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Subj:  	Implementation of New Performance Appraisal Program





Purpose





This letter instructs supervisors at all Veterans Benefits Administration (VBA ) Central Office Services and Offices and Regional Offices and Centers to implement the new 5-level performance plan for all non-bargaining unit, non-Senior Executive Service (SES) employees effective January 30, 2004. 





Background





The Secretary of Veterans Affairs approved a change from a pass/fail to a 5-level appraisal program for all employees covered by the Department of Veterans Affairs’ (VA’s)  performance appraisal program, and reinstated performance awards.   The revised VA Directives and Handbooks 5013, Performance Management Systems, and 5017, Employee Recognition and Awards, convey these changes and are posted on the Office of Human Resources Management (OHRM) web site at   http://vaww1.va.gov/Ohrm/Directives-Handbooks/Direct_Hand.htm.  The new appraisal program is similar to the 5-level program used in VA before 1997 and incorporates:





Outstanding, Excellent, Fully Successful, Minimally Satisfactory, and Unsatisfactory summary rating levels;


Fiscal year rating period; and


End-of-year performance awards based on ratings of record.





OHRM is developing a question-and-answer guide to assist you in understanding the program changes.  This guide will be posted on the OHRM web page.  The link will be forwarded to servicing VBA Human Resources offices for dissemination to all human resource practitioners/liaisons, Central Office Services and Offices and  Regional Offices and Centers under their jurisdiction.  In the near future, OHRM will provide multimedia training tools developed by a cross-departmental team for issuance to field stations and VACO offices. 
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VA leadership originally planned to implement the program for non-bargaining and bargaining unit employees simultaneously.  However, VA has not yet met all of its bargaining obligations.  In the interim, the Agency will proceed with implementation of the new 5-level appraisal program for all non-bargaining unit, non-SES  employees consistent with the applicable time frames stated below.  Bargaining unit employees will be brought into the system after all bargaining obligations are met.





Policy





All employees covered by this new program should have new 5-level performance plans effective January 30, 2004.  Employees are considered to be under the new program when they sign their 5-level performance plan.  Since VBA is on a fiscal year rating cycle, we are not required to do pass/fail close-out appraisals.  





All covered employees will be on a fiscal year rating cycle that runs October 1 through September 30 annually.  Therefore, non- bargaining unit, non-SES employees will receive their first 5-level performance rating as of September 30, 2004.   Please note that an employee must have been under his or her 5-level performance plan for at least 90 days to be eligible to receive a Superior Performance Award.








Responsibilities





All VBA supervisors are responsible for ensuring their non-bargaining unit, non-SES  employees are placed on the new 5-level performance plan.





As with any performance program, goals should be established, measured, and monitored in a systematic manner.  The performance appraisal rating may be used as the basis for recognizing and rewarding accomplishments, identifying developmental needs, and recommending appropriate personnel actions.





This program must support the achievement of organizational goals. To that end, managers and employees at all levels must be held accountable for achieving desired outcomes.  The success of this performance appraisal program will be judged by the extent to which it:





Links employee performance to the achievement of organizational goals and objectives; 
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Encourages employees and representatives to be involved, as appropriate, in the development of their 5-level performance plans; and





Ensures the inclusion of customer service goals and standards in all individual plans.





Informational/Instructional Materials





The Department has developed an information and training kit that will be mailed to headquarters and all field facilities shortly.  This kit contains informational posters, brochures and two instructional videotapes.  These materials may be used by HR liaisons, supervisors and employees to acquire a better understanding of the new performance appraisal program.  Employees are also encouraged to view a satellite broadcast titled: VA Performance Appraisal Program.  The materials and broadcast schedule may be accessed at: http://vaww.sites.lrn.va.gov/vacatalog/cu_detail.asp?id=17700.  





Contact Information





If you have questions or need assistance, please have your staff contact your servicing Area Human Resources Center or Crystal Wiggins of the VBA Office of Human Resources, at (202) 273-5911. 











												/s/


Daniel L. Cooper


Under Secretary for Benefits


















































