DOI Performance Appraisal Policy Clarification 

Relating To Mandatory Awards

Under Section 5 of the current DOI Performance Appraisal Handbook entitled “Actions Based On Performance” (page 18) it reads:  “Under Departmental Policy 370 DM 430, an employee must be rated at Level 4 (Superior) or Level 5 (Exceptional) to be eligible for an award for sustained superior performance.  Employees rated at level 5 (Exceptional) must be considered for an award.”  It further states that Supervisors and Managers have flexibility to recognize employees using “any of the following forms of recognition or combination thereof (i.e., individual cash award and a Time-Off Award)”:

· “Exceptional (Level 5):  Eligible for an individual cash award up to 5% of base pay; a Quality Step Increase; Time-Off Award; or other appropriate equivalent recognition.  Additionally, may be eligible for a salary increase up to 5 % from the Human Capital Performance Fund.”

· “Superior (Level 4):  Eligible for an individual cash award up to 3% of base pay; Time-Off Award, non-monetary award, or other appropriate equivalent recognition.”

· “Fully Successful (Level 3):  Eligible for awards such as monetary, non-monetary, Time-Off, or other appropriate equivalent recognition, given for reasons other than sustained performance tied to the rating of record.”

As a separate but related issue, on page 15 of this DOI Performance Handbook it states:  “Rating officials shall not assign employee ratings under an arbitrary distribution system (such as a bell curve).  This is contrary to the intent of the appraisal system and would interfere with assigning ratings based on actual performance.”

Although these above policy statements read that employees who are rated “Exceptional” or “Superior” are eligible for an award, this DOES NOT necessarily mean that it is mandatory or automatic for them to receive such an award.  If there are budget constraints at that workstation, the supervisor may not be able to give a cash award that is warranted.  However, the supervisor must at least consider them for the award.  Although the supervisor may not be able to give a 5% or 3 % increase in the base pay due to budget constraints for exceptional or superior performance, FWS Directive 224 FW5 states that the employee can be given a Time-Off Award with the maximum “single award” being 40 hours.  For a performance award tied to the end of year review (Rating of Record), the supervisor is currently only permitted to grant a maximum time off award of 40 hours.  The supervisor may not grant the employee two awards for the same reason.  Therefore, the supervisor is not permitted to grant two 40-hour awards to recognize an employee who would have otherwise been eligible for a 5 % increase in base pay due to exceptional performance.  (Note: The minimum Time-Off Award is 1 hour, no more than 40 hours can be granted for a single award and the maximum hours grantee in a single year is 80 hours).  

In situations where the supervisor is under budget constraints but would like to give a 5% or 3% award due to exceptional or superior performance, the supervisor is permitted to give the employee a monetary award and combine it with a 40 hour time off award or other such combinations of equivalent awards which would approach the 5% or 3% amount.  FWS is currently developing a “supplemental policy” to the current “Awards & Recognition Program” which will give supervisors more freedom to grant larger time off awards so that it is consistent with the 5% base pay awards in situations where there is a limited budget at a workstation and where a larger time off award would be warranted.

On a separate note relating to the “Human Capital Performance Fund” that is referred to in the current policy connected with the “Exceptional” Level 5 rating, this “Fund” is still in the process of being developed however it does not exist at this point.  Therefore, the eligibility of an additional 5% from this Fund is not an option at this point as OPM has not established this as of yet for FY2005.

As a final point, the current DOI policy clearly states that the supervisor should not intentionally establish a forced distribution or “bell curve” the performance ratings of a particular workstation.  This is contrary to the purpose of the awards system.

