ATTACHMENT A

BONNEVILLE POWER ADMINISTRATION

HUMAN CAPITAL MANAGEMENT
Portland, Oregon
PERSONNEL LETTER NO. 531/451
DATE:  September 29, 2008

SUBJECT: Quality Step Increase (QSI)

PURPOSE:
This Personnel Letter - 

· Provides the basic parameters for giving Quality Step Increases (QSIs) as compensation for sustained accomplishment of work results over and beyond established expectations for the position. 

· Includes the Human Capital Management (HCM) Strategic Business Partners in the nomination process, as designated on Attachment A. 

· Replaces Personnel Letter (PL) 531/451 dated January 3rd, 2008.
POLICY SUMMARY

A QSI is an additional Within Range Increase (WRI) increase which has continuing benefits in addition to the higher pay rate such as increasing the recipient’s life insurance coverage and in some cases the employee’s annuity.  Because the WRI is a continuing benefit, recommending and approving officials should consider carefully the continuing cost to the Government compared to the motivational and recognition value to the employee.
I.
DEFINITIONS


Quality Step Increase (QSI)

An increase in an employee’s rate of basic pay through an additional within-range increase granted for sustained high quality performance.


Within-Range Increase (WRI)

An increase in an employee’s rate of basic pay by advancement from one step of his/her grade or range to the next after meeting requirements for length of service and performance.  
II.
LIMITATIONS


Business Units shall not give quality step increases to more than ten (10) percent of their total annual employees at the start of each fiscal year.  

III.
BUDGET


Funded from Business Unit budgets.  Shall not be re-allocated from Business Unit Recognition Program budget.  

IV.
ELIGIBILITY


QSIs may be granted to a GS/GM employee who receives a “significantly exceeds expectations” rating of record, and whose performance demonstrates sustained high quality performance that substantially and consistently exceeds the results expected.  A quality step increase may NOT be granted:  


A.
To an employee who has received a quality step increase within the preceding 52 consecutive calendar weeks;


B.
To an employee in a career ladder position where promotion to the next higher grade is based on “Successful” performance of the previous grade; 


C.
When the employee is about to receive or has just received a promotion in which selection included consideration of the high quality performance the QSI would recognize; and,

D.
When the employee is on a temporary promotion.

V.
RELATION TO WITHIN-RANGE INCREASES

Quality Step Increases won't affect the timing of an employee's next regular WRI, unless the QSI places the employee in step 4 or step 7 of their grade.  In these cases the waiting period is increased by an additional 52 weeks.  The waiting period for steps 1-4 is 52 weeks, steps 5-7 is 102 weeks and steps 8-10 is 156 weeks. The time that an employee has already waited counts towards the next increase, but they must wait the full period that the new step requires.

Please refer to paragraph VIII.C. for situations when a manager may want to defer a QSI.

VI.
ACCOMPLISHMENTS NEEDED TO SUPPORT QSI

A.
The employee’s accomplishments must support achievement of established targets.  


B.
The level of performance achieved must:  



1.
Substantially exceed the generic performance standards and any specific, expected work results communicated to the employee by the supervisor; and,


2.
Have been sustained throughout the annual performance appraisal period.  

VII.
NOMINATIONS


Nomination may be initiated only by the immediate supervisor/manager and, except as noted in paragraph VIII. C, below, is initiated as soon as possible following the end of an annual appraisal period and assignment of a rating to the employee.  

VIII.
PROCEDURES

A.
The recommending supervisor must prepare a BPA F 3450.01e, Award Nomination, and a justification statement that specifically describes:



1.
The expected work results; 



2.
The actual results achieved and their linkage to established targets; and,


3.
How the results exceeded the standards as specified in paragraph VI B, above.  


B.
The nomination must carry the signature of the highest level official from that organization, including the signature of the HCM Strategic Business Partner.  Once all approvals are obtained, the form should be forwarded to the appropriate HCM processing unit for final processing.  


C.
The QSI will normally be effective at the start of the first pay period following approval by the highest level official in the employee’s organization.  However, a deferred effective date may be requested by the recommending manager in order to provide the maximum benefit to the employee in cases where receipt would cause an extension of the employee’s waiting period for a within-grade increase that is otherwise due within 180 days of the end of the qualifying appraisal period upon which the QSI is based.

IX.
REFERENCES

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

· 5 U.S.C., Chapter 53, Subchapter III, General Schedule Pay Rates

· 5 CFR, Part 430, Performance Management

· 5 CFR, Part 531, Pay Under the General Schedule

· BPA Manual Chapter 400/430, Performance Appraisal

· BPA Manual Chapter 400/451, BPA Recognition System

· Personnel Letter 430-1, Performance Appraisal

· Personnel Letter 451-1, BPA Recognition System

Roy B. Fox
Chief Human Capital Officer
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STEP INCREASE (QSI) NOMINATION AND

 JUSTIFICATION

 

(Reference BPA Personnel Letter 531/451)

 

1. NOMINEE
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Position Title/Series/Grade/Step

 

Organization/Routing
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Date of Last QSI or Promotion

 



 



 



 



 



 

 



 



 



 



 



 

 

Proposed Effective Date

 

Deferred Effective Date 

(if applicable)

 



 



 



 



 



 

 



 



 



 



 



 

 

2. JUSTIFICATION: 

Describe each of the required accomplishments below to support the QSI nomination. 

 

a

. Employee’s accomplishments supports achievement of established targ

ets

:

 

 

b

. Level of per

formance achieved substantially

 exceeds the performance standards and any specific, expected work results 

 

    communicated by the employee and supervisor

:

 

 

c. Level of performance was sustained at high level throughout the annua

l performance appraisal period:

 

 

 

 

 

3. IMMEDIATE SUPERVISOR/MANAGER RECOMMENDATION

 

(

required)

 

Signature

 

Title

 

Date

 



 



 



 



 



 

 



 



 



 



 



 

 



 



 



 



 



 

 

4. UPPER

-

LEVEL APPROVAL 

(VP OR SVP, 

required

) 

 

Signature

 

Title

 

Date
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STRATEGIC BUSINESS PARTNER

 REVIEW 
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required)

 

Signature
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Date

 



 



 



 



 



 

 



 



 



 



 



 

 



 



 



 



 



 

 

6. REGULATORY REVIEW AND PROCESSED BY 

HUMAN CAPITAL MANAGEMENT

, 

NHR

-

1

 

Initials

 

Date

 



 



 



 



 



 

 



 



 



 



 



 

 

 

 

NOTE: QSI NOMINATIONS WILL BE ACCEPTED BY HUMAN CAPITAL MANAGEMENT ONLY

 THROUGH THE DATE 

SPECIFIC

IED 

IN THE ANNUAL QSI CALL MEMO.

  The 

only exception to the specified deadline

 is for situations in which an 

employee's annual rating of record is required to be delayed.  Then the QSI must be submitted to Human Capital Management

 within 

30 days following the assignment of the rating of record, whichever is later.

 

 

The effective date of the QSI will be the first day of the first pay period after receipt of all required documentation.

  QSI’s for 

employees in step 3 or step 6 of thei

r grade may have a

 deferred

 effective date up to 180 days after the end of 

the performance 

period, March 31

 for managers, April 30 for annual and hourly employees.

  When such a deferred effective date is desired, it must be 

explicitly requested on the nomi

nation form and must be sent to 

Human Capital Management

 by the 

deadline specified in the QSI call 

memo, 

unless the exception in the preceding paragraph is met.
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2. JUSTIFICATION: 

Describe each of the required accomplishments below to support the QSI nomination. 

 

a

. Employee’s accomplishments supports achievement of established targ
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:

 

 

b

. Level of per
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 exceeds the performance standards and any specific, expected work results 

 

    communicated by the employee and supervisor

:

 

 

c. Level of performance was sustained at high level throughout the annua

l performance appraisal period:
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