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PART I

GENERAL

A.  Coverage and Scope.   This regulation establishes the performance management system of the District of Columbia National Guard (DCNG) technicians (which includes civilian employees)  hired under the provisions of 32 U.S.C. 709 (including technicians in the grades of GM-13 through GM-15) in accordance with National Guard Bureau Technician Personnel Regulation 430.   Parts I through V of this regulation are mandatory requirements. 

B.  Basic Requirements.  This regulation requires that:

     1.  Written performance standards and critical job elements be established for all positions.  

     2.  Technicians be informed of their performance standards and critical job elements within 30 days of position assignment, mid-way through the appraisal period and within 30 days following any position change.  The minimum period of performance will be no less than 120 days and must be completed before a performance rating may be prepared.

     3.  Technicians will be provided feedback at a mid-year review on how well they are progressing compared against the established performance standards.  Counseling sessions should be recorded on NGB Form 904-1 and initialed by the technician.

     4.  The results of the performance appraisal are to be used as a basis for training, rewarding, reassigning, Wage Grade and General Schedule within grade increases, promoting, reductions in grade, removing and as a basis for assisting technicians in improving unsatisfactory performance.

     5.  A thirty (30) day written notice will be given a technician prior to any action to reassign, reduce in grade, remove, or for unsatisfactory performance.

     6.  A State review and appeals board will be established to review and resolve disagreements over assigned appraisals.

C.  Definitions.

      1.   Appraisal.  The process by which a technician is kept informed of how his/her performance compares against established performance standards and results in a final performance appraisal at the end of the appraisal period.
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     2.  Appraisal Period.  The appraisal period for technicians is 1 July through 30 June of each year.  A mid-year review will be given during the months of December/January of each appraisal period.  

       3.  Approving Official.  A manager or supervisor in the technician’s chain of command who is at the next  higher organizational level than the rater.  The approving official may recommend personnel decisions and actions resulting from the appraisal.

      4.  Critical Job Element.  Any component of a technician’s job that is of sufficient importance that performance below the minimum standard established by the rater requires remedial action and denial of a within-grade increase, and may be the basis for removal or reduction in grade of that technician.  Such action may be taken without regard to performance on other components of the job.

     5.  Mid-Year Performance Review.  The review given to a technician during the December/January time frame which provides feedback as to how he or she is progressing in the performance of his/her job half way through the appraisal period.  Level of performance is annotated on the form as appropriate.  

     6.  Non-critical Job Element.  Any job element determined not to be critical in the performance of the technician's job.

       7.  Performance Standard.  A description of the level of expected achievement for  satisfactory  performance of the duties and responsibilities of a position. 

     8.  Rating Official.  The individual responsible for the technician’s performance (normally the technician’s immediate supervisor), for establishing performance standards, for counseling the technician on the critical job elements, and for appraising the technician based on pre-established mutually understood performance standards.  Normally the technician’s immediate supervisor.

     9.  Unacceptable Performance.  Performance of a technician that fails to meet performance standards in one or more critical element(s) of the technician’s position.

D.  Responsibilities.

     1.  Commanding General.  The Commanding General (CG), DCNG, is responsible for:

           a.  Establishing responsibility for the proper administration and implementation of this performance management regulation.
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          b.  Ensuring all managers and supervisors are trained in all aspects of performance management and evaluation under this regulation.

          c.  Establishing a state review and appeals board to review and resolve complaints about assigned appraisals.

          d.  Ensuring that managers and supervisors are appraised on their performance in furthering equal opportunity goals and objectives established by the Command.

          e.  Ensuring that performance appraisals do not conform to any predetermined statistical distribution or other arbitrary controls that would prevent a fair evaluation of a technician’s performance.   

          f.  Ensuring that performance standards are established for all technician positions to include those serving in a trial/probationary period status.

          g.  Ensuring that all managers and supervisors are appraised on their completion of both the mid-year review and final performance appraisals for technicians under their management/supervision.

2.  Human Resources Office (HRO).   The Human Resources Office is responsible for:

          a.  Administering the performance management system within the DCNG.

          b.  Providing training, advice, and assistance to managers and supervisors regarding the performance management system.

          c.  Reminding managers and supervisors of the mid-year and final appraisal due dates.  

          d.  Reviewing final  appraisals for completeness and conformance with this regulation.

          e.  Evaluating the effectiveness of the performance management program and bringing to the attention of the CG those areas needing refinement or improvement.

          f.  Ensuring that necessary personnel actions or decisions based on performance appraisals are processed timely and accurately.
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3.  Raters.  Raters will:

          a.  Establish written performance standards and critical job elements for each position.  Standards and critical elements must be consistent with the duties and responsibilities covered in the technician’s position description.  A copy of the standards and critical job elements will be provided to the technician and HRO.

          b.  Personally advise technicians of the level of performance required for  fully successful performance.

          c.   Provide technicians with performance feedback throughout the appraisal period.

          d.  Provide the technicians guidance as to how their performance can be improved, as appropriate.

          e.  Accomplish the mid-year review during the December/January timeframe.

          f.  Assign the appraisal in June.

          g.  Coordinate the appraisal with the approving official prior to discussion with the technician.

4.  Approving Official:  Responsible for:

          a.  Assisting supervisors in identifying performance standards and critical elements.

          b.  Ensuring that appraisals given by subordinate supervisors are accurate, fair, meaningful and complete.

          c.  Participating with supervisors/technicians to resolve any disagreements over performance standards, critical elements or a technician’s performance appraisal.

          d.  Performing a comprehensive review of the technician’s final performance appraisal at the end of the appraisal period.

          e.  Approving or recommending personnel actions and decisions resulting from the performance appraisal.

5.  Technicians.  Technicians are responsible for:

          a.  Participating in the development of performance standards and critical job elements.
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          b.  Advising their supervisor of the need, if necessary, to revise performance standards and critical job elements any time during the appraisal period. 

          c.  Requesting clarification of any element of the job or performance standard not clearly understood.

          d.  Identifying work problems and advising the supervisor of special factors and circumstances that should be considered in the appraisal process.  Discussing objectives for improving job performance and resolving problems.

          e.  Participating actively with the supervisor during discussions of performance throughout the appraisal period which includes the mid-year appraisal.
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PART II  

THE APPRAISAL PROCESS

A.  Performance Planning.  At the beginning of the appraisal period, the supervisor will, with the technician’s participation, identify and develop critical job elements and performance standards.  Although technicians will participate in this process, final determinations will be made by the immediate supervisor with concurrence of the approving official.  Critical job elements will be recorded in Part I of the Technician Performance Plan form.  The performance elements should be updated to reflect significant changes at any time during the appraisal period.  A completed copy of the Performance Plan will be given to the technician within 30 days of the beginning of the appraisal period and as any changes occur.  New standards will be developed whenever a technician has a job change and/or upgrade.  

    1.  Identification of major job elements.  Identification of major job elements is accomplished through an analysis of the duties and responsibilities of each technician’s position description.  First, identify organizational goals and objectives.  Then, identify the major duties and responsibilities that contribute to those goals and objectives for which the technician will be held responsible.  These are considered the major job elements.   Major job elements may be added, deleted or changed in consultation with the technician during the appraisal period.

    2.  Identification of critical job elements.  After the major job elements have been identified, the supervisor makes a determination as to which elements are critical.  Critical job elements are those duties/responsibilities that are crucial to the technician’s successful accomplishment of the mission, and  that contribute to the organization’s goals and objectives within the technician’s official position description.  Critical job elements will be appropriately marked in the “Element” block of the Performance Plan form.

B.  Requirements for Supervisors and Managers.   The following three (3) elements will be identified as a critical job element for all supervisors, managers and  any technician who is responsible for appraising one or more technicians.  

1. Safety 

(a) Complies with safety requirements.

(b) Provides safety briefings to personnel.

2. Equal Employment Opportunity (EEO) and Climate
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(a) Complies with EEO regulations and policies.

(b) Establishes a climate of fairness and sensitivity to equal treatment policies.

3. Professional Standards

(a) Complies with applicable standards and policies.

(b) Provides performance feedback to subordinates.  Annual rating completed on time.

C. Requirements for Non-Supervisory Technicians.  The following three (3) elements will be identified as critical job elements for all non-supervisory technicians:

1. Safety - Complies with all safety requirements.

2. Equal Employment Opportunity and Climate – Complies with EEO regulations and policies.

3. Performance Management – Participates with supervisor in accomplishing the six month performance review and annual rating. 

D.  Appraisal Rating.  At the end of the appraisal period, the supervisor will review the  technician’s  performance in relation to the established critical/major job elements, and annotate the level of performance in the “Rating”  blocks of the Performance Management form using the five summary levels with the following rating definitions:

    OUTSTANDING:  Performance shows extraordinary levels of achievement and commitment in terms of time, technical knowledge and skill, as well as ingenuity, 

creativity, and initiative.  The impact of performance is of such significance that organizational goals and objectives were accomplished that otherwise would not have been met.  

    EXCELLENT:  Performance that is consistently and significantly above that required to meet the standards for a rating of satisfactory.  The quantity and quality of work are consistently above average and products rarely require even minor revision.  Thoroughness and accuracy of work are reliable and the technician follows required procedures and supervisory guidance to take full advantage of existing systems for accomplishing the organization’s goals and objectives.
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  FULLY SUCCESSFUL:  Good, sound, average performance.  The quantity and quality of the technician’s work fully meet the requirements of the position.  Some work only requires minor revision.  Tasks are completed in an accurate, thorough, and timely manner.  Proper work procedures are adhered to and necessary instructions and guidance from supervisors are followed.

    MARGINAL:  Performance of the element is below satisfactory and shows significant deficiencies.  Deadlines are missed on important assignments because of poor planning by the technician.  The technician has difficulty in adapting to changes in priorities, procedures or new approaches to programs, and as a result, delays and loss of quality in the work requires supervisory intervention.  Quantity and quality of work are at the minimum level for retention in the job, but below the level expected.

    UNACCEPTABLE:  Performance of the element is unacceptable, substantially below the fully successful level, and corrective action is required.  Work products are late or often require major revision because they are incomplete or inaccurate in content.  The technician fails to apply adequate technical knowledge to complete the work.  The technician’s behavior obstructs the successful completion of the work by lack of cooperation with other technicians as well as supervisors and managers.

                                                RATING TABLE
The following rating table will be used to determine the appropriate rating :

Outstanding:  All critical elements rated Outstanding; all non-critical elements rated at least Excellent.  This rating requires narrative justification.

Excellent:   All critical elements rated at least Excellent; all non-critical elements rated at least Fully Successful.  This rating requires narrative justification.

Fully Successful:  All critical elements rated at least Fully Successful; all non-critical elements rated at least Marginal.

Marginal:  All elements rated at least Marginal.  This rating requires narrative justification.

Unacceptable:  One or more critical job element(s) rated Unacceptable.  This rating requires narrative justification.
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D.  Trial/Probationary Period Appraisals.  New technicians must be carefully observed and appraised during the trial/probationary period to determine whether they meet the performance standards.  During this period, supervisors will provide specific training and assistance to improve the technician’s work performance, if needed.  A decision to terminate a technician during the trial/probationary period should not be made until a minimum evaluation period of thirty (30) calendar days has been completed.   Supervisors of technicians serving a trial/probationary period must, during the ninth month, submit through supervisory channels to HRO a signed evaluation.   The purpose of this evaluation is to determine whether the technician has the qualities needed for permanent Government service.  The immediate supervisor will check the appropriate block of the Appraisal Form to certify whether or not the technician is  to be retained or not retained .  If retention is not recommended, HRO will take action to remove the technician from Federal service.  A technician serving a trial/probationary period will not be given an official performance appraisal until after completing the required twelve months of Federal service.  After completing the twelve months of Federal service, he/she would then be given an official performance appraisal in accordance with the established appraisal period.

E.  Performance Appraisal While on Detail:  When a technician has been officially detailed to another position, either to the same or a different supervisor, for a period of 120 days or more, written performance standards and critical job elements will be established for the position, and the technician’s performance while on detail will be appraised.  The additional appraisal will be considered, but may not raise or lower the overall official performance appraisal.  

F.  Postponement of Annual Performance Appraisals:  Annual performance appraisals may be postponed for not more than 120 days in circumstances when the immediate supervisor has not had enough time to observe the technician’s performance in his/her present assignment because:  (1) the supervisor or technician is newly assigned; (2) the technician has not been performing the regularly assigned work because of details or absences; (3) the technician has not worked under the performance standard for at least 

120 days; (4) the technician’s performance is temporarily unacceptable due to illness.  This 120 day postponement may be extended if circumstances warrant.

G. Records:  Official performance records are available for review by the technician concerned.  These include, but are not limited to, performance standards, appraisals, certifications in connection with within grade increases, merit pay decision documents, incentive awards determinations, merit promotion material, trial/probationary period certification, and other related personnel management documents.  Any document that is used in support of a performance appraisal will be maintained by the technician’s immediate supervisor.  During the processing phases of performance appraisals, only individuals directly in the technician’s chain of command and those with an official need to know in the performance of their assigned duties will be permitted to review performance appraisals.  This applies even after the final action has been accomplished.

H.  Evaluating the Effectiveness of the Appraisal System:  The records and information in paragraph G will be used to monitor the effectiveness of the DCNG technician appraisal system.  The HRO is responsible for evaluating appraisal results to insure the system is being implemented in accordance with this regulation.  Evaluation should include but is not limited to:  (1) timeliness and completeness of appraisals; (2) proper use of critical elements and performance standards;  (3) ensuring that personnel actions are consistent with the overall appraisal assigned.  This data will be used as necessary to refine and improve the DCNG performance appraisal system.  
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PART III

PERSONNEL DECISIONS BASED ON PERFORMANCE APPRAISALS

A.  General:  Appropriate consideration must be given to technician performance appraisals when making certain personnel decisions.  At the end of the appraisal period, (or anytime during the appraisal period,) the appraiser will make recommendations involving the personnel actions or decisions listed in B through H below.  The recommendations are subject to review by the next higher level supervisor and the approving official.

B.  Within Grade Increases and Awards:  To be eligible for a within grade increase, overall performance must be at the fully successful level.  Technicians demonstrating an overall level of performance that exceeds the standards established for the position (above fully successful) may be recommended for a monetary award under the technician incentive awards program.

C.  Merit Pay:  Supervisors and managers at the GM-13 through GM-15 grade levels must have an overall performance rating of  fully successful or higher to qualify for a within grade increase and above fully successful to qualify for a performance award. 

D.  Reassigning, Reducing in Grade, or Removing:  See Part IV.

E.  Training:  The performance evaluation process, including on-going discussions between the supervisor and the technician, may result in the identification of specific training needs.  Recommendations for training should not be limited to the less than fully acceptable performer, but to help any technician achieve a higher level of job performance and proficiency.  Thus, recommended training may be remedial or developmental in nature.

F.  Trial/Probationary Period Completion:  Information gained during the appraisal process will provide the necessary information to assist the supervisor in deciding whether or not to retain a technician beyond the trial/probationary period.  A decision to terminate a technician during this period should not be made until a minimum evaluation period  of 30 calendar days has been completed. 

G. Promotions:  The performance appraisal will provide useful information for making merit promotion decisions.  Past performance should only be considered when the technician’s current job and the one for which he/she is being considered have common job-related elements for which the appraisal would be useful.  Less than fully successful
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performance in his/her current job would not necessarily mean the technician could not perform at a higher level in another job with different duties and responsibilities.

However, in no case should a technician whose current performance is less than fully successful be recommended for promotion in his/her current position.
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PART IV

UNACCEPTABLE PERFORMANCE

A.  Actions Based on Unacceptable Performance:  Technicians will be periodically reminded of the critical job elements and expected performance standards for their positions, and will be informed when their performance is unacceptable in any element of the job.  Technicians will be given 30 work days to show improvement.  During that time they will be assisted in improving areas of unacceptable performance by counseling, increased supervisory assistance, additional training, etc.  Additionally, if a technician is not meeting performance expectations, the supervisor will consult with the Human Resource Office and implement a formal Performance Improvement Plan (PIP) for the technician.  The PIP must specify the deficiencies, outline the methods to become fully successful, and establish a reasonable time (normally 30 days) for improvement.  When the PIP is issued, consideration should also be given to referring the technician to the Technician Assistance Program (TAP) Coordinator.  If performance is affected by substance abuse, referral to the TAP is required.   If the technician’s performance in any critical element continues to be unacceptable despite efforts by the supervisor and/or manager to improve performance, the technician must be reduced in grade (demoted) or removed from employment.  Prior to initiating action to reduce in grade or remove a technician from service for unacceptable performance, consideration should be given to reassignment to another position for which the supervisor feels the technician is qualified.  No action based on unacceptable performance may be taken until critical job elements and performance standards have been identified in writing, the technician has been given a copy of these standards, and the technician has been given an opportunity to improve his/her performance.

B.  Requirements:  An action to reduce in grade or remove from service may be initiated any time by the technician’s supervisor if the technician’s performance continues to be unacceptable in one or more critical job elements.  The supervisor does not need to wait until the end of the appraisal period to initiate these actions.  A technician against whom such action is planned is entitled to:

    1.  A minimum 30 day advance written notice of the action to be taken (reduction in grade or removal,) which identifies the critical job element(s) and instances of unacceptable performance on which the action is based.  This advance written notice must be concurred by the official who is in  a higher position than the immediate supervisor.  This requirement does not apply when the action is being taken by the Commanding General.  This is not a proposed notice, but is to be considered as a final notice of the action to be taken.  (Before this final step the technician would have been given adequate assistance and time to improve performance.)  (See Appendix A). 
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    2.  An opportunity to answer orally or in writing to the supervisor or appeal to the State Review and Appeals Board (see Part V).  At the discretion of the State, the effective date of separation or a reduction in grade may be extended awaiting final decision of the Board.

    3.  If a technician submits a request to his/her supervisor to change an unacceptable performance appraisal, the supervisor will carefully review this information and advise the technician in writing whether the unacceptable performance appraisal is sustained or will be changed.  A request submitted to the State Review and Appeals Board will be handled in accordance with instructions in Part V.

C.  Records:

    1.  Action Taken:  When separation or reduction actions are taken against a technician, all relevant documentation will be filed in the technician’s OPF.

    2.  Action Not Taken:  When an action is not taken, all documentation relating to the unacceptable performance appraisal will be assembled and filed in the technician’s OPF.  If the technician’s performance continues to be fully successful for a period of one year from the date the original action was initiated, the contents of the entire package must be destroyed and any entries or other notations of unacceptable performance must be removed from all records.

DCARNGR 690-400-01/DCANGI 36-1001                                              31 March 1999

PART V

APPEALS

A.  Establishing a State Review and Appeals Board:  Whenever an appeal is submitted, the CG-DCNG will establish an ad hoc State Review and Appeals Board consisting of at least three members to provide an impartial review of performance appraisal appeals.  Members serving on this board cannot be in the chain of command of the technician who is filing an appeal and should not be in a lower graded position than the technician appealing.  The technician is entitled to representation during the board process.   Representation on this board may be a matter for negotiation with labor organizations holding exclusive recognition.

B.  Filing an Appeal:  A technician desiring to file an appeal of a performance appraisal, other than for unacceptable performance, may file an appeal to the State Review and Appeals Board no later than 30 calendar days after the technician receives the appraisal.

An appeal based on unacceptable performance must be filed within the 30 day advance written notice period outlined in Part IV, paragraph B.1.  In reviewing performance appraisal appeals, including unacceptable performance, the board, by majority vote, will recommend to the CG to change the appraisal as requested by the technician or sustain the appraisal without change.  When reviewing unacceptable performance appraisals, the board will only be concerned with the performance appeal; it will not review the personnel action taken as a result of an unacceptable appraisal.  The CG will make the final decision.  All members of the board must be present at all times during the hearings, and must participate in deciding on a recommendation.  A technician has no appeal rights beyond the CG on these matters.

C.  Appeal Processing:  An appeal to the board is submitted to the HRO Employee Relations Specialist (ERS).  The written request will contain the following information:

    1.  Name of technician

    2.  Organization

    3.  The appraisal being appealed

    4.  Why the appraisal should be changed

    5.  Date notice received.

The appeal must be received in the Human Resources Office within 30 days of receipt of the appraisal by the employee.  When all of the necessary information is not available, the technician should submit what is available, and state why the other information is not available.  
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D.   Board Procedures:  During the proceedings, the board may admit oral evidence from the technician and/or the technician’s immediate supervisor.  Within 15 calendar days, the board will review and submit their recommendations directly to the CG with an information copy to the HRO.  The technician and the technician’s representative (if one is desired by the technician) may present all information orally, by presentation of witnesses, or in writing.   In the submission of evidence, both oral and written information may be submitted to reach a decision, as long as the technician, the technician’s representative, and the representative of the CG are given the opportunity to hear, examine, and reply to the information submitted by the other parties, and are given an opportunity to question the witnesses.  If any of these individuals are absent during the oral presentation, the absentee(s) must be furnished in writing any evidence admitted during their absence.  The board may not use any written information to render a recommendation until the technician, the technician’s representative (if any), and the representative of the CG have had an opportunity to examine and reply to it.  Board members must serve as impartial judges and review each case objectively.  They must give consideration to the merits of each case and secure all necessary information.  The board may not receive or consider information not directly related to the matter being considered.
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PART VI

REDUCTION IN FORCE/REALIGNMENT

During a Reduction in Force or Realignment, retention registers are accomplished to determine priority for position placement.  An average of the last three appraisals on file in HRO is used to determine ranking order on retention registers.  The following table shows the numerical score given to appraisals in order to rank employees for retention registers in accordance with TPR 351 and state negotiated contracts.


OUTSTANDING  

- 4


EXCELLENT        

- 3


FULLY SUCCESSFUL  
- 2


MARGINAL          

- 1


UNACCEPTABLE

- 0

When determining an average of the last three appraisals, if the average score is a .5 or above you will round up.  When the average score is .4 or below, you will round down to determine the overall rating.
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APPENDIX A

SAMPLE NOTICE OF WRITTEN DECISION BASED ON UNSATISFACTORY

PERFORMANCE

(ON LETTERHEAD)

(OFFICE SYMBOL)





(DATE)

MEMORANDUM FOR

SUBJECT:  Decision to Remove/Reduce in Grade (Unsatisfactory Performance)

(State the specific action being taken, i.e., removal, or change to lower grade.  Furnish a copy to the exclusive representative for technicians in the bargaining unit.  Include series and grade of position incumbent occupies and show full unit name and mailing address to which the technician is assigned.  For example….)

1. This memorandum will serve as your formal notice of (removal/reduction in grade) not earlier than thirty (30) calendar days from the date of your receipt for this notice.  The reasons for this removal are:

(Refer to TRP 430 and 5 CFR 430.  Give the reason for removal action.  Use all available information in sufficient detail so that the technician will understand why the action is being taken.)

a. On 1 January 19xx, you and I established written performance standards and identified critical job elements for your position.  At that time you acknowledged our discussion of these standards and critical elements.

b. On 2 March 19xx, I informed you orally and in writing that your performance regarding critical element number ___ pertaining to ____ was unsatisfactory because you had failed to (list specific instances of unsatisfactory performance on which this action is based).  On 16 March 19xx, I provided you with specific written instructions on how to improve your performance on this critical job element.

c. Despite counseling and on-the-job training, your performance of this critical job element continues to be unsatisfactory.  Therefore, I have initiated this process to …..

2. Copies of the Performance Appraisal Materials relied upon to support this proposal are attached.  You may reply to this notification, either orally or in writing, or you may appeal the unsatisfactory performance appraisal to the State review and appeals board.  You may submit affidavits in support of your response.  Your response will be considered an appeal unless you specify otherwise.  To be considered your response must arrive within fifteen (15) calendar days of receipt of this notice.  Consideration will be given to extend this period if you submit a request stating your reasons for requiring more time.  You will be given a final determination within fifteen (15) calendar days of our receipt from you.

3. You may contact _____________ in the Human Resource Office for procedural guidance at DSN 288-XXXX or Commercial (202)433-XXXX.

Encls






Supervisor’s Signature Block

(Copy furnished to Human Resource Office)

Receipt acknowledged:  ____________________________________     __________________



                (Signature)                                                              (Date)

I (Technician’s name):  ____________________________ the fifteen (15) day response.

                                          Waive/Do not waive

22
1

