PERFORMANCE POLICY CHECKLIST

	Agency:
	Location:


	Reviewed as Part of: 



References: 5 U.S.C. Chapter 43, 5 CFR Part 430

Instructions: Use this checklist in conjunction with the Performance Plan checklist and the Performance System checklist. 

Quick Link to "Case File Summary/Comments:" 
	COMPLIANCE RELATED ITEMS

	Y
	N
	Review Item
	Comments

	
	
	An agency appraisal system shall establish agencywide policies and parameters for the application and operation of performance appraisals, as evidenced by a review of their performance policy using the Performance Policy Checklist, SES Performance Appraisal System Checklist, and a review of performance plans using the Performance Plan Checklist, as applicable.
	

	
	
	1. Coverage includes GS/GM, prevailing rate employees, senior level, and scientific and professional employees paid under 5 U.S.C. 5376. [5 CFR 430.202(a)(2)]
	

	
	
	2. The agency has documentation of OPM's approval of its request to exclude positions in the excepted service. The request must be in writing, explaining why the exclusion would be in the interest of good administration. [5 CFR 430.202(d)]
	

	
	
	3. Agencies are encouraged to involve employees in developing and implementing appraisal systems and programs. [5 CFR 430.204(c) and 5 CFR 430.205(d)]
	

	
	
	4. Each appraisal program specifies procedures and requirements to include: 
· Specify employees covered by the program?
· Procedures and requirements for performance planning?
· Requirements for monitoring performance?
· Requirements for rating performance?
[5 CFR 430.205(a)]
	

	
	
	5. Policy includes, where applicable, criteria and procedures for establishing separate appraisal programs under an appraisal system. [5 CFR 430.205 (b)]
	

	
	
	6. Relevant parts of the performance appraisal system and program are communicated to employees and supervisors (e.g., through formal training). [5 CFR 430.209(c)]
	

	
	
	7. Recognizing and rewarding employees whose performance so warrants. [5 CFR 430.204(b)(1)(iv)]
	

	
	
	8. Assisting employees in improving unacceptable performance. [5 CFR 430.204(b)(1)(v)]
	

	
	
	9. Reassigning, reducing in grade, or removing employees who continue to have unacceptable performance, but only after an opportunity to demonstrate acceptable performance. [5 CFR 430.204(b)(1)(vi)]
	

	
	
	10. Designate an official appraisal period for which a performance plan shall be prepared, during which performance shall be monitored, and for which a rating of record shall be prepared. [5 CFR 430.206(a)]
· Does it specify a single length of time as its appraisal period (e.g. generally 12 months)?
	

	
	
	11. Require that each employee be covered by an appropriate written, or otherwise recorded, performance plan based on work assignments and responsibilities. [5 CFR 430.206 (3)]
· Requires plans to include all elements which are used in deriving and assigning a summary level, including at least one critical element and any non-critical element(s) [5 CFR 430.206 (4)]
	

	
	
	12. Designating the length of the minimum period of performance that must be completed before a performance rating may be prepared. [5 CFR 430.207(a)]
	

	
	
	13. Establish the number (s) of performance levels at which critical and non-critical elements may be appraised. [5 CFR 430.206(b)(7) and (ii)(A)]
*Note: Performance plans established under programs using only two summary levels (Pass/Fail) shall not include non-critical elements. [5 CFR 430.206(b)(6); 5 CFR 430.208(d)(1)]
	

	
	
	14. Identify the pattern of summary levels that may be assigned in a rating of record. [5 CFR 430.208(d)]
· Level 1 through Level 5 are the ordered categories, with Level 1 as the lowest and Level 5 as the highest. [5 CFR 430.208(2)]
· Designation of a summary level and its pattern provides consistency in describing ratings of record. [5 CFR 430.208(3)]

	

	
	
	15. Elements and standards shall be established 
· For a critical element
(A) At least two levels for appraisal shall be used with one level being “Fully Successful” or its equivalent and another level being “Unacceptable,” and
(B) A performance standard shall be established at the “Fully Successful” level and may be established at other levels.
· For non-critical elements,
(A) At least two levels for appraisal shall be used, and
(B) A performance standard(s) shall be established at whatever level(s) is appropriate
The absence of an established performance standard at a level specified in the program shall not preclude a determination that performance is at that level. 
[5 CFR 430.206(b)(8)]
	

	
	
	16. Establish criteria and procedures to address employee performance for employees who are on detail, who are transferred, and for other special circumstances as established by the agency. [5 CFR 430.205(b)]
	

	 
	
	17.  Policy addresses method(s) for ongoing appraisal, including, but not limited to, conducting one or more progress reviews during each appraisal period. [5 CFR 430.207(b)]
	

	
	
	18. Policy addresses the schedule for evaluating the effectiveness of the performance appraisal system(s) and performance appraisal program(s) in operation in the agency. [5 CFR 430.209(d)]
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