EMPLOYEE PERFORMANCE FILES (EPF)

PURPOSE

This policy describes the procedures and responsibilities for Rating Officials and the Office of Human Capital Management (OHCM) of the Goddard Space Flight Center (GSFC) relative to employee performance files (EPF) for each employee covered under the NPR 3430.1C.

APPLICABILITY

This policy applies to all employees serving under temporary, term, excepted (including NASA Excepted (NEX)), and Student Educational Employment Program appointments.
AUTHORITY 

a. NPD 1382.17, NASA Privacy Policy

b. NPR 3430.1C, NASA Employee Performance Communication System (EPCS)

c. Office of Personnel Management, The Guide for Personnel Record Keeping Operating Manual, November 2006

REFERENCES

a. Title 5, United States Code 552 a, Privacy Act records maintained on individuals

b. 5 CFR, Part 293, Employee Performance File System Records
c. 5 CFR, Part 294, Availability of Official Information

d. 5 CFR, Part 297, Privacy Procedures for Personnel Records
e. 5 CRR, Part 430, Performance Management

f. OPM/GOVT-2, Employee Performance File System Records, 65 Fed. Reg. 24731 (April 27, 2000).
CANCELLATION

None.

DEFINITIONS

Appraisal Period- The one-year period, from May 1 through April 30, for which performance shall be appraised and a Rating of Record prepared.

Employee Performance File (EPF) - A record system for storing each employee’s performance documents (performance plan, rating of record, etc.) in a separate file (blue folder) that must be maintained by the Rating Official.    

EPF Reviewer- A performance management (PM) Human Resource Specialist from OHCM, who reviews EPFs for regulatory compliance and reports findings and recommendations to supervisors/managers.  Conducts annual EPF audit and reviews EPFs of reassigned, separating, retiring, or transferring employees.

Individual Development Plan (IDP) - Identifies appropriate training and other developmental experiences that provide a framework for development discussions between employee and supervisors.  

Narrative Summary- A written, or otherwise recorded, summary that succinctly addresses an employee’s significant performance achievement(s) or result(s) or observable behavior(s) relative to his/her performance elements and standards for the appraisal period.

Performance Appraisal- The review and evaluation of an employee’s performance against the performance elements and standards described in the employee’s performance plan.

Performance Document- Any record (written or recorded), recommendation, support action, documentation, input, feedback, or responses that pertain to the accomplishment of the work assignments and responsibilities described in the employee’s performance plan.

Performance Plan- All the written or otherwise recorded performance elements that describe what the employee is expected to accomplish during the appraisal period and the standards against which the employee’s performance shall be appraised.

NF-1534 (Privacy Act Cover Sheet)- Cover sheet for transmittal of privacy data that is subject to the Privacy Act.  This is only applicable to data in hard copy format.   
Probationary Period- The trial period served by individuals who are newly appointed to federal agencies, including supervisors.

Quality Step Increase (QSI)- A step increase in addition to, and apart from, the regular within-grade increases.  

Rating Official- The individual (usually the immediate supervisor) who is responsible for engaging the employee as a partner in the establishment of the employee’s performance elements and standards in addition to appraising in a fair, accurate, and timely manner the employee’s performance against the performance plan at the end of the appraisal period.

Rating of Record- The written, or otherwise recorded, performance summary rating level assigned at the end of an appraisal period or when required by special circumstances (i.e. reassignment or separation).  The Rating of Record must be supported by a narrative summary of the employee’s performance.

SF 50- A standard form used to notify an employee that a personnel action has taken place.

SF 52- A standard form used to request the human resources office to do a personnel action for an employee.

WHAT DOCUMENTS MUST BE INCLUDED IN THE EPF? 

	Primary Performance Documents
	· Performance plans & ratings of records for the past four years.

· An Individual Development Plan (IDP), if any

· Any documentation of performance deficiencies and any employee response



	Performance Related Recommendations
	· Awards, 

· QSI’s, 

· Promotions, 

· Denial of within-grade increases, 

· Reduction to a lower grade, 

· Reassignments, 

· Removals, 

· Performance or developmental training 



	Performance Related Input or Feedback
	· Manager (Project, Matrix, or Transfer)

· Customer

· Employee



	Performance Related General Information
	· Special licenses, certifications, permits, or authorizations

· Transcripts of employment or training history

· Identification data



	Other Performance Related Documents 
	· Advice or counseling

· Employee’s accomplishments

· Employee’s probationary period

· Recommending personnel actions




Note:
The above documents must be maintained for four (4) years and then purged per instructions for disposal.  Accept in cases of an exception when there is a pending administrative proceeding for which the documents are relevant.  In such cases (e.g. EEO) maintain the documents in a separate secure file with other documents relevant to the proceeding.

WHAT DOCUMENTS MUST NOT BE INCLUDED IN THE EPF?


MAINTENANCE OF EPFS (ROLES & RESPONSIBILITIES)

RATING OFFICIAL

The Rating Official will be responsible for the maintenance of their direct reports Employee Performance Files (EPF).  EPF documents must be kept in an official employee performance file folder (blue folder).  The Rating Official is responsible for storing EPFs in a locked desk or filing cabinet, secured room, etc., with access limited to those who have authority to access them.  EPFs will be identified by full name, code, and position title.  All EPF contents will be maintained for four (4) years. 

OFFICE OF HUMAN CAPITAL MANAGEMENT (EPF Reviewer)

RANDOM REVIEW

Annually, a random audit of EPFs (EPF Audit) will be conducted by the Office of Human Capital Management (OHCM) EPF Reviewer.  Organizations will be notified of an audit and provided the EPF Checklist 30 days in advance.  Organizations will be provided a list of EPFs for audit within five (5) workdays prior to the audit.  The organization is responsible for providing space for the EPF audit.  The space, room, area, etc., where the Rating Official stores the EPFs will be checked.  Upon completion of the audit, within five (5) workdays, the EPF Reviewer will discuss findings and recommendations with the Rating Official.

ROUTINE REVIEW

Routinely, the EPF Reviewer will review the contents of the EPF when an employee is reassigned, separates, retires, or transfers.  Monthly, the EPF Reviewer will receive a report that lists employees who are reassigned, separating, retiring, or transferring:

Reassigned Employee (Routine Review)

When an employee is reassigned, the EPF Reviewer will send one detailed e-mail of instructions for both Rating Officials of the losing and gaining organizations.  Included in the e-mail to both Rating Officials will be an EPF Checklist, instructions on forwarding the EPF for the losing Rating Official, and instructions on receiving the EPF for the gaining Rating Official.  The losing Rating Official is responsible for forwarding the EPF to the gaining Rating Official within 30 days.  The losing Rating Official is responsible for the contents of the EPF and will provide any missing documents within seven (7) working days to the gaining organization.

Retiring, Separating, or Transferring Employee (Routine Review)

When an employee is retiring, separating, or transferring the EPF Reviewer will send an e-mail to the Rating Official.  Included in the e-mail will be an EPF Checklist, which will detail instructions that will assist the Rating Official in purging the EPF and a NF 1534.  When EPFs are transmitted, in accordance with NASA Privacy Procedural Requirements, the NF 1534 is to be included along with the EPF folder in a U.S Government Messenger envelope.  Also, in accordance with Privacy Act regulation, the statement, “Subject To The Privacy Act of 1974” and “To Be Opened By Addressee Only”, will be documented on the outside of the U.S. Government Messenger envelope.  The Rating Official will forward the employee’s EPF to the EPF Reviewer within 30 days.  The Rating Official is responsible for the contents of the EPF and will provide any missing documents within seven (7) working days.  

DISPOSAL OF EPFS
GENERAL

Under the authority of 5 CFR 293.404, agencies may establish procedures for disposing of EPFs.  When an employee is reassigned, retiring, separating, or transferring, all performance related documents no more than four (4) years old will accompany the EPF to the new organization, agency, or the National Personnel Records Center.  All other remaining documents will be purged from the EPF and disposed of by shredding or burning (burn bag).  If a former employee returns and their EPF was disposed of, a new one will be created.  

WHEN AN EMPLOYEE IS LEAVING THE CENTER

When an employee is separating, retiring, transferring, etc., from NASA, and their EPF needs to be properly disposed, the Rating Official will transfer the employee’s EPF with all relevant documents (ratings of record, performance plans, employee documentation, etc) that are no more than four (4) years old to OHCM within 30 days.  When EPFs are transmitted, in accordance with NASA Privacy Procedural Requirements, a NF 1534 is to be included along with the EPF folder in a U.S Government Messenger envelope.  The NF 1534 can be downloaded from the OHCM website under forms.  Also, in accordance with Privacy Act regulation, the statement, “Subject To The Privacy Act of 1974” and “To Be Opened By Addressee Only”, will be documented on the outside of the U.S. Government Messenger envelope.  The Rating Official is responsible for the contents of the EPF and will provide any missing documents within seven (7) working days.  The Rating Official will send EPFs to Performance Work-Life Dynamics Office (PWDO), Code 115, Bldg 1, Rm 136.  

WHO HAS AUTHORIZED ACCESS TO EPFS?
The Privacy Act provides a right of access to the employee or the employee’s representative when designated in writing.  Requests for access will be processed in accordance with established agency procedures, consistent with OPM regulations regarding access to records.  Parties that have access to EPFs include employees, employee’s designated personal representative, and agency officials having a need for the information.  OPM has access to EPFs in connection with its personnel management evaluation role.

WHERE CAN EPF FOLDERS BE OBTAINED?

Blue EPF folders can be ordered through store stock.  The store stock item # is 753000G990478.  EPFs cost $9.85 per folder.  For assistance with ordering, please contact the AMMS store stock help desk at x6-8900.  In addition, the EPF Reviewer will maintain a small inventory of blue EPF folders.  If you need three or less, contact the OHCM, PWDO, Code 115, at x6-9218.







Documents reflecting life or health insurance or medical documentation.	





No agency SF 50s or SF 52s.
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