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SUBJECT: DS Regul ation 5430.9 - Change 1

| NSTRUCTI ONS FOR RECI PI ENTS
The follow ng pen-and-ink change to DS Regul ation 5430.9,
“Department of Defense Dependents Schools Perfornmance Managenment
System” Decenber 5, 1988, has been authorized:
After the second sentence in Appendix I, Section I.G, insert:
This report shall also include statistics on the nunber of
assigned ratings bg | ongevity at current location. This
information shall be broken down as follows:

Continuous Years at Current

School _or Ofice
-5 6-10 11-15 15+

P.L. Enpl oyees (supervisory)
# of Exceptional
Commendabl e
Ful |y Successf ul
Mninmally Successful
Unaccept abl e

P.L. Enpl oyees (non-supervisory)
# of Exceptional
Commendabl e
Ful |y Successf ul
Mninmally Successful
Unaccept abl e

GS. 1-6
# of Exceptional
Commrendabl e
Ful |y Successf ul
Mninmally Successful
Unaccept abl e

GS 7-12
# of Exceptional
Commendabl e
Ful |y Successf ul
Mnimally Successful
Unaccept abl e

John L. Strenpl é
Director
DI STRI BUTI ON: X



DEPARTMENT COF DEFENSE
OFFI CE OF DEPENDENTS SCHOOLS
2461 EI SENHOAER AVENUE
ALEXANDRI A, VIRG NI A 22331-1100

PERSONNEL DS REGULATI ON 5430.9
‘ ) DEQ icse

RIS
DEPARTMENT OF DEFENSE DEPENDENTS SCHOOLS
PERFORVANCE MANAGEMENT  SYSTEM

Ref erences: a) part 430, Title 5 Code of Federal Regul ations
b) Chapter 43, Title 5 United States Code

c) DS Regul ation 5771.2, Enployee Gievance Procedure,
March 17, 1977

A PURPCSE

This regulation prescribes the plan and procedures governing performnce
evaluation and rating of Department of Defense Dependents Schools (DoDDS)
enpl oyees, as required by Chapter 43, Title 5 United States Code, and has
been approved by the Office of Personnel Management.

B. APPLICABILITY

This regulation is applicable to all DoDDS enployees, except supervisors
and management officials in grades GS 13, 14, and 15 covered by the DoDDS
Performance Managenent and Recognition System tenporary enployees in
positions for which enpl ozmant_ls not reasonably expected to exceed 120 days
In a consecutive 12-nonth period; enployees paid in accordance with |ocal
national prevailing wage rates for the overseas area in which enpl oyed;
enpl oyees in the Senior Executive Service, and; enployees of the Ofice of
Dependents School s (QDS).

c.  CANCELLATI ON

- DS Regulation 5430.9, DoDDS Performance Managenent System June 20, 1988,
I's hereby superseded.

D.  EFFECTI VE DATE AND | MPLEMENTATI ON

This regulation is effective 60 days after date of publication. It may
not be anended or changed without prior written approval of the Director,
DoDDS . Two copies of any inplenenting instructions shall be forwarded to the
Director, DoDDS, for approval prior to publication.

Ny bt

John L. Strenple
Director
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|, GENERAL | NFORVATI ON.
A AUTHOR TI ES

Thi s docunent inplenents and supplements the provisions of
the followng |aws and regul ations

1. Performance Appraisal: 5 USC, chapter 43, and 5 CFR Part 430

2. Performance Awards: 5 USC, chapter 45, and 5 CFR Part 430,
subpart E

3. Wthin-grade Increases: 5 USC 5335 and 5304, and 5 CFR, Part 531,
subpart D

4. Quality Step Increases: 5 USC 5336 and 5 CFR, Part 531, subpart E
5 Reduction in Force: 5 USC 3502 and 5 CFR 351.504

6. Records of Enployee Performance: 5 USC 552a, and 5 CFR 293. 404 and
293. 405

7. Agency Superior Acconplishment Award: 5 USC Chapter 45 and 5 CFR
451, subpart A

B.  STATEMENT OF PURPOSE

Per f or mance anraisaI and the resulting ratings are integral parts of
the DoDDS personnel management program The perfornmance appraisal process
shal | be used for inprOV|n? performance to nore efficiently acconplish the
mssion of DoDDS. The performance appraisal results shall be used to
strengthen supervisor-enpl oyee relationships, inprove individual performance
by keeping enployees aware of their supervisor’s judgnents on their work
ﬁerfornance, recognize and reward those whose performance so warrants, and to
elp in the decision-nmaking process for renedial or devel opnental training
reassi gnment, promotions, reduction-in-grade actions, retraining, and
removi ng enpl oyees.

c. RESPONSIBI LI TIES

1. The regional directors are responsible for:

a Ensurin%_that enpl oyees under their jurisdiction are inforned of
the provisions of this regulation.

b Providin% training to admnistrators and principals on
appropriate use of the appraisal system

c. Providing guidance to the principals in the establishnent of
performance standards and critical elements.



0. Ensuring that Brinc[pals execute performance appraisa
responsibilities required by this regulation.

2. The principals and other inmediate supervisors are responsible for:

a. Establishing, through discussion with enployees, performnce
standards, identifying critical and non-critical elenents, and providing each
enpl oyee with a witten copy of the performance standards and critical and
non-critical job elements at the beginning of the rating period.

b. Evaluating enployee performance and revising performnce .
standards through discussion with the affected enployee as necessary during
the rating period.

¢. Rating enployees through the application of the appraisal system
once each year.

d. Ensuring that each enployee is advised, through discussion and
witing, of the assigned rating

3. Enployees are responsible for:

1. Cooperating with their supervisor in the developnent of job
el ements and performance standards.

2. Proposing to supervisors the need for revising performnce
standards as conditions change during the rating period.

3. Participating in the discussion and documentation required during
the rating period.

D.  DEFINITIONS

Cbgshg&ent with the regulatory definitions found in 5 CFR Parts 430, 531
an ;

“Acceptable level of conpetence” nmeans fully successful performance by an
enpl oyee of the duties and responsibilities of his or her assigned position
which warrants advancenent of the enployee's rate of basic pay to the next
higher step of the GS grade of his or her position, subject to the
requirenents of 5 CFR 8531.404.

¢ Praisal” means the act or process of reviewng and evaluating the
pertormance of an enployee against the described performance standard(s)

Praisal period” means the period of time during which an enployee's
pertormance wll be reviewed.

"Apprai sal systenf means a performance apFraisaI system that provides for
identification of critical and noncritical elements, establishment of
performance standards, conmunication of elenments and standards to enployees
establ i shment of nethods and procedures to appraise performance against
established standards, and appropriate use of appraisal information in making
personnel deci sions.



“Contribution” (used in connection with Superior Acconplishment Awards) neans
an acconpl i shment achieved through an individual or group effort in the form
of a suggestion, an invention, or a special act or service, in the public

interest connected with or related to official enployment, which contributes

to the efficien_c?/_, econony, or other inprovement of Governnent operations, or
achieves a significant reduction in paperwork.

“Critical element” means a conponent of a position consisting of one or nore
duties and responsibilities which contributes toward acconplishing

organi zational -goal s and objectives and which is of such inportance that
unaccept abl e performance on the element would result in unacceptable
performance in the position.

“Intangi bl e benefits” means benefits to the Covernnent which cannot be
measured in ternms of dollar savings.

“Non-critical element” means a conponent of a position which does not meet

the definition of a critical element, but is of sufficient inportance to
warrant witten appraisal.

“Non-nonetary award” nmeans a nedal, certificate, plaque, citation, badge, or
other simlar itemthat carries an honorary connotation.

“Performance" neans the acconplishnment of assigned work as specified in the
critical and non-critical elements of the position.

“Performance appraisal”: (See “Appraisal”. )
‘Performance appraisal systeni: (See “Appraisal systeni. )

“performance award” means a cash payment to an enployee based on the
enpl oyee’ s rating of record.

“Performance award budget” means the amount of noney allocated for
distribution as performnce awards.

“Performance management plans” neans the description of the agency's methods
which integrate performance, pay, and awards systems with its basic
managenent functions for the purpose of inproving individual and

organi zational effectiveness in the acconplishment of agency mssion and
goal s.

“Performance plan” neans the aggregation of all of an enployee's witten
critical and non-critical elements and performance standard(s).

“Performance standard” means a statement of the expectations or requirenents
established by managenent for a critical or non-critical element at a -
particular rating level. A performance standard may include, but is not

limted to, factors such as quality, quantity, timeliness, “and manner of
per f or mance.

“Progress review nmeans a review of progress toward achieving the performance
standards and is not in itself a rating.



“Rating” (See “Summary rating’).

“Rating of record” means the summary rating required at the tine specified in
the performance Management Plan or at such other times as the plan specifies
for special circunstances.

“Special act or service” means a contribution or acconplishnent in the public
interest which is a non-recurring contribution either within or outside of
job responsibilities, a scientific achievement, or an act of heroism

“Summery rating” means the witten record of the appraisal of each, critica
and non-critical elenment and the assignment of a summary rating |evel

“Superior acconplishnent award” means a monetary or non-nonetary award for a
contribution resulting in tangible benefits or savings and/or intangible
benefits to the CGovernnent.

“Tangi bl e benefits” neans benefits or savings to the Government that can be
measured in dollar ternms.

E. TRAIN NG

Al individuals who are subject to the Performance Management System
(PM5) will receive training and information about the relevant parts of it,
to assure their effective Inplementation, This training and information wll
include an information packet describin? the PMS system conponents; training
information to follow up on that initial information; and periodic rem nders
to keep the program effective and notivating.

F.  RECORDS OF EMPLOYEE PERFORVANCE

In accordance with 5 CFR 293.404 and 293.405, ratings of record and
performance plans covering the most recent 3 years will be retained in the
enpl oyee’s Oficial Personnel Folder (OPF). Justifications and docunentation
of awards, including performance awards nust be retained in the Enployee
Personnel Folder for up to 3 years. If an enployee nmoves to another Federal
agency or another organization serviced by a different personnel office at
any time during the aPpra|saI period, the performance ratings of record three
years old or less will be transferred, along with the performance plan on
which the nost recent rating was based as required in 5 CFR 293.405(a). A
performance appraisal documents will be available for review upon request of
the enployee concerned.

G PROGRAM EVALUATI ON

Program eval uation will be conducted by the Office of Dependents
School's, Personnel Division, annually to determne the fairness, objectivity,
and effectiveness of the appraisal system An annual regional report will be
devel oped by each region to include statistics of appeals filed, grievances
filed, number of each rating given, nunmber of awards given, etc. This



eval uation data will be used to refine, alter, or inprove the system as
recommended and found necessary.

H  RELATIONSH P CF PERFORMANCE APPRAISAL AND COTHER ACTI ONS

It is DoDDS policy to use information derived from the performance appraisa
eval uation process as a basis for effecting a number of personnel decisions
which inpact on inportant program areas. These prograns are discussed bel ow.

1. Reassignnent. Reassignments may serve one of two functions - renedial or
developmental. In cases where performance appraisal identifies. performnce
deficiencies, tenporary or pernanent reassi?nnents may provide the enployee
with an opportunity to correct the noted deficiency, or they may sinply
provide a better match of position requirements and enpl oyee capabilities.
Wiere performance appraisal results reveal interests in areas perhaps not
fully utilized or developed in present position, reassignnent may provide a
significant opportunity for enployee devel opment and growth in areas
beneficial to both DoDDS and the enployee.

2. Enployee Developnment (Training). Considerations in this area closely

fol 'ow those described above for reassignments. Performance appraisa

results may reveal deficiencies in know edge, skills, or abilities which can
be remedied by specific training. Conversely, generallg good performnce may
indicate areas of enployee capability and interest which can be further

devel oped by, for exanple, long-term training, specific graduate-leve

courses, semnars, etc

3. Renmedial Action. Performance below standard on one critical elenment may
be the basis for reduction-in-grade or removal of an enployee. Such actions
cannot take place, however, until after an enployee has had an opportunity to
denonstrate acceptable performance. When perfornmance deficiencies are noted
during the rating period, counseling nust be initiated. Counseling should be
used to inform the enployee of performance deficiencies and to develop a
course of action that will enable the enployee to inprove performance
deficiencies prior to the end of the rating period.

4. Reduction-in-Force (RIF). Enployees will be granted additional service
credit for performance Tor RIF purposes based on the mathematical average
(rounded in the case of a fraction to the next whole nunber) of the

enpl oyees’ last three annual performance ratings of record. This credit
shal | "be conputed as fol | ows: enpl oyees who receive an overall rating of
exceptional, commendable, fully successful, mnimally successful, and
unaccept abl e shall receive |ength-of-service credit of 20, 16, 12, 0, and O
years, respectively. For exanple, if an enployee’s last 3 ratings of record
were 2 commendable and 1 fully successful, he would receive 15 additiona
years of service [(16 + 16 + 12) divided by 3]. Service credit for enployees
who do not have three actual annual performance ratings of record durin? the
3-year period prior to-the date of issuance of specific R F notices shall be
determned in accordance with applicable |aw and regul ation.

5 Merit Promotion. Under CSRA provisions and OPM inplenmenting regul ations,
performance apprarsal results shall be used in merit pronotion actions only
to the extent that job elements of the positions involved are simlar. This




consideration would also apply to cases of selection for reassignment,
training, etc

6. Awards and Recognition. The results of performance appraisals wll be
used to 1dentify enployees who covered by this regulation should be
considered for job-related awards. Wile the formal appraisal provides the
opportunity to review and assess how actual performance conpares wth
standards set for the job, supervisors may reco%nize enpl oyees through awards
at other times. |If the supervisor determnes that recognition is nerited
the reconmendation should be submtted as soon as possible so that the award
nglllbe tinely in accordance with policy outlined in the Federal Personnel
nual .

Il PERFORMANCE APPRAI SAL
A PERFORMANCE APPRAI SAL SYSTEM REQUI REMENTS

~ 1. Each individual performance plan should include three to five
critical elements.

2. The processes used in the devel opment of performance standards, the
critical and non-critical job elenents, and the procedures to be followed in
the evaluation of performance nust consider the provisions of any applicable
negotiated agreement.

3* Enployees are encouraged to participate in establishing their
performance plan. This participation may include discussing and devel oping
the performance plan with the supervisor, providing the supervisor with a
draft plan, or comenting on a draft plan devel oped by the supervisor
Regardless of the nature of enployee participation or consultation, fina
aFFhorify for establishing performance plans rests with the supervising
officials.

4. Performance plans are to be provided to enployees in witing at the
beginning of the appraisal period (normally within 30 cal endar days). For
those enployees hired on a school -year basis, the performance plans normally
will be provided to the enployees in witing at the beginning of the
aﬁpraisal period, but not later than 30 cal endar days from the beginning of
the school year.

To facilitate equitable treatment of enployees, job performance elements
and Perfornance standards should be simlar where practical and where both of
the tollowng factors exist for a particular category of positions:

a.  The work perforned is substantially simlar in duties,
responsibilities, and skills required

b. There are no substantial variations in the working environment which
would lead to differences in performnce expectations.

5. Acconplishment of organizational objectives, will to the extent
appropriate, be included in performance plans by incorporating objectives,
goal s, program plans, and work plans, or by simlar measures related to
program results



6. A three-level system shall be used to rate individuals on critica
and, as appropriate, non-critical elements. The three |levels are exceeds
satisfies, and does not satisfy. performance standards nust be witten at
the “satisfies” level for all critical and non-critical elements.

7. A five-level system shall be used in determning the individua
sumery rating. The five levels are exceptional, commendable, fully

successful, mnimally acceptable, and unacceptable. Mre weight nust be
g|ven to critical elenents than to non-critical elenents. The table bel ow
escribes the process to be used in determning the sumary rating

Process for Determning Summary Ratings *

Sunmary Rating Ratings of Performance El enents

Excepti onal Performance exceeds the standard for all
critical and non-critical job elenents

Commendabl e Performance exceeds the standard for nore
than half of the critical and
non-critical job elements and satisfies
the standard for any remaining elenents.

Fully Successful Performance satisfies the standard in all
el enents
Mnimlly Successful Performance satisfies the standard for

all critical elements, but fails to
satisfy the standard f-or one or nore
non-critical elenents

Unaccept abl e Performance fails to satisfy the standard
for one or nore critical elenents

~ 8. Performance standards are to be based on the requirenents of the
position. Al enployee performance plans shall be in witing and shall be
reviewed and approved at the beginning of the appraisal period by a person at
a higher level 1n the organization than that of the appraising official

Performance plans may be amended by the supervisor during the rating period
provided the enployee is made aware of any changes and the provisions of any
apg||cabje negotiated agreement are followed in making such a change. If.
substantive changes are made to elements or standards, the changes nust be in
effect for 120 days before the enployee is rated on the new el enent or
standard. Ratings wi |l be based on a conparison of performance with the
standards established for the appraisal period.

9. Performance appraisals provide management with information about
enpl oyees’ past performance to be used to make personnel decisions based on
performance, provide enployees with feedback on their strengths and
weaknesses in perfornin% their jobs, to indicate howthey can inprove their
performance, and what they can do to enhance their careers. It is extrenely
Inportant that any deficiencies, along wth efforts to help the enployee



inprove, be docunented as early as ?ossible. Assistance shall be provided to
enpl oyees to attenpt to inprove performance rated below the Fully Successfu
level. Such assistance may include but is not limted to formal training
on-the-job training, counseling, and closer supervision

10.  The followi ng provisions apply for enployees not serving in a
probationary or trial period:

a. At the tinme that unacceptable performance on a critical elenent
is identified, the enployee nust be informed in witing of the performance
standards that nust be reached in order for the enployee to be retained in
that position.

b. The enpl oyee nmust receive a reasonable opportunity to
denonstrate acceptabl e ‘performance, as required by 5 USC 4302(b¥(6)

c. If, at the conclusion of this opportunity period, the
enpl oyee's performance continues to be unacceptable, the enployee nust be
reassigned, reduced in grade, or renoved
B.  APPRAI SAL OF PERFORVANCE

1. Appraisal Period

a.  Each enployee will be given a rating of record annually. The
rating period will be fromMy 1 to April 30.

b. A sunmary rating nust be @repared when an individual changes from
a position that he or she held for 120 days or more during the rating period
That summary rating and any other summary ratings issued during the
perfo&nance year nust be considered in deriving the enployee's rating of
record.

¢c. The regular appraisal period is 1 year, the mninum appraisa
period is 120 days.

2. Appraisal of each elenent

An individual nust be appraised on each critical and non-critica
element in his or her performance plan, unless there has been insufficient
opportunity to demonstrate performance on the elenment.

3. Appraisal of performance on details

a.  Wen an individual is detailed or tenporarily pronoted within
DoDDS, and the detail or tenﬁorary pronotion is expected to last 120 days or
| onger, the new supervisor shall provide witten critical elenments and
pertormance standards to the individual as soon as possible, but no later
than 30 cal endar days after the beginning of the job change. Ratings on
critical elenments nust be prepared for these details and tenporary promotions
and nust be considered in deriving an individual's next rating of record
The rating of record should be prepared by the enployee's permanent -
super vi sor.



b. \hen individuals are detailed outside of DoDDS, managenent nmust
make a reasonable effort to obtain appraisal information from the outside
organi zation, which shall be considered in deriving the individual’s next
rating of record.

. (1) If an individual has served in DoDDS for 120 days during the
appraisal period, he or she nust be rated at the end of the appraisal period.
The rating shall take into consideration appraisal information obtained from
the borrow ng organization.

(2) If an individual-has not served in DoDDS for 120 days, but
has served for 120 days in the agency to which detailed, managenent must make
a reasonable effort to prepare a rating based on a performance plan-obtained
from the other agency.

4, Progress review

A progress review shall be held for each individual at |east once
during the appraisal period. This review will consist of a conparison
between the individual's current |evel of performance and the performnce
elements and standards established for his or her position. Fornal ratings
(el ement and/or sunmary) will not be given as a result of the review.

5 Appraising disabled veterans

~As provided in Executive Order 5396, the performance appraisal and
resulting rating of a disabled veteran may not be |owered because the veteran
has been-absent-from work to seek medical-treatnent.

c. RATINGS

1. Awitten rating of record nust be given to each enployee as soon as
practicable after the end of the appraisal period.

2. Ratings of record and performance-based personnel actions shall be
reviewed and approved by a person at a higher level in the organization than
that of the appraising official. Ratings of record may not be communi cated
to enployees prior to approval by the final reviewer. This does not preclude
conmuni cation about appraisal of performance between a supervisor and an
enpl oyee prior to the determnation of the rating of record. Ratings of
record nust be approved by the official wth the responsibility for managing
the performance awards budget.

3. Bargaining unit enployees who are dissatisfied with their performance
ratings may seek resolution under negotiated agreements.  Non-bargaining” unit
enpl oyees may present dissatisfaction with ratings through the-agency
grievance system described in reference (c).

4. No one may prescribe a distribution of levels of ratings for
enpl oyees covered by this plan.  However, approving officials nust review
standards and rat|nPs for d|ff|cult¥ and strictness of application to ensure
that only those enployees whose performance exceeds normal expectations are
rated at l|evels above “Fully Successful”.

10



5. Wen a rating of record cannot be prepared for a covered enployee at
the end of the rating period, the appraisal period shall be extended for the
amount of tine necessarY to meet the n1n|nun1a8pra|sal Rer|od, at which tipe
a rating of record shall be prepared. A rating based on performance must be
postponed until an enployee who was oppointed, reassigned, pronoted, or
demoted has been on duty in the position for at |east 120 consecutive days
A rating may also be postponed when:

a. The supervisor has been on duty for less than 120 consecutive days;

b. A warning of mninally acceptable or unacceptable performnce has
been issued

¢. An adverse action is pending;

d. The enployee’s performance is tenporarily mnimally acceptable or
unaccept abl e because of illness; or”

e.  Wen the performance is expected to become fully successful in the
near future because the enployee is expected to recover or has
entered a rehabilitation program

"A rating should not, however, be postpned for nore than 120 days unless
special circunstances exist.

6. If an enployee noves to another Federal agency or another
organi zation serviced by a different personnel office at any tine durin? the
apPra|saI period, the Perfornance rat|n?s of record three years old or less
w il be transferred, along with the periormance plan on which the nost recent
rating was based as required in 5 CFR 293.405(a). A summary rating nust be
prepared at the tine of transfer. Wen an organization gains a new nmenber
the transferred summary rating nust be taken into consideration when deriving
the next rating of record.

7. Performance appraisal “advisory commttees
(reserved)

8. Reduction-in-Force (RF)

For RIF purposes, ratings considered to be ratings of record are
(1) the rating given at the end of the appraisal cycle (normally on an annua
basis) and (2) the inproved rating following an opportunity to demonstrate
acceptable performance as provided in 5 USC 4302 (b)(6).

b. An enPonee will not be assigned a new rating of record for the
sol e purpose of affecting his or her retention standing.

c. To provide adequate time to properly determne enployee retention
standing imediately prior to a RIF, a general RIF notice will specify the
date after which no new ratings of record will be given that could be used to
determne retention standing

11



11, PerrorvaNcE AWARDS PLAN FOR GS AND PREVAI LI NG RATE EMPLOYEES
A AUTHORITY AND COVERAGE

This plan applies to enployees as defined under 5 USC 2105, but does not
include enployees under the performance Mainagement and Recognition System
nor enployees in the Senior Executive Service, both of whomare eligible for
performance awards under other plans

B. PQLICY

1. A performance award shall be based on the enployee’s rating of record
for the current appraisal period for which performance awards are being paid

2. Each decision to grant a performance award nmust be approved by a
higher |evel supervisor, except in cases where the enployee reports directly
to the Director, DoDDS, and also by the performance awards budget manager
These review’n? officials should be the same ones as those responsible for
making the pertormance appraisal decisions. A record of the award shall be
filed in the enployee's OFF.

3. A performance award shall be given due weight when rating and ranking
an enpl oyee for a pronotion

c. FUNDING AND PAYMENT

(Reserved)

V. SUPERI OR ACCOVPLI SHVENT AWARDS
A ELIGBILITY

Al'l enpl oyees covered by this plan are eligible for superior
acconpl i shment  awar ds

B.  DESCRIPTION

1. Superior acconplishment awards mean awards, other than performance
awards, for contributions resulting in tangible benefits or savings and/ or
intangi bl e benefits to the overnnent.

2. Superior acconplishnent awards may be nonetary or non-nonetary.

~ 3. The value of superior acconplishment awards should be conmensurate
with that of the contribution to the government.

4. Superior acconplishment awards shall not be used as a substitute for
other personnel actions or as a substitute for pay.

12



¢. PROGRAM EFFECTI VENESS

~ Active and positive admnistration of this awards programis necessary if
|Tts kE)enef|(t]|s to the Government, DoDDS, and to enployees are to be naxim zed.
0 that end:

1. Al persons with supervisory responsibility wll be encouraged to
identify enployee contributions and recomend awards for them and

2. Adequate funds will be made available to grant appropriate awards and
to provide staffing and support services. “

D, RECOMMENDATI ON AND APPROVAL

1, Awards nust be justified in witing.

2. Al awards nust be approved at a management |evel higher than that of
the individual recomending it.

; 8. Regional directors nmay approve cash awards in anounts up to
2, 500.

b. Cash awards in excess of $2,500, but not nore than $10,000 nust
he approved by the Director, DoDDS.

c. Awards will rarely exceed $10,000, but when a contribution has
been highly exceptional and unusually outstanding, an award in excess of
$10,000 Up to $25,000, nust be submitted through the Director, DoDDS to the
Assistant Secretary of Defense (Force Managenent and Personnel) for
processing and submssion to the U S. Ofice of Personnel Mnagenent for
approval . A presidential nmonetary award in excess of $25,000 may be
requested through the same channels.

E. CREDI T FOR PROVOTI ON

Due weight shall be given to superior acconplishnment awards when

considering an enployee for promotion. A record of the award shall be filed
in an enployee's OPF.

v.  WTH N GRADE | NCREASES
A COVERAGE

Al GS enpl oyees covered by this plan are covered by this section.
B.  EARNING W THI N- GRADE | NCREASES

1L In order to earn a within-grade increase, an enployee's performance
must be at an acceptable level of conpetence, i.e., the enployee’s nost
recent rating of record nust be at level 3 (“Fully Successtul™) or higher.
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Also, the enployee nust have conpleted the required waiting period for
advancenent to the next higher step of the grade of his or-her position, and
not have received an equivalent increase during the waiting period.

2. An acceptable level of conpetence determnation shall be based on a
current rating of record. Wen a wthin-grade increase decision is not
consistent with the enEonee’s nost recent rating of record, a more current
rating or record nust be prepared.

3. If an enployee has been reduced in grade because of “Unacceptable”
performance and has served in one position at the |ower-grade for at |east
the mnimum appraisal period established by this plan, a rating of record at *
the |ower grade shall be used as the basis for an acceptable |evel of
conpet ence det erminati on.

4 An acceptable level of conpetence determination nust be delayed when
either of the follow ng applies:

a.  An enployee was not informed of the specific requirements for
performance at an acceptable level of conpetence at |east 120 days before the
end of the maiting period, nor given a performance rating in any position
within 90 days before the end of that period

b. An enployee is reduced in grade because of unacceptable
performnce to a E03|t|on in which he or she is eligible for a within-grade
Increase or will become eligible within 120 days

5. Wen an acceptable level of conpetence determnation has been delayed
under these circunstances:

a. The enployee shall be informed that his or her determination is
postponed and that the rating period has been extended to a date 120 days
after the enployee was first told of the specific requirements for
performance at an acceptable |evel of conpetence

b. An acceptable |evel of conpetence determnation shall be made

upon conPIetion of the 120 day appraisal period based on the enployee's
rating of record.

c. If the enployee’'s performance is determned to be at an
acceptable level of conpetence, the within-grade increase will be granted
retroactively.

6. An acceptable level of conpetence determnation shall be waived and a
within-grade increase granted when an employee has not served in any position
for the mnimum appraisal period under an applicable agency performance
apprai sal systemduring the final 52 cal endar weeks of the waiting period for
one or nore of the followng reasons:

~ because of absences that are creditable service in the
conputation of a waiting period or periods under 5 CFR 531.406.

b. because of paid |eave.
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~¢. because the enployee received service credit under the back pay
provisions of 5 cFr, Part 550, Subpart H,

d. because of details to another agency or enployer for which no
rating has been prepared.

e. because of long-term training.

7. I'n such a situation, there shall be a presunption that the enployee
woul d have performed at an acceﬂt able level of conpetence had the enployee
performed the duties of his or her position of record for the m ninmm
apprai sal period under the applicable agency performance appraisal system

c. NOTI CE OF DETERM NATI ON

1. Alevel of conpetence determination shall be comunicated to an
enpl oyee in witing as soon as possible after conpletion of the waiting
period or other period upon which it was based.

2. \Wen it is determned that an enployee's performance is not at an
acceptabl e level of conpetence, the negative deternination shall be
comuni cated to the enployee in witing and shall:

a. Set forth the reasons for any negative determnation and the
respects in which the enployee nust inprove his of her performance in order
to be granted a within-grade increase.

b, Informthe enployee of his or her right to request that the
determnation be reconsidered.

D.  REQUESTS FOR RECONSI DERATI ON

Wen it has been determned that an enployee is not performng at an
acceptable level of conpetence, and is thus not awarded a within-grade
increase, the enployee will be afforded access to the procedures established

under 5 USC 5335 (e) and 5 CFR 531.410 for reconsideration and appeal of a
negative determnation.

E. CONTI NUI NG EVALUATI ON

Wien a within-grade increase has been withheld, management will make a
new acceptabl e | evel of conpetence determ nation every 90 to 180 days until
it has been found that the enployee’s performance is at a level which
deserves the pay increase. Information on delay and waiver of within-grade
increases can be found at 5 orr 531.409 (c) and (d).

VI, QUALITY STEP | NCREASES

A ELIGBILITY. Al GS enployees are eligible for quality step increases
(QBITs).
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B. AUTHORITY TO GRANT. Normally, QSI's will be initiated by the enployee's
i mediale supervisor. They nust be approved by the same supervisory and
budget officials who review and approve the enployee's performance rating.

C. RATING REQU REMENT. noenployee may be granted a quality-step increase
unless his or her current rating of record is at level 5 “Exceptional”.

DO RESTRICTION. A QSI may not he granted to an enployee who has already
received a QI within the preceding 52 weeks.

E. INFORMATION.  Enployees shall be inforned on an annual basis of the
nunber of quality step increases granted in DoDDS by grade |evel.
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