through effective labor relation practices.

b) Assist the Lines of Business and Staff Offices in meeting their goals and objectives through conduct and discipline.

c) Assist the Agency, through its Lines of Business and Staff Offices, to meet the objectives of the Flight Plan. 

d) Assist the Lines of Business and Staff Offices in meeting their labor management goals and objectives. 

3. Linking an individual performance plan to the FAA Flight Plan through the organizational goals is referred to as:

a) The pyramid concept.

b) Line of sight.

c) Matching objectives.

d) The domino effect.

4. There are ____ required documented discussions during any given performance management cycle.

5. True of False: The performance plan may be a verbal agreement between a supervisor and his or her employee.

6. The __________ is responsible for identifying employees' career development desires.

7. What are the two times an employee has an opportunity to provide self-assessment?

a) Check-in meeting and performance summary

b) Mid-cycle meeting and upward feedback

c) Mid-cycle meeting and performance summary

d) Check-in meeting and mid-cycle meeting

8.  True or False: Upward feedback, from your employees to you, was designed to serve 

as a performance improvement tool for you in regard to your performance management obligations. 

 ( Turn the page to check your answers.

Answers - Pop Quiz

Answer Key:

1. False.  Your organization has a PMS subject-matter-expert that can answer any questions you may have about the system.  

2. C.   Any performance assessment tool is designed to assist the agency in achieving its objectives of the Flight Plan. This is accomplished through the subordinate organizations. 

3. B.  Line of Sight is the concept where you and your employees understand how the performance plan (standards) is linked to [and supports] the goals of the organization, which in turn support the Flight Plan. 

4. Three - Initial performance planning meeting, mid-cycle meeting and end-of -year performance summary discussion.  

5. False.  A performance plan is a written document between you and your employees. 

6. Employee.  One of the employee responsibilities in the PMS is the identification of competencies and/or skills required for career development. 

7. C.  Employees are encouraged to keep track of their accomplishments during the performance cycle and to provide self-assessment to you for both the mid-cycle and performance summary meetings. 

8. True. The upward feedback mechanics are designed to provide feedback to you  regarding your application of your PMS duties and responsibilities. 

If you scored 100%, you have a good understanding of the new Performance Management System and you are ready to perform within the system. You are, however, encouraged to keep this book as a reference. 
Anything less than 100%, and you should take it one step at a time and ( turn to page 5 to experience the programmed learning that this guide offers.   

Performance Planning Forms

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:  Records are maintained in file folders or envelopes, on electronic media, magnetic tape, disks, or microforms and are stored in locked desks, metal filing cabinets, or in a secured room with access limited to those whose official duties require access.  Additional safeguarding procedures include the use of sign-out sheets and restrictions on the number of employees able to access electronic records through use of access codes and logs.

Retention and Disposal: Performance appraisals (and related records as the agency prescribes) on SES 

appointees are retained for 5 years and ratings of record on other employees for 4 years.  They are disposed of by shredding, burning, erasing of disks, or in accordance with agency procedures regarding destruction of personnel records
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 Standards:

Generic:  ( )

Customized:
( ) Individual











( ) Blend
=================================================================================

Initial Discussion:  
  Employee:
________________________       _____________







Signature

         
Date 



              Supervisor:
________________________       _____________

                                                                 
Signature

         
Date

Check-in Meeting:         Employee:  
________________________       _____________







Signature


Date 




 Supervisor: 
________________________       _____________







Signature

   
Date

Mid-Cycle Meeting:       Employee: 
________________________      _____________







Signature

             Date 




 Supervisor: 
________________________       _____________







Signature


Date

Final Discussion:  
 Employee:  
________________________       _____________







Signature

             Date 

                          
 Supervisor:
________________________      _____________







Signature


Date




NOTE:  A minimum of one feedback session is required.

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 or team level.)

Primary  ( )


Secondary  ( )


Additional  ( )

EXPECTATION:  (The criteria that measure an outcome in terms of quality, quantity, timeliness, or manner of performance.)

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.)

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.
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?






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 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

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:
TRAINING REQUESTED:  
Indicate course name and training source.  Indicate in which quarter of this performance cycle the training is expected to be accomplished in, 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   2)  CAREER DEVELOPMENT   3)  PERSONAL DEVELOPMENT
OTHER ACTIVITIES:  (On-the-job training, details, attend seminars/conferences, etc.; include target date for completion.)

INDIVIDUAL DEVELOPMENT PLAN (IDP) - (Optional)

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

TRAINING REQUESTED:  
Indicate course name and training source.  Indicate in which fiscal year the training is expected to be accomplished in, 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   2)  CAREER DEVELOPMENT   3)  PERSONAL DEVELOPMENT 

OTHER ACTIVITIES:  (On-the-job training, details, etc.; include target date 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

July
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FAA Flight Plan: Increased Safety





ARC Organizational Objective: Horizontal integration.  Further aviation systems efficiency, safety, and security by integrating or directing initiatives through cross-organizational leadership, advocacy, and communication with FAA organizations and external customers.





Major Job Responsibility for Runway Safety Program Manager: Develop, maintain, and implement regional runway safety action plans.





Outcome (intended result): Produce annual regional runway safety action plans that define priorities, resources, responsibilities, and accountability in accordance with appropriate orders and directives.





Expectations (measurement criteria):   


Conduct a planning session with the regional team by September 1 of each year to develop a plan for the next fiscal year. Plan will be developed by October 1 and will include the locations and dates of regional RSAT’s prioritized based on previous trend analysis, significant airport activities; e.g. construction, increased air traffic activity, new facilities/towers, etc.


Coordinate and participate in Flight Standards-conducted pilot and flight school meetings to increase pilot awareness of runway safety.  A baseline number of pilot meetings targeted for participation by the RSPM will be established in collaboration with the Regional Administrator and ARI by October 1 of each year.


Provide a regional weekly report to ARC as required and a monthly report to ARI by the 10th day of the following month.  Reports will contain runway safety findings and data from RSATs, planning meetings, pilot meetings, training sessions, enforcement actions, seminars, etc. 








Performance Standards





1.  Responsibilities


What are the primary duties of the job?





3.  Expectations


How is successful performance defined?





2.  Outcomes


What are the intended results?


























April





December





October





Upward Feedback


Employee to Supervisor


Supervisor to Manager





Mid-Cycle Meeting


Face-to-Face


Supervisor’s Assesment


Self-Assessment





Check-In Meeting


Initiated by supervisor or employee


Adjust Plan





Performance Summary


Supervisor’s Assessment 


Self-Assessment


New Performance Plan

















Success is achieved through ongoing monitoring, feedback, and recognition.
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