BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER NO. 430-1 (Revised)
DATE:  October 1, 2003
SUBJECT:
Performance Appraisal

I.
PURPOSE OF ISSUANCE 

A.
To serve as a tool for managers and employees to give and receive feedback in improving their ability to perform mission related work.


B.
To serve as the basis for individual element and summary ratings in the individual employee performance appraisal.


C.
To conform to all legal and regulatory requirements in appraising employee performance.


D.
To provide a basis for performance-based actions, as specified by law and regulation.

II. PURPOSE OF REVISION

The purpose of this revision is to remove references to annual managers and supervisors who are covered by the provisions of Personnel Letter No. 430-2, effective October 1, 2003. This policy is effective for employee performance plans put into effect for the annual rating period that begins on November 1, 2003. The prior issuance still applies to performance plans reflecting performance during the annual rating period that began on November 1, 2002. This issuance replaces Personnel Letter 430-1 (Revised), dated September 28, 2001.

III.
REFERENCES AND RELATED INFORMATION


A.
5 U.S.C., Chapter 43, Performance Appraisal


B.
5 CFR, Parts 293 and 297, Personnel Records and Privacy Procedures for Personnel Records, respectively


C.
5 CFR, Part 430, Performance Management


D.
BPA Manual, Chapter 400/300, Employment


E.
BPA Manual, Chapter 400/430, Performance Appraisal


F.
BPA Manual, Chapter 400/451, BPA Recognition System


G.
BPA Manual, Chapter 400/700A, Employee Relations Program


H.
Personnel Letters No. 335-1 and No. 335-2, regarding BPA Merit Promotion Plans for Annual and Hourly Jobs


I.
Personnel Letter No. 351, Reduction-in-Force


J.
Personnel Letter No. 432-1, Unacceptable Performance


K.
Personnel Letter No. 451-1, BPA Recognition System


L.
Personnel Letter No. 531/451, Quality Step Increase



M.
Personnel Letter No. 531-1, Requirements for Granting and Denying Within-Grade Increases


N.
Personnel Letter 771-1, Administrative Grievance Procedure


O.
Personnel Letter 430-2, Performance Appraisal Program for Managers

IV.
COVERAGE

The performance appraisal system applies to all paid government employees within BPA except the following:

A. Annual employees in positions with duties that meet the minimum requirements for application of the General Schedule Supervisory Guide (GSSG), which is published by the Office of Personnel Management (OPM).  (The supervisory status code for such positions is coded as “2” in HRmis).

B. Employees covered by the Departmental SES performance appraisal system;

C. Presidential appointees;

D. Experts and consultants;

E. Employees in non-career executive assignments under 5 CFR, Part 305; and

F. Employees whose employment is not reasonably expected to exceed 120 days in a consecutive 12-month period.

V.
DEFINITIONS


A.
Advisory Rating.  An unscheduled summary rating which is completed under special circumstances and must be considered in assigning the next rating-of-record.


B.
Annual Rating.  The rating-of-record prepared at the end of an employee’s rating period.


C.
Appraisal.  The act or process of reviewing and evaluating the performance of an employee against the described performance standard(s).


D.
Classified Information.  Information that has been officially assigned a classified or higher security designation by the Department of Energy or other Federal agency or organization.  Bonneville employees creating or handling such information are required to have a Federal security clearance of "SECRET" or higher.


E.
Critical Element.  A performance requirement of a position consisting of one or more duties and responsibilities that so significantly contributes toward accomplishing organizational goals and objectives and that is of such importance that “Unacceptable” performance in this area would result in “Unacceptable” performance in the position as a whole.


F.
Days.  All references to “days” in these procedures mean calendar days.


G.
Element Rating.  A rating assigned to an employee’s performance in a critical performance element, as measured against the performance standards established for that element.


H.
Employee.  Unless otherwise noted, employee means all employees who are covered by the provisions of this Personnel Letter.


I.
Minimum Rating Period.  The minimum amount of time an employee must have served in a position with a written performance plan in order to receive a rating.  BPA’s minimum rating period is 90 days, under an established performance plan under the same Rating Official.  

J.
Opportunity Period.  An amount of time established in a performance improvement plan for an employee to improve “Unacceptable” performance.


K.
Performance Plan.  The critical elements and performance standards established for an employee’s position for the purpose of assigning performance ratings.


L.
Performance Improvement Plan (PIP).  The plan provided to employees whose performance in one or more critical elements has been determined to be “Unacceptable.”


M.
Performance Standard.  A statement of the expectations or requirements established by management for a critical performance element.

N.
Progress Review.  The periodic review of an employee’s progress toward achieving the performance standards in the performance plan.


O.
Rating Official.  The individual, normally the immediate manager, with the authority to appraise the performance of an employee.


P.
Rating Period.  The period of time established in the appraisal system for which an employee’s performance will be evaluated annually.  BPA’s rating periods are specified in section IX, Annual Ratings, below.

Q. Rating-of-Record.  The summary rating:  

1. Required at the time specified by the performance appraisal system (normally at the end of an employee’s annual rating period, i.e., the annual rating); or 

2. At such other times specified by this Personnel Letter (e.g., to document an “acceptable-level-of competence” determination for within-grade increase purposes, at the end of the “opportunity to improve” period specified in a Performance Improvement Plan, at the end of an annual rating period that is extended to satisfy minimum rating period requirements, etc.). 

R.
Reviewing Official.  A higher-level manager, normally the rated employee’s second-level manager, who reviews and approves performance plans, and performance ratings in accordance with the provisions of this issuance.


S.
Summary Rating.  The rating used to describe an employee’s overall performance level.

VI.
RESPONSIBILITIES/AUTHORITY


A.
The Chief Executive Officer shall ensure that subordinate executives are aware of their responsibilities under these procedures.  


B.
The Chief Operating Officer, and Vice Presidents are responsible for administering the performance appraisal system within their respective organizations in accordance with this Personnel Letter and shall:



1.
Ensure that managers under their jurisdiction attend needed training;



2.
Ensure that performance plans are approved at the beginning of the rating period and employees’ performances are appraised and documented in a timely manner;



3.
Ensure that performance appraisals are fair, objective, and collectively reflect the organization’s performance; and



4.
Ensure that “Unacceptable” performance is dealt with on a timely basis in accordance with Section XII, “Dealing with “Unacceptable” Performance,” below (also see Personnel Letter 




432-1).


C.
The Manager, Human Resources, Diversity and EEO is responsible for recommending policy, developing supplementary directives, and maintaining liaison with OPM and the Department on related policy and regulatory matters.


D.
The Manager, Personnel Services is responsible for recommending policy and developing supplementary directives and shall also:



1.
Maintain liaison with OPM and the Department on related policy and regulatory matters;



2.
Provide technical and operational support and advice to managers to help them administer the performance appraisal system in a manner consistent with the provisions in this Personnel Letter and applicable laws, rules, and regulations;



3.
Arrange for necessary training and orientation on the performance appraisal system and related matters for managers and employees;



4.
Ensure that performance appraisal documents are maintained in the Headquarters Personnel Services office in accordance with the requirements in 5 CFR, Parts 293 and 297;



5.
Ensure that appropriate coordination with BPA’s recognized bargaining units occurs; and



6.
Evaluate the effectiveness of the performance appraisal system, including the extent to which the responsibilities in this Personnel Letter are met, as well as the extent to which the results of performance appraisal are used as the basis for other personnel actions.


E.
Managers shall appraise the performance of employees they supervise.  These officials shall also:



1.
Assure that position descriptions reflect the duties and responsibilities of positions;



2.
Ensure that performance plans are established and communicated to employees within 30 days of the beginning of employees’ rating period, or upon assignment to a new position as required by this issuance;



3.
Ensure that performance expectations, including explanations as to how the generic performance standards apply to a position, are reasonably consistent for identical-additional positions in the manager’s immediate work unit;



4.
Provide at least one progress review for each employee during the rating period, maintain awareness of employees’ performance in relation to prescribed standards, and periodically inform them of how they are performing in relation to the standards;



5.
Guide and assist employees, helping employees to progress according to ability, and assist employees who have “Unacceptable” performance, in improving their performance to the “Successful” rating level;



6.
Appraise subordinate employees as prescribed on a timely basis; and



7.
Review performance plans and ratings prepared by subordinate managers in accordance with the provisions of this issuance, and provide advice or instruction, as appropriate.


F.
Staff Managers shall review all ratings-of-record to ensure compliance with provisions of this Personnel Letter.

VII.
PERFORMANCE PLANS


A.
Generic Performance Plans.  The generic performance plan in Exhibit A shall be mandatory for all employees covered by the provisions of this issuance.  All performance elements in the generic performance plan have been designated as critical (see definition of Critical Element under section V of this issuance).


B.
Establishment of Performance Plans.  In establishing performance plans, it is critical that each plan be carefully explained to the employee(s) covered under the plan.  It is the responsibility of each Rating Official to clearly explain the performance standard to each employee within the context of that employee’s job.  The nature and meaning of each standard element and its individual components must be sufficiently clear to employees that they understand what it means with respect to the actual work they perform and results expected, and how these results will be assessed by the supervisor.  Performance plans shall:



1.
Be established by the Rating Official for each reporting employee in collaboration and with the participation of that employee.



2.
Be in place (signed and dated) and communicated to employees within 30 days following the beginning of (a) the rating period, (b) any work assignment expected to exceed 120 days (e.g., time-limited promotion, detail, etc.), or (c) assignment to a new position more than 90 days in advance of the end of the rating period.  



3.
Be in place at least 90 days in advance of the appraisal process to allow employees a sufficient period to perform.



4.
If a particular component within a performance element (e.g., the second bullet point, “Consistently meets due dates.  Exceptions are rare,” under standard element number one, “Managing Work Assignments”) is of such significant importance that failure to meet the standards of that performance component would result in a rating of “Unacceptable” performance for the entire element, the employee must be informed of this when the standard is established at the beginning of a rating period, or at the time during the rating period that the component assumes such importance provided that a minimum rating period of 90 days can be met.  (See sections VIII.A and X.B.2 of this issuance.)
VIII.
EVALUATING EMPLOYEE PERFORMANCE DURING THE RATING PERIOD

A.
Progress Reviews.  Performance evaluation is a day-to-day process; therefore, informal discussions of performance should be held periodically.  Frequent progress reviews are strongly encouraged and are particularly appropriate when there is a noteworthy accomplishment; any conclusive indication of a performance problem; any significant change in the nature or importance of a performance element or component necessitating a clarifying explanation or supplementary instructions to an employee*; or at the conclusion of a major project or assignment when the employee’s performance can be recalled easily.  In addition, Rating Officials shall conduct at least one formal progress review, usually at about the midpoint of the rating period, with each employee.  For an employee under a performance plan for the entire annual rating period, the midpoint review should normally occur during March or April.



*(For example, when the importance of an individual component of a performance element, which had not been applicable to an employee’s job, becomes applicable during the rating period [see items VII.B.4, and X.B.2 of this issuance].)


B.
“Unacceptable” Performance.  At any time during the rating period that an employee’s performance is determined to be “Unacceptable” in one or more critical elements of his/her performance plan, his/her Rating Official shall promptly initiate special efforts to bring about improvements (see section XII, Dealing with “Unacceptable” Performance, below).  In all instances of “Unacceptable” performance, managers must seek the advice and assistance of the Employee Relations staff in Personnel Services.


C.
Advisory Ratings.



1.
Advisory ratings are assigned when employees complete details or time-limited promotions over 120 days, and when employees have served 90 days under performance plans and change positions during the rating period.  Advisory ratings are also completed for all employees when a Rating Official leaves a managerial position during the rating period, provided a minimum rating period has been served.  Advisory ratings are documented on the Performance Plan and Appraisal form (Exhibit A).  A copy of the rating must be provided to the new Rating Official and to the employee.



2.
When employees are detailed outside of the Agency, a reasonable effort shall be made to obtain an advisory rating from the outside entity to which they have been detailed.



3.
Advisory ratings shall be considered by the new Rating Official in assigning the official annual rating.



4.
An advisory rating may become the annual rating if it is issued within 90 days of the date that the scheduled annual rating is due.

IX.
ANNUAL RATINGS

A.
Unless a situation meets the criteria for extending rating periods (as indicated in C, below), annual ratings shall be completed within 30 days after the completion of the appropriate rating period utilizing the Performance Plan and Appraisal Form (Exhibit A).


B.
BPA’s annual rating period for employees covered by this issuance is November 1 – October 31*



*Unless an extension of a rating period is needed under criteria in C, below, all ratings must be assigned and forwarded to Personnel Services office not later than 30 days after the rating period ends.  Ratings may be assigned up to 30 days in advance of the end of the rating period in order to balance workload.  Ratings for employees who are on leave or extended training and are otherwise due, should be delayed until the employee returns unless a within-grade pay increase determination is due; in such a case, the employee’s signature is not required but the Rating Official must discuss the rating with the employee orally, over the telephone.


C.
Criteria for Extending a Rating Period.



1.
Employees who have not been in the same position, under the same Rating Official, and with established performance plans for 90 days, shall have their annual rating period extended until the 90-day minimum rating period is met.  However, as indicated in section VII.C, Advisory Ratings, above, if an advisory rating has been issued within 90 days of the end of the annual rating period, it may become the annual rating-of-record.



2.
A rating period may be extended until an opportunity period for improving “Unacceptable” performance has been completed.  When the rating period is extended for this reason, the employee shall be notified in writing of the extension of the rating period to the end of the opportunity period, and that the current performance plan will remain in effect until that time.  Annual ratings should be completed within 30 days after the completion of the extended rating period; the ending date of such period is indicated on the Performance Plan and Appraisal Form (Exhibit A), and shall correspond with the end of the opportunity period.


D.
An annual rating shall be prepared by the manager who is the Rating Official at the end of the rating period.  If the manager of record has left the position or is absent from his/her position (e.g., temporary assignment, leave of absence, etc.), the next higher-level manager may serve as the Rating Official.


E.
Employees shall be appraised on each element and a summary rating shall be prepared as indicated in section X, Rating-of-Record, below.

X.
RATING-OF-RECORD

A rating-of-record is assigned at the end of a rating period (as indicated in section IX, Annual Ratings, above).  Under certain circumstances, it is also assigned in connection with a within-grade increase determination and after an employee has completed an opportunity period.


A.
General Requirements.  A rating-of-record shall:

1. Be in writing and discussed with employees.

2. Reflect performance during the rating period only.

3. Be assigned only on the authorized form (see Exhibit A).


BPA does not require Rating Officials to provide narrative documentation of employees’ specific accomplishments to support summary or element ratings.


B.
Element Ratings.  Ratings will be assigned to each element unless a determination is made that there was not sufficient opportunity to demonstrate performance at the “Successful” level.  If such an opportunity did not exist, the element must be considered as unrateable for purposes of assigning a summary rating; in such a case, the Rating Official will annotate the rating form accordingly (i.e., “N/A” for Not Applicable).  The following applies to element ratings:



1.
Each element in the performance plan shall be rated at one of the following two performance levels based on the employee’s performance.

a.  “Successful” – Performance in the element covers a wide range of performance from good to excellent.  Overall, the employee has met all performance expectations required by work assignments and the immediate supervisor.

b.  “Unacceptable” – Performance in the element fails to meet the performance standard for the “Successful” level.



2.
In assigning element ratings:

a. Performance throughout the year shall be carefully and thoroughly considered.  This includes any feedback or other measurements utilized in determining the level of results achieved related to any applicable performance expectations.

b. Under the provisions of Executive Order 13298 (Section 5.4 [d][7]), Rating Officials supervising an employee whose duties involve the creation or handling of classified information MUST consider and evaluate performance of these duties under Critical Performance Element number one (Managing Work Assignments).  Additionally, upon establishment of performance plans, Rating Officials MUST inform the pertinent employee that these duties are considered critical and will be monitored and evaluated under the appropriate Critical Performance Element(s) of the performance plan.

c. Rating Officials shall provide employees with the opportunity to present feedback on their performance (e.g., self appraisals, etc.) if requested by the employee, and shall discuss individual element ratings with employees prior to finalizing the ratings.

d. Rating Officials are encouraged to obtain voluntary feedback from coworkers and customers/clients in evaluating all critical elements.

e. Only one of the two ratings levels above shall be assigned to each element (regardless of the number of separate components contained in the element description).  If a particular component within a performance element is of such significant importance that failure to meet the standard of that performance component would result in “Unacceptable” performance for the entire element, the employee must be informed of this:

1) When the standard is established at the beginning of the rating period; or

2) At the time during the rating period that the component assumes such importance (provided that a minimum rating period of 90 days can be met).





(See sections VII.B.4 and VIII.A of this issuance.)
3) Since all elements are critical (see definition of Critical Element under section V of this issuance), “Unacceptable” performance in one element will result in a summary rating of “Unacceptable” (see Summary Rating information below).


C.
Summary Ratings.  Employees shall be provided with a summary rating based on element ratings.  Element ratings are converted to summary ratings as follows:

1.  “Successful”.  Element ratings for all critical elements are rated at the “Successful” 

level.
2.  “Unacceptable”.  At least one critical element is rated at the “Unacceptable” level.


D.
Review and Approval of Ratings.  Review and approval of summary ratings by Reviewing Officials are not routinely required when the rating to be assigned is “Successful.”  A Reviewing Official may elect to retain the approval authority for any given circumstance.



If the Reviewing Official authority is retained, summary ratings may not be communicated to employees prior to approval by Reviewing Officials.  This does not preclude communication about the appraisal of performance on individual elements between a Rating Official and an employee prior to the determination of the rating.



If the Rating and Reviewing Officials do not agree on the employee’s rating for any element, the Reviewing Official’s judgment will prevail; if necessary, the Reviewing Official shall annotate the appraisal form accordingly.



If an “Unacceptable” summary rating is proposed, a Reviewing Official shall review and approve the rating.  Rating Officials must seek the advice and assistance of Personnel Services prior to assigning an “Unacceptable” summary rating.


E.
Employee Signature Upon Receipt of Rating.  An employee shall be requested to sign the appraisal form upon his/her receipt of the form.  The employee’s signature indicates only that he/she has seen the summary rating and was given the opportunity to discuss the element ratings.  A performance rating is valid even when the employee refuses to sign the form.  If the employee refuses to sign the form, the Rating Official will annotate the form accordingly.  A copy of the completed form will be provided to the employee.


F.
Review and Submission of Completed Ratings.  Completed ratings are sent to Staff Managers, who shall receive the ratings to ensure compliance with provisions of this Personnel Letter, prior to forwarding ratings to the Personnel Services office.


G.
Employee Dissatisfaction with Summary Rating.  Employees may comment on ratings, and written comments will be retained with the form as part of the formal record.  In addition, information on employee grievances and appeals can be found in Personnel Letter 771-1, Administrative Grievance Procedure, or in negotiated agreements between management and bargaining unit employees’ exclusive representatives.  Employees wishing to grieve or appeal performance ratings, or personnel actions based on performance ratings, should consult those sources for applicable procedures.

XI.
PERFORMANCE APPRAISAL RECORDS

A.
Types of Records.  Official performance appraisal records consist of the Performance Plan and Appraisal Form (Exhibit A).


B.
Maintenance.  Offices are responsible for sending completed ratings-of-record, including the performance plans on which the ratings are based, to the Personnel Services office as soon as possible after assigning ratings.  If the documents are mailed, they should be sent in a sealed envelope.  Completed performance ratings-of-record, including the performance plans on which the ratings are based, and other performance-related documents are filed separate from the Official Personnel Folders (OPFs) in the Personnel Services office.



All advisory ratings should be sent to the gaining manager responsible for assigning the next rating-of-record.



The Personnel Services office is responsible for entering ratings-of-record into HRmis and generally will use common “effective” dates in doing so.  However, for personnel purposes (e.g., RIF), the official date for a rating corresponds to the date that the appraisal was signed by the Rating Official, or to the date signed by the Reviewing Official if such official signed the rating.


C.
Availability.  The Privacy Act covers performance appraisal records.  The Personnel Services office shall provide access to any performance appraisal document to the employee, the employee’s representative designated in writing, or other official having a need for the document.  All requests for performance appraisal documents made to managers should be referred to the Personnel Services office.


D.
Retention.  Completed performance ratings-of-record, including performance plans on which they are based, and other performance-related documents are retained in the Employee Performance File for 4 years.

XII.
DEALING WITH “UNACCEPTABLE” PERFORMANCE

At any time during the rating period a Rating Official deems an employee’s performance to be “Unacceptable” in one or more critical elements in his/her performance plan, the Rating Official shall promptly initiate special efforts to bring about improvements.  See BPA Manual 400/432 for BPA’s policy on unacceptable performance, and see Personnel Letter 432-1 for specific instructions for dealing with unacceptable performance, including issuing a performance-improvement plan (PIP), and providing the employee with an opportunity to improve his/her performance.

XIII.
RELATIONSHIP OF PERFORMANCE APPRAISAL TO OTHER PERSONNEL ACTIONS


A.
Within-Grade Increases (WGIs).  To receive a WGI, in addition to meeting other requirements listed in 5 CFR, Part 531, a current rating-of-record of “Successful” is required (i.e., performance at an Acceptable-Level-of-Competence (ALOC) or higher).



If performance is not at an ALOC, a new rating-of-record must be prepared to support the decision to withhold the WGI.  However, if an employee is due to receive his/her WGI during an opportunity period for improving “Unacceptable” performance (see Personnel Letter 432-1, Unacceptable Performance), the ALOC determination may be postponed until the end of the opportunity period.  In all cases of performance below the ALOC (i.e., the successful level), managers must seek the advice and assistance of the Employee Relations staff in Personnel Services. 



If the current rating-of-record is below an acceptable-level-of-competence, the Personnel Services office will not process an otherwise due WGI unless a new rating-of-record is assigned reflecting an ALOC.  See Personnel Letter 531-1 for specific requirements and procedures for granting and denying WGIs.


B.
Quality Step Increase (QSI).  GS employees are eligible for a QSI, provided that:



1.
They receive a “Successful” rating-of-record; and



2.
Are approved for a QSI by management, as documented in a justification statement that demonstrates sustained high quality performance that substantially and consistently exceeds the “Successful” level.



See Personnel Letter 531/451, Quality Step Increase, for specific instructions regarding awarding a QSI.


C.
Reduction-in-Force (RIF).  Entitlement to additional service credit and to assignment rights for RIF purposes is based, in whole or in part, on performance.  Determinations of such credit shall be made in accordance with Personnel Letter 351-1.  A rating-of-record shall not be assigned for the sole purpose of affecting an RIF standing.  If a RIF becomes necessary, scheduled ratings-of-record may be postponed if all of the following conditions are met:



1.
The BPA Chief Executive Officer determines that the RIF cannot be postponed for specific, related reasons;



2.
The scheduled rating dates for employees in the competitive area are such that it will not be possible to process all ratings before the date that specific RIF notices are to be issued;



3.
There are persuasive reasons why ratings cannot be processed prior to the scheduled rating date so that all ratings can be processed before the date that specific notices are issued; and



4.
Issuance of general RIF notices, reducing the time required for specific notices (and, therefore, extending the time available to process ratings) will not resolve the problem.

D.
Promotions.



1.
Career Promotion.  An employee must have a current rating-of-record of “Successful” to receive a career promotion.



2.
Merit Promotion.  Personnel Letters 335-1 & 2 requires that candidates be appraised on the knowledge, skills, and abilities required for the position to be filled, rather than performance in the candidate’s present position.  Thus, there is no direct link between the overall performance rating level and merit promotion actions; however, selecting officials should give due weight to the performance ratings of job applicants, as an indicator of the quality of prior experience in making selection decisions.


E.
Training.  Subject to internal controls, Rating Officials may authorize training to improve an employee’s performance in the employee’s present job, as well as for developmental purposes.  The performance appraisal process should identify areas where remedial training may be necessary for an employee to meet or surpass specified performance standards.

G.
Probationary Periods.



1.
New Employee Probationary Period.  New employees must be carefully observed and appraised during their probationary period to determine whether they can perform their duties acceptably and have the qualities needed to become successful career employees.  Information generated during the performance appraisal process may provide a basis to determine progress during the probationary period and will assist Rating Officials in deciding whether to retain an employee in the Federal Service.  (Additional information is provided in Personnel Letter 315-2, Probationary or Trial Periods for New Employees.)  Managers must seek advice and assistance from the Employee Relations staff prior to removing an employee during his/her probationary period.



2.
Supervisory Probationary Period.  Foreman II/III employees and other hourly supervisors whose positions meet the criteria established by the Job Grading Standard for Supervisors may be subject to serving a probationary period.  Such employees will have substantive supervisory responsibilities reflected in their performance plans in the “Leading, Coaching, Developing and Supervising” critical element.  Information generated during the performance appraisal process may provide a basis for deciding whether to retain these employees in supervisory positions.  Additional information is provided in Personnel Letter No. 315-1, Probationary Period for New Managers and Supervisors.

XIV.
ORIENTATION, TRAINING, AND PROGRAM EVALUATION


A.
During initial orientation, all new BPA employees will be presented a copy of this Personnel Letter and be informed about supervisory and employee participation in, responsibilities under, and the impact of the Performance Appraisal process.


B.
All new Foreman II/III employees and other hourly supervisors who are Rating Officials will receive training in the Performance Appraisal system and process during their mandatory supervisory training.

Godfrey C. Beckett

Manager, Human Resources, Diversity, and EEO

Attachment:

Exhibit A

	BPA F 3430.01e (Page 1)

(10-03)

(Prior editions unusable)
	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION
	Electronic Form Approved

by CIEP– 10/17/2003

	PERFORMANCE PLAN AND APPRAISAL



	PRIVACY ACT STATEMENT



	This form is subject to the Privacy Act. The completed form will be filed in the personnel office and will be available for review to appropriate management levels having a need to know. The information will be used as a basis for various personnel actions such as training, reduction in force, pay determinations, rewarding, and removing employees. The authority to collect this information is in Sections 1103 and 4305, of title 5, United States Code. The information will not be disclosed outside BPA without prior consent, except as required or permitted by law and regulation.




	BPA F 3430.01e (Page 2)

(10-03)

(Prior editions unusable)
	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION
	Electronic Form Approved

by CIEP – 10/17/2003

	
	PERFORMANCE PLAN AND APPRAISAL
	

	
	Period Covered

	Reference should be made to Bonneville Power Administration Personnel Letter
	

	430-1 for policy guidance and further information.
	From:
	     
	To:
	     

	1. Name of Employee
	2. Employee ID (EmpllD)

	     
	     

	3. Position Title, Series, and Grade
	4. Position Number

	     
	     

	5. Organization Title, Code, and Routing

	     

	Certification of Discussion and Issuance of Performance Plan

	A copy of the elements and standards has been provided to the employee and an opportunity to discuss them with the Rating Official has been afforded to the employee.

	6. Employee’s Name (Print or Type) and Signature
	Date

	     
	     

	7. Rating Official’s Name (Print or Type) and Signature
	Date

	     
	     

	8. Reviewing Official’s Name (Print or Type) and Signature
	Date

	     
	     

	9. Progress Reviews

One formal review is required midway through the rating period to inform the employees of their level of performance by comparison with the elements and standards in their performance plans. The date of the formal progress review must be recorded, and both the employee and the Rating Official must initial. Dates of other reviews can also be recorded in the boxes to the right.
	Employee’s

Initials
	Rating

Official’s

Initials
	Date

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	10. Reasons For Appraisal (to receive rating, employee must have served at least 90 days under performance plan):

	 FORMCHECKBOX 

	Annual Rating

	 FORMCHECKBOX 

	Rating of Record for reasons other than Annual rating (specify reason).
	     

	
	(You must contact the Employee Relations staff in Personnel Services when you use this reason for appraisal.)

	 FORMCHECKBOX 

	Advisory Rating for detail or time-limited promotion of 120 days or more.

	 FORMCHECKBOX 

	Advisory Rating due to position change.

	 FORMCHECKBOX 

	Advisory Rating assigned due to Rating Official leaving (employee was supervised at least 90 days under performance elements.)

	11. Summary Rating

	 FORMCHECKBOX 

	Successful:  Element ratings for all critical elements are rated at least at the “Successful” level.

	 FORMCHECKBOX 

	Unacceptable:  At least one critical element is rated as “Unacceptable”.

	12. Certification Of Summary Rating

	The Performance Rating documented on this form has been discussed with the employee and the employee has been given a copy.

	Employee’s Signature
	Date

	     
	     

	Rating Official’s Signature
	Date

	     
	     

	Reviewing Official’s Signature
	Date

	     
	     

	13. Critical Performance Elements (See Reverse)

The elements listed on the reverse are critical. Elements 1, 2, and 3 apply to all employees; Element 4 also applies to all Foreman II/III and other hourly supervisors. The employee and Rating Official will discuss how each of these elements will apply to performance during the rating period; however, the Rating Official is authorized to make the final determination regarding how the expectations will apply. Rating Officials are encouraged to obtain voluntary feedback from coworkers and customer/clients. Only one of the following rating levels shall be assigned for each element, regardless of the number of components in that element: 

· SUCCESSFUL - Performance in the element covers a wide range of performance from good to excellent. Overall, the employee has met all performance expectations by work assignments and the immediate supervisor.

· UNACCEPTABLE - Performance in the element fails to meet the performance standard for the Successful level.
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	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION
CRITICAL PERFORMANCE ELEMENTS
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	1. Managing Work Assignments
· Routinely manages assignments in an effective manner and turns in acceptable products.

· Consistently meets due dates.  Exceptions are rare.

· Regularly listens carefully to customers/clients to understand their needs and interacts with them in an effective and positive manner.

· Regularly assumes responsibility for ensuring commitments to customers/clients are met and considers consequences to customers/clients before taking action.

· Regularly uses acceptable workload management techniques based on the nature of the work in order to complete assignments on schedule and to provide sufficient early warning of impending work management crises.

· Work assignments normally require minimum oversight.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	2. Quality of Expertise (This critical element applies to non-managerial employees only. Expertise is expected to be commensurate with the level of the position.)

· Regularly demonstrates effective expertise in assigned areas.

· Work products and activities consistently reflect an appropriate knowledge of the methods, approaches, techniques, tools, equipment, concepts, laws regulations, policies, and/or procedures, which are discipline specific.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	3. Teamwork

· Regularly develops and maintains positive and productive relationships with team members and others inside and outside of the work group.

· Regularly communicates effective information needed for task completion.

· Normally contributes to group projects and meetings actively; effectively supports and encourages others, especially in difficult or high-pressure situations.

· Regularly seeks different perspectives and ideas when resolving issues.

· Regularly collaborates and shares knowledge, expertise, information, and credit freely across levels and functions.

· Customarily, assumes responsibility and learns from own mistakes.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	4. Leading, Coaching, Developing and Supervising (applies to Foreman II/III and other hourly supervisors only)

· Consistently communicates clear directions and priorities.  Exceptions are rare.

· Regularly gains commitment and participation by modeling actions necessary to accomplish the direction.

· Normally establishes clear performance expectations and objectives in partnership with each employee, and provides additional clarification of expectations, and objectives, as necessary.

· Evaluates accomplishments based on established expectations in a timely and fair manner.  Exceptions are                rare.

· Assesses strengths and development needs of employees, giving timely, specific and on-going feedback.  Exceptions are rare.

· Works in partnership with employees and/or groups to prepare employee development plans and provides support and resources for implementation of development plans.  Exceptions are rare.

· Normally encourages employees to challenge themselves and promote new ideas and approaches.

· Customarily recognizes and rewards individual/group accomplishments in a timely manner.

· Consistently holds employees accountable for desired results and workplace conduct and cooperation.  

· Values diversity- - routinely seeks and uses a broad range of experiences, backgrounds, and points of view to achieve organizational goals, which supports everyone’s success.

· Regularly promotes a workforce environment conducive to EEO for all employees in an active manner and in accordance with law, EEO guidelines, and DOE and BPA policies and regulations.

· Regularly manages assigned program, operations and resources of the unit, utilizing accepted managerial skills to develop and implement plans and operational procedures, and sound budget formulation and control methodology to strive for and consistently achieve successful outcomes.


	 FORMCHECKBOX 

	 FORMCHECKBOX 
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