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Chapter 430tc "Chapter 430" \f C \l 1
PERFORMANCE MANAGEMENTtc "PERFORMANCE MANAGEMENT" \f C \l 1
This Chapter replaces Chapter 12, JSP 2.
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1.  Generaltc "General" \f C \l 2. The purpose of the Performance Management system is to provide a meaningful and efficient method for the evaluation of individual performance.  The objective is for supervisors and managers to assure that technicians understand clearly what their performance standards are and that performance is rated in a timely manner.  The Idaho National Guard technician performance management system is applicable to all Army and Air National Guard - military and civilian - technicians and their supervisors, to include Temporary Technicians whose appointment is expected to last for more than one year.  It is a three-step system that first establishes performance standards, then monitors performance during the rating period through counseling, and finally, documents performance by completion of a three tier official appraisal.    

2.  Referencestc "References" \f C \l 2.

    a.  Title 5, Code of Federal Regulations, Parts, 430, 451 and 531.

    b.  National Guard Technicians Act of 1968 PL 90-486 (as amended).

    c.  Technician Personnel Regulation 430 (1 Oct 97).

3.  Policytc "Policy" \f C \l 2.  All performance based personnel actions that may impact an employee shall be reviewed with the Human Resource Office to ensure compliance with current regulatory guidance and the negotiated Labor-Management Agreement.  Always review and cross-reference the Labor-Management Agreement when implementing the provisions of this publication.

4.  Performance Standardstc "Performance Standards" \f C \l 2.  Performance standards provide a narrative description of the level of achievement required for fully successful performance in all job elements.  They should be designed to meet and fully integrate organizational and mission objectives into individual standards.  Each standard must be objective, measurable, obtainable (reachable), and reflect the actual duties and responsibilities performed by the technician.

    a.  IDNG Form 430-R (Attachment 1), Performance Standards and Critical Elements Form.  This form will be used for all permanent and indefinite IDNG technicians.  Supervisors will ensure technicians participate in and may include other technical experts in the development of performance standards.  However, the appraising supervisor and reviewer will make the final determination on the standards.  

    b.  Every technician performance standard will contain at least two critical job elements, one of which will address safety.  In addition, performance standards for supervisors will have at least a third critical element addressing compliance with EEO policies, and a fourth critical element addressing timely completion and submission of subordinate’s standards and appraisals.  The remaining elements may include any combination of critical or non-critical major job elements related to the job duties and responsibilities.  

    c.  Supervisors will accomplish or re-accomplish employee performance standards within 30 days of any of the following personnel actions:  (Appraisals are required only when an action lasts 120 days or more IAW paragraph 7b below.)

New Appointment

Indefinite Appointment

Change to Lower Grade

Change in Duties and Responsibilities

Promotion

Temporary Promotion

Reassignment to New Position

Detail 

Change of Supervisor

    d.  After writing an employee’s performance standard or any revision the supervisor (appraiser) will: 

    (1)  Review and sign the Performance Standards (IDNG 430-R),

    (2)  Have the approving official review and sign the IDNG 430-R,

    (3)  Counsel the technician on the performance standards,

    (4)  Have the technician sign the IDNG 430-R,

    (5)  Annotate the 904-1 that counseling was conducted,

    (6)  Give the technician a copy of the IDNG 430-R,

    (7)  Forward a copy of the completed IDNG Form 430-R to the Human Resource Office. 

    (8)  Retain the original in the supervisor’s folder.

    e.  Performance Standards will be reviewed and initialed annually at the beginning of the rating period.  They will be revised when significant changes occur in the duties and responsibilities of a position.  New and revised standards must be reviewed and approved by the reviewing supervisor before the changes become official and are distributed to the technician for his/her signature.  

    f.  Performance Standards will be reviewed and implemented in accordance with the above references and the Labor-Management Agreement.

5.  Trial/Probationary Periodtc "Trial/Probationary Period" \f C \l 2.  New career (conditional) federal technicians will be carefully observed during a 12-month trial/probationary period. 

    a.  Retention.  The technician’s work performance must minimally be at the Fully 

Successful level for retention beyond the trial/probationary period. 

    b.  Termination.  If retention is not recommended, the supervisor must provide HRO with supporting documentation (counseling and 904-1 entries) prior to the end of the trial/probationary period.  Termination is not an adverse action if it occurs prior to the end of the trial/probationary period, and therefore does not require a thirty (30) day notice.  HRO does require time (normally two weeks) to coordinate the appropriate actions to remove the technician from federal service.   

    c.  A technician will not be given an appraisal before completion of the trial/probationary period.  An official appraisal is due for each retained technician immediately after they complete their trial/probationary period.  If there is less than 120 days remaining before the end of their component’s next annual rating cycle, the appraisal will be delayed to coincide with the rating cycle. 

6.  Annual Performance Appraisalstc "Annual Performance Appraisals" \f C \l 2  Supervisors will accomplish an annual appraisal for each Technician.  The Human Resource Office will remind employees, supervisors and directors/commanders when appraisals are due.  Supervisors will submit annual performance appraisals to HRO within 30 days of the close of each component’s appraisal period. 

    a.  Appraisal Cycle.  ARNG and ANG appraisals will be due as follows, unless a previous (out of cycle) appraisal was accomplished less than 120 days before the end of the upcoming appraisal period.  In that case, the next appraisal is not due until the end of the subsequent annual appraisal period (12 + months hence). 

   CLOSEOUT DATE

 APPRAISAL

COMPONENT
LAST DAY OF MONTH

DUE TO HRO
ARMY


FEBRUARY



30 MARCH

AIR


MARCH 



30 APRIL
   b.  Additional Appraisals.  Supervisors will also complete and submit a performance appraisal to HRO for any of the following personnel actions occurring at least 120 days after the previous appraisal:

Required






    Due HRO within
End of trial/probationary period




30 Days

Change of technician’s appraiser 




30 Days


Change in performance standards




30 Days


End of temporary promotion/detail (>120 days) 


30 Days

7.  The Performance Appraisal (IDNG 430-1-R)tc "The Performance Appraisal (IDNG 430-1-R)" \f C \l 2.  The performance appraisal provides a method and tool to evaluate a technician’s job performance against written performance standards.  Supervisors will use the Technician Performance Appraisal Report (IDNG Form 430-1-R) (Attachment 2) to document all official performance appraisals and the mandatory six month performance counseling.  Supervisors will use a three-tiered performance rating scale (summary level pattern C, Appendix A, TPR 430) and follow the instructions contained in the TPR 430 as amended herein.

    a.  Three-tiered appraisal.  Supervisor’s will assess the technician’s job performance for each job element in the Performance Standard and determine an overall performance rating of either Unacceptable, Fully Successful or Excellent.  A Fully Successful rating does not require any narration although comments may by made at the discretion of the supervisor.  However, a rating of either Unacceptable or Excellent mandates that a concise but comprehensive narrative that clarifies and justifies the rating be annotated in the Comments/Justification block on the IDNG 430-1-R.

    b.  Minimum period of performance.  Technicians must perform a minimum of 120 calendar days under their current performance standard before they may be given an official performance appraisal.  This does not apply to trial/probationary employees whose minimum performance appraisal period is 12 months.
    c.  Six-month performance counseling.  As part of the appraisal process, supervisors will conduct semi-annual, face-to-face, performance counseling for each of their technicians.  They will discuss the technician's current performance and the standards required to achieve a “Fully Successful” rating.  Supervisors and technicians will acknowledge completion of the semi-annual counseling session by initialing the Technician Performance Appraisal Report (IDNG Form 430-1R).  Semi-annual counseling will also be recorded on the NGB Form 904-1 and the technician will be given the opportunity to initial this entry.  

8.  Processing The Performance Appraisaltc "Processing The Performance Appraisal" \f C \l 2.  Follow these steps, in sequence, to process the IDNG Form 430-1R at the end of the appraisal period:

    a.  First:  Supervisors will complete and sign the technician’s Annual Performance Appraisal Report. 

    b.  Second:  The reviewing official (supervisor’s performance appraiser) will review, discuss, and clarify any appraisal concerns with the supervisor and then sign the IDNG Form 430-1R.   

    c.  Third:  The supervisor will counsel the technician on the contents of the performance appraisal.  

    d.  Fourth:  The technician will acknowledge completion of the performance appraisal counseling by signing and dating the IDNG Form 430-1R.  The supervisor will make an entry on the NGB Form 904-1 that the counseling was conducted.

    (1)  The supervisor will advise the technician that a signature only indicates knowledge of the appraisal, not necessarily agreement with it.  If the technician refuses to sign an appraisal, the supervisor annotates a statement that technician was provided an opportunity to sign but refused.  The supervisor will expand the entry on the NGB Form 904-1 to indicate that the technician refused to sign.

    (2)  If the technician disagrees with the appraisal he/she may use the appropriate appeal or grievance (IAW the Labor-Management Agreement) procedures to address his/her disagreement.  The NGB Form 904-1 entry will reflect that the technician was advised of his/her right to appeal or grieve the appraisal and the procedures to do so.

    e.  Fifth:  The supervisor will give a copy of the official appraisal to the employee, file a copy in the technician's supervisory folder, then forward the original appraisal to HRO.

9.  Additional Performance Counselingtc "Additional Performance Counseling" \f C \l 2.  In addition to the semi-annual performance counseling, supervisors will officially counsel any technician who exhibits a decline in performance or other non-productive behavior.  This counseling will be annotated on the NGB Form 904-1 and initialed by the technician. 

10.  Unacceptable Performancetc "Unacceptable Performance" \f C \l 2.  Performance appraisal programs require that supervisors and managers provide pro-active assistance to employees to improve unacceptable performance.  When a supervisor determines that a technician’s performance is unacceptable in one or more job elements or the overall performance is judged to be unacceptable, the supervisor shall take the following steps: 

    a.  Review this publication and the Labor-Management Agreement to ensure that counseling and performance documentation requirements have been accomplished.

    b.  Coordinate with higher level supervisor for advice and assistance. 

    c.  Contact HRO for assistance and procedural guidance. 

    d.  Initiate a Performance Improvement Plan (PIP).

11.  Performance Improvement Plan (PIP)tc "Performance Improvement Plan (PIP)" \f C \l 2.  A PIP may be implemented for any technician performance that is below Fully Successful.  It must be done in coordination with and the prior approval of the HRO using the following steps:

    a.  Gather all relevant performance related information and contact HRO.  HRO will assist you in researching and writing a PIP that is in compliance with regulatory guidance.

    b.  Establish a formal PIP as explained in paragraph 7 of TPR 430 by informing the technician in writing of those job elements and performance standards that are unacceptable and how and where the technician must improve his/her performance.

    c.  The PIP will give the technician a minimum of a 30-day period in which to improve his or her performance.  The actual duration of a PIP is left to the reason and discretion of the supervisor after being advised by the HRO.  As a minimum, halfway through the established PIP, the supervisor conducts another counseling session.  It is very important to document all counseling on the NGB Form 904-1 and give the technician an opportunity to initial the entries.

    d.  PIP Completion.  At the end of the PIP the supervisor evaluates the technician’s performance level.   

    (1)  If performance has improved to "Fully Successful" the employee should be counseled and the appropriate entries made in the 904-1 indicating successful completion of the PIP. 

    (2)  If the performance is still unacceptable the supervisor may contact HRO and request, reassignment, removal or downgrade.  HRO will prepare the written 30-day notice of action to be taken in accordance with TPR 430.  This is considered a final notice and can only be appealed to the Adjutant General. 

12.  Withhold Within Grade Increase (WGI)tc "Withhold Within Grade Increase (WGI)" \f C \l 2.  By law, WGI's are to be given only to employees whose performance has been determined to be at least  “Fully Successful” on the most recent rating of record.   

    a.  Anytime a decision is made to withhold a WGI a new performance appraisal must be accomplished, unless the most recent rating of record already reflects an unacceptable performance level.  The supervisor must also submit a SF52 requesting denial of within-grade increase to HRO.  Ref: 5 CFR 531.404.

    b.  WGI's can be awarded again after an official appraisal of "Fully Successful" or higher is completed, and normal WGI requirements have been met. 

13.  HRO Assistancetc "HRO Assistance" \f C \l 2.  

    a.  HRO provides performance management system advice, training and support to supervisors upon request.  Contact the HRO, Employee Relations Specialist for any of the following:

    (1)  Advice or assistance with the provisions of this chapter,

    (2)  To discuss support from the Employee Assistance Program, 

    (3)  Prior to initiating any PIP (mandatory),

    (4)  Prior to initiating any adverse actions (mandatory).

    b.  Contact the HRO, Employee Development Specialist:

    (1)  If any technician needs additional training to improve performance,

    (2)  If any supervisor needs additional training. 

14.  Disagreement with Performance Appraisaltc "Disagreement With Performance Appraisal" \f C \l 2.  A technician who disagrees with the content of the appraisal may file a grievance or appeal only after the appraisal has been signed by the technician.  Signing a performance appraisal only signifies that the contents of the appraisal have been discussed with the technician; it does not indicate agreement with the appraisal.  Grievances or appeals are filed in accordance with paragraph 8, TPR 430 and the negotiated Labor-Management Agreement.

ATTACHMENT 1 PERFORMANCE STANDARD AND CRITICAL JOB ELEMENTS FORMtc "ATTACHMENT 1 PERFORMANCE STANDARD AND CRITICAL JOB ELEMENTS FORM" \f C \l 1
	SECTION I

	NAME/RANK/SSN:
	
	DUTY TITLE:
	

	GRADE:
	
	[   ] IDANG    [   ] IDARNG
	OFFICE SYMBOL:
	

	APPRAISAL DUE DATE (Month, Year):
	

	SECTION II EXPECTED PERFORMANCE STANDARDS

	Job Element
	  X If Critical
	Task or Duty Statements
	Expected Performance Standard
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	Job Element
	X If Critical
	Task or Duty Statements
	Expected Performance Standard

	
	
	
	
	

	
	TYPED NAME & SIGNATURE
	TITLE/SSAN

	DATE
	REVIEW DATE & INITIALS

	APPRAISER:
	
	
	
	
	

	APPROVING OFFICIAL:
	
	
	
	
	

	EMPLOYEE:
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ATTACHMENT 2 PERFORMANCE APPRAISALtc "ATTACHMENT 2 PERFORMANCE APPRAISAL" \f C \l 1
	SECTION I

	NAME/RANK/SSN:
	
	DUTY TITLE:
	

	GRADE:
	
	[   ] IDANG    [   ] IDARNG
	OFFICE SYMBOL:
	

	APPRAISAL PERIOD:
	REASON FOR APPRAISAL:



	From:
	
	To:
	
	[   ] Initial    [   ] Annual     [   ] Close Out  [   ] Detail   [   ] Special

	Semi Annual Counseling Took Place on:  
	
	Supervisor Initials:
	
	Employee Initials:
	

	SECTION II

	OVERALL APPRAISAL RATING:
	[   ] UNACCEPTABLE *    [    ] FULLY SUCCESSFUL    [   ] EXCELLENT*

* Requires Justification

	NGB Form 32, Award Recommendation Attached

[   ] Yes   [   ] No

	Comments/Justification:  (Use Continuation sheet if necessary):  
	

	

	

	

	

	
	TYPED NAME & SIGNATURE
	TITLE
	DATE

	APPRAISER:
	
	
	

	APPROVING OFFICIAL:
	
	
	

	EMPLOYEE:
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