ARTI CLE 13
PERFORMANCE MANAGEMENT
13-1 | NTRODUCTI ON

The effectiveness of the performance evaluation systemis a
conbi ned responsibility of each technician and their
supervisor. It is agreed that the technicians job
performance will be the sole criteria used in the rating
process and the supervisors responsibility is to tender an
objective rating. The parties agree that the appraisa
process is nore than a once a year neeting during which
performance over the last year is evaluated. NGB TPR 430
dated 1 Cctober 1997 without the |Iowa National Guard

Suppl ement 1 to NGB TPR 430 dated 1 Cctober 1999 is used as
the sole guide for this article.

13-2 DEFI NI TI ONS

a. Appraisal. The continuing process by which the technician
is kept informed of how the enpl oyee’ s perfornmance
conpar es agai nst established performance standards and
results in a final performance appraisal at the end of
t he apprai sal period.

b. Appraiser. The individual nost responsible for appraising
the technician based on pre-established nutually
under st ood performance standards. This party is usually
the technician’ s i nredi ate supervi sor.

c. Overall performance apprai sal. The apprai sal assigned at
the end of the appraisal period that describes the
overal | performance |evel of the technician based on the
techni ci an’ s performance standards.

d. Performance level. Arating wll be assigned to each
i ndi vi dual performance standard during the perfornmance
apprai sal that denotes the technician’ s | evel of
achi evenent conpared to the performance standard.

e. Performance Standard. A description of the |evel of
achi evenent; and may include quality, quantity, and
tinmeliness, necessary for fully acceptable performance of
duties and responsibilities of the position. These
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standards will be established upon job-related itens
appearing on the individual’s position description.

f. Reviewer. An individual in the technician’ s chain of
command who is the appraiser’s inmedi ate supervisor. For
apprai sals of Meets Standards, the reviewer is also
considered to be the approving official.

g. Unaccept abl e performance. Performance of a technician
t hat does not neet performance standards.

h. Critical job elenment. Any conponent of a technician s job
that is of sufficient inportance that perfornmance bel ow
the m ni num standard establi shed by nanagenent requires
remedi al action and denial of wthin-grade increase, and
may be the basis for renoving or reducing the grade |evel
of that technician. Such action may be taken w t hout
regard to performance on other conponents of the job.

i. Major job elenent. A nmajor duty or responsibility of the
technician’s job which, although inmportant, is not
considered critical in relation to other aspects of the
j ob.

13-3 APPRAI SAL PERI GD

a. The period of time, normally one year but not |ess
than 120 days, which the technician’s perfornmance wl|l
be apprai sed. The annual apprai sal period for each
technician will be established by the enpl oyer.
Supervisors will maintain a record of technicians that
t hey supervise which sets forth each technician's
nanme, the technician’s anniversary date and the date
each technician’s evaluation was conpleted. This
record will be open for review upon the request of the
techni cian or the shop steward.

b. A m ni mum of 120 days supervision is required before
an apprai sal can be rendered.

C. Technicians will receive an appraisal under their old
j ob standard when transferring jobs, at the tinme of

the transfer, provided a m nimum of 120 days has
el apsed since the previous appraisal.
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d. When a maj or change (a change in any critical elenent)
to the job standard occurs within 120 days before the
anni versary date, the appraisal period shall be
extended until all conditions required to render the
rating of record are nmet. The rating shall be
prepared pronmptly when conditions that required the
extension are net.

e. A cl ose-out performance appraisal will be rendered
when there is a change in the i medi ate supervi sor
provi ded that there are | ess than 120 days renai ni ng
with in the appraisal period, after the appointnent of
t he new supervi sor.

13-4 | DENTI FI CATI ON OF PERFORVANCE STANDARDS AND CRI TI CAL
ELEMENTS

a. NGB TPR 430 dated 1 Cctober 1997 will be used as a guide
in the devel opnent of performance standards and
identification of critical elenents.

b. At the beginning of the appraisal period, each
supervisor will, with technician participation, identify
maj or/critical job element(s) and performance standards.
These standards will be in witing and will define the

| evel of performance to achieve a rating of record.
Standards will be consistent with the duties and
responsibilities contained in the enployee’s position
description. Although technicians will participate in this
process, final determnations will be nmade by the i mediate
supervisor with the concurrence of the reviewer.

c. The perfornmance standards nay be nodified by the
supervisor with technician participation at any tine
during the rating period.

d. The technician has the right to grieve the content of a
per f or mance st andar d:

1. VWhich is contrary to appropriate law, rule, or
regul ati on.
2. Which is not consistent with the duties and

responsi bilities covered in the enployee’ s position
descri ption.

e. A conpl eted copy of the performance standard will be
provided to the technician at the begi nning of the
apprai sal period and whenever a revision occurs.
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f. Managenment retains the right to set all performance
standards but the parties agree that perfect performance of
all duties set forth in the position description is not a
reasonabl e expectation for establishing a performance
standard. Therefore performance standards description
should be witten for the approved requirenent(s) and
expectation (s) level that nust be net to be appraised at a
particul ar | evel of performance. A performance standard may
include, but is not Iimted to, quality, quantity,
timeliness and manner of performance. It should contain al
of the witten, or performance elenents that set forth the
expected performance level. It must contain all critica

el enents and nay contain non-critical elenents and their
per f or mance st andar ds.

13-5 COUNSELI NG

Supervi sors should frequently praise and encour age
techni ci ans who are neeting objectives, and assist those
who are not. Ongoi ng counseling of technician's by

supervi sors i s encouraged, particularly when the enpl oyee
is at risk of not neeting expectations. The technician
shoul d be told of a problem as soon as the supervisor is
aware of one. The performance counseling will be recorded
on NGB Form 904-1 or the electronically generated form as
required by NGB TPR 430 dated 1 Cctober 1997. A copy of
any witten report on counseling sessions will be given the
technician involved. As a goal, counseling should be
performed quarterly with a m ni num of bi-annually.

13-6 THE APPRAI SAL

It is the responsibility of the enployer to ensure: the
timely conpletion of both the job standard and the
performance eval uation; that the eval uated technician
receives the original of both docunments; and that an
accurate copy of each docunent is pronptly forwarded to the
HRO for placenent in the technician s performance fol der

a. At the end of the appraisal period the supervisor wll
review the technician’ s performance appraisal with the
technician. The technician may question the appraiser on
any aspect of the appraisal.

b. If the technician experiences a problemin receiving a
timely performance eval uation or has concern(s) with any
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aspect of the performance eval uation process, that
technician is entitled to bring the matter to the
supervisor’s attention, contact the HRO Appraisal PCC, or
t he STEWARD

c. |If an appraisal cannot be perfornmed on tinme the
technician will be notified by the supervisor. This
notification will include an explanation for the late
apprai sal. Wen the |ate appraisal is acconplished the
actual date will be so noted.

d. When possi bl e the apprai sal should be based on
verifiable and quantifiabl e perfornance.

13-7 ABSENCE TO PERFORM OTHER DUTI ES

The tine spent away fromthe technician s assigned duties;
i.e. serving as union representatives will not be taken

i nto account when acconplishing a performance apprai sal.
Per f ormance apprai sals should be based solely on
performance of the assigned work of their technician
position.

13-8 UNACCEPTABLE PERFORVANCE

a. Technicians will be periodically rem nded of the critical
job el enents and expected performance standards of their
positions and will be infornmed when their performance is
unacceptable in any el enent of the job, in accordance

with TPR 430 para 7.c. There is also the requirenent
t hat Supervisors help their enployees inprove their
performance. |nprovenent actions can include training,

counsel ing, or closer supervision before noving on to
nore severe actions. However, if the technician's
performance in any critical elenent continues to be
unaccept abl e, despite efforts by the supervisor or
manager to inprove performance, the technician and

hi s/ her representative will be advised that the

t echni ci an nmust be reassigned, reduced in grade
(demoted), or renmpved from enpl oynent. Consideration
shoul d be given to reassi gnnent to another position for
whi ch the supervisor feels the technician is qualified.

b. No acti on based on unacceptabl e performance may be taken
until critical job elenments and performance standards
have been identified in witing and the technician has
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been given a copy of these standards, and the technician
has been given at |east 30 days to inprove their
per f or mance.
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