EMPLOYEE PERFORMANCE COMMUNICATION SYSTEM (EPCS) 

PERFORMANCE MANAGEMENT ANNUAL TIMELINE

Stage 1 – PLANNING (Outcome – Performance Plan Established)
	May 1 –
June 1
Note:  

For the 2007/2008 period, plans are to be established by Aug 1.
	· Supervisor (Sup) communicates mission program and cascaded goals

· Sup determines work unit and individual contributions

· Sup develops performance elements (critical, non-critical), standards and indicators at Meets level

· Sup gets input from Employee (Ee).  Sup makes final decision

· Sup offers IDP development at any time of year to capture training/development goals

· Sup & Ee discuss how feedback on measuring performance will be given in addition to mid-cycle review

· Sup & Ee sign and date plan
· Sup enters position competencies into the Competency Management System (CMS) within 1 month of Ee's assignment to organization.  Ee then enters any additional competencies and rates his/her proficiency.  Sup validates proficiency and documents any discrepancy.
	Resources      
*  GSFC Strategic and Annual 
    Plan     
*  Cascaded goals                            
*  Previous year’s 
    performance plan    
*  EPCS NPR 3430.1C                         
*  EPCS Performance Plan 
    Form


Stage 2 – MONITORING (Outcome – Ongoing Feedback / Progress Review)
	Mid-Oct -
Nov 20
	· Sup requests Ee’s accomplishments

· Sup & Ee engage in  progress review and then sign form
	Resources     

*  Current Performance Plan     

*  Mid-Term Progress Review 
    and Plan 

    Update (Guide)     

*  Project discussions     

*  Work plans                              

*  Work samples                                                                  

*  Input from detail and  
    matrix Sup and team leader

	On-going


	· Sup consistently measures performance and provides feedback on progress toward goal achievement

· Sup consistently measures performance 

· Sup & Ee discuss work requirements

· Sup clarifies expectations 

· Sup addresses poor performance and Ee corrects performance deficiencies

· Sup  maintains a performance file with Ee’s accomplishments 

· (NOTE:  Use performance plan to annotate periodic progress reviews.)
	


Stage 3 – DEVELOPING (Outcome – Increase Competencies)
	On-going


	· Ee receives performance coaching

· Ee develops competencies to perform well in the current position 

· Sup considers future needs including succession planning
· Sup ensures that employee takes required training 

· Ee takes lead on follow-up to IDP training/development

· Use a variety of development methods, i.e., OJT, independent study, shadowing, etc.
	Resources    

*  Sup observations     

*  Employee requests     

*  Individual Development 
    Plan


Stage 4 – RATING (Outcome – Performance Appraisal)
	April 1 - May 31

	· Sup requests Ee’s list of accomplishments relative to each element 

· Sup reviews accomplishments against performance standards

· Sup prepares narrative summary, which includes feedback from matrix/detail Sup

· Sup assigns a performance rating for each element and an overall summary rating/completes appraisal narrative

· Sup & Ee engage in appraisal discussion – includes Ee input,  how training/ developmental goals were met & Sup appraisal summary/rating

· Sup & Ee sign rating/form

· Ee request for informal reconsideration decided by Sup
· Sup enters rating into the NASA Organizational Profile System (NOPS)

NOTE:  Performance rating should be delayed if an Ee has not been observed for the minimum appraisal period.    
	Resources    

*  Performance Plan                           

*  Project discussions       

*  Notes from Progress 
    Review
*  Work plan       

*  Detail and Matrix 
    Sup       

*  Team leader                  

*  Employee’s list of 
    accomplishments       

*  Databases, Logs     


Stage 5 – REWARDING (Outcome – Achievement Recognition)
	May – August 1*
	· Sup recognizes sustained high performance, rewarding those who received Distinguished ratings greater than those receiving Meets/Exceeds ratings.
· An employee must be rated Distinguished to receive a quality step increase (QSI).  A QSI must be made effective within 120 days of the end of the performance cycle.  
	Resources 

*  Appraisal rating and 
    justification    

*  Special Achievement 
    nomination forms     

*  Awards NPR 3451.1     

*  GSFC GPD 3451.1D

	On-going
	· Sup becomes familiar with the various awards available

· Sup considers numerous award options and takes action to reward good performers for special achievements by planning award nominations
NOTE:  Sup should be prepared to submit nominations when the agency announces the awards call for nominations which occur at various times during the year.
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