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(2) Make meaningful distinctions
among employees based on perform-
ance and contribution;

(3) Foster and reward excellent per-
formance;

(4) Address poor performance; and

(5) Assure that employees are as-
signed a rating of record.

§9901.406 Setting and communicating
performance expectations.

(a) Performance expectations will
support and align with the mission and
strategic goals, organizational program
and policy objectives, annual perform-
ance plans, and other measures of per-
formance.

(b) Performance expectations will be
communicated to the employee in writ-
ing prior to holding the employee ac-
countable for them.

(c) Notwithstanding the require-
ments in paragraphs (d) through (g) of
this section, employees are account-
able for demonstrating professionalism
and appropriate standards of conduct
and behavior, such as civility and re-
spect for others.

(d) In addition to the requirement in
paragraph (c) of this section, super-
visors and managers will be held ac-
countable through their performance
expectations for how well they plan,
monitor, develop, correct, and assess
subordinate employees’ performance.

(e) Performance expectations in-
clude—

(1) Goals or objectives that set gen-
eral or specific performance targets at
the individual, team, and/or organiza-
tional level;

(2) Organizational, occupational, or
other work requirements, such as
standard operating procedures, oper-
ating instructions, manuals, internal
rules and directives, and/or other in-
structions that are generally applica-
ble and available to the employee; and

(3) Competencies an employee is ex-
pected to demonstrate on the job, and/
or the contributions an employee is ex-
pected to make.

(f) Performance expectations may be
amplified through particular work as-
signments or other instructions (which
may specify the quality, quantity, ac-
curacy, timeliness, or other expected
characteristics of the completed as-
signment, or some combination of such
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characteristics). Such assignments and
instructions need not be in writing.

(g) Supervisors will involve employ-
ees, insofar as practicable, in the devel-
opment of their performance expecta-
tions. However, final decisions regard-
ing performance expectations are with-
in the sole and exclusive discretion of
management.

(h) Performance expectations are
subject to higher- or second-level re-
view to ensure consistency and fairness
within and across organizations.

(i) Performance expectations that
comprise a performance plan are con-
sidered to be approved when the super-
visor has communicated the perform-
ance plan to the employee in writing.

§9901.407 Minimum period of perform-
ance.

(a) Only employees who have com-
pleted the minimum period under one
or more NSPS approved performance
plans may be issued a rating of record
in accordance with the procedures pre-
scribed by this subpart.

(b) The minimum period of perform-
ance is 90 calendar days.

(1) Periods during which an employee
is in a leave status may not be applied
toward the 90-day minimum.

(2) If an employee has a break in
NSPS-covered service (e.g., due to job
change to a non-NSPS position, res-
ignation), the service performed prior
to the break may not be used to satisfy
the 90-day minimum period. A break
caused by a situation described in
§9901.342(i) through (1) is not consid-
ered a break for this purpose.

(c) Employees who have not com-
pleted the minimum period of perform-
ance during the applicable appraisal
period will not be rated and will not be
eligible for a performance payout un-
less otherwise provided in §9901.342(i)
through (1).

§9901.408 Employees on time-limited
appointments.

Employees who are appointed for less
than 90 days—

(a) Will be given performance expec-
tations that are linked to the organiza-
tion’s strategic plan; and

(b) May receive an evaluation at the
end of the appointment which—
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(1) Consists of a narrative description
addressing employee performance, ac-
complishments and contributions dur-
ing that appointment; and

(2) May serve as documentation and
justification for recognition under 5
U.S.C. chapter 45.

§9901.409 Monitoring and developing
performance.

(a) In applying the requirements of
the performance management system
and its implementing issuances and
policies, supervisors will—

(1) Monitor the performance of their
employees and their contribution to
the organization;

(2) Provide ongoing (i.e., regular and
timely) feedback to employees on their
actual performance with respect to
their performance expectations, includ-
ing one or more interim performance
reviews during each appraisal period;
and

(3) Document at least one interim
performance review. Documented in-
terim reviews are not required for over-
all periods of performance of less than
180 days.

(b) Developing performance is inte-
grated with the performance manage-
ment process and is a shared responsi-
bility of management and employees.
Developing performance includes but is
not limited to—(1) Coaching and men-
toring employees;

(2) Reinforcing strengths and ad-
dressing weaknesses; and

(3) Discussing employee development
opportunities.

§9901.410 Addressing performance
that does not meet expectations.

(a) If at any time during the ap-
praisal period a supervisor determines
that an employee’s performance is not
meeting expectations, the supervisor
will—

(1) Identify and communicate to the
employee the specific performance defi-
ciencies that require improvement;

(2) Consider the range of options
available to address the performance
deficiency, including remedial train-
ing, improvement periods, reassign-
ment, oral warnings, letters of coun-
seling, written reprimands, or adverse
action (including a reduction in rate of
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basic pay or pay band or a removal);
and

(3) Take appropriate action to ad-
dress the deficiency, taking into ac-
count the circumstances, including the
nature and gravity of the unacceptable
performance and its consequences.

(b) Adverse actions taken based on
unacceptable performance and/or con-
duct will be taken in accordance with
the provisions in 5 U.S.C. chapter 75 or
other appropriate procedures if not
covered by chapter 75, such as proce-
dures for National Guard Technicians
under 32 U.S.C. 709(f).

§9901.411 Appraisal period.

(a) Except as provided in paragraphs
(a)(1) through (3) and (b) of this sec-
tion, the appraisal period will be Octo-
ber 1 to September 30.

(1) The appraisal period may begin
after October 1 and end after Sep-
tember 30 for newly converted groups
of employees;

(2) The appraisal period may begin
after October 1 for employees who
move to an NSPS position from a non-
NSPS position after that date; and

(3) The appraisal period may end be-
tween July 3 and September 30 for em-
ployees receiving early annual rec-
ommended ratings.

(b) If, by the end of the appraisal pe-
riod, an employee has not met the min-
imum period of performance, manage-
ment may extend the appraisal period
provided such extensions do not—

(1) Delay the payout for the applica-
ble pay pool; or

(2) Extend beyond the rating of
record effective date.

(c) The effective date of ratings of
record will be January 1, except for ad-
ditional ratings of record as described
in §9901.412(b)(2).

(d) The effective date of a rating of
record described in §9901.412(b)(2) is the
date the rating is final, as described in
paragraph (g) of §9901.412.

§9901.412 Rating and rewarding per-
formance.

(a) Forced distribution of ratings
(setting pre-established limits for the
percentage or number of ratings that
may be assigned at any level) is prohib-
ited.

(b) An appropriate rating official—
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