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ANNOUNCING THE NEW CIVIL SERVICE

 PERFORMANCE PLAN AND APPRAISAL – DS-7644 
Effective June 1, 2008

Passport Services, Field Operations and NFFE Local 1998 are proud to announce that we have come to agreement on the implementation of the new Civil Service Performance Plan and Appraisal (DS-7644) for Passport Specialists, which is attached for your reference*.  Management authorized PPT employees to use 2 hours of official time in December 2007 to watch an explanatory video and participate in a survey conducted by NFFE Local 1998 regarding the new job elements and format.  That input was utilized in the formulation of these job elements.  
Both parties wanted to make it very clear that although the intention of Department management is to strengthen the criteria that allows for employees to achieve an overall rating of Outstanding, it is fully recognized that PPT had already established measurable elements and standards that made meaningful distinctions in performance.  For the 2006 rating period, 83% of Department of State employees were rated at the Outstanding level.  In PPT, 32% of employees were rated at this level.  The parties expect that the difference will not continue.  The intent is not to make the goal of an overall Outstanding rating level more difficult for PPT employees to achieve.    
The new Performance Management System is an attempt to stress the difference between what we are committed to do each appraisal period and how we go about achieving each commitment.  In this case, the work commitments reflect what we do and the performance competencies reflect how we do it.  The new approach to making distinctions in levels of measurable performance was mandated by the Office of Personnel Management as part of the President’s Management Agenda.  
There are a few distinct features to point out regarding the new form (DS-7644):

· The substantive elements and standards from years past have not been changed.  There are some minor variations in language, but mostly the narrative has been moved to where it was believed to be most appropriate in relation to the work commitments (what we do) and competencies (how we do it).  Two new terms added to the elements are “discretion” and “adjudicative logic”.  Discretion is the ability to make appropriate decisions from a range of acceptable options based on one’s judgment and supporting evidence.  Adjudicative logic is a particular mode of reasoning viewed as valid or faulty based on one’s training, grade level and adjudicative experience.  The core fundamental principles of the adjudicative decision-making process involve applying discretion and adjudicative logic to the examination of the documentation and application information, based on research and knowledge of applicable policies and procedures.  
· Both commitments and competencies are now measured on a three-tiered system:  
· Exceeds Expectations (replaces “Excellent” and “Outstanding”) 
· Fully Successful 
· Not Successful (replaces “Unacceptable”) 
· The overall rating level continues to be four tiers: 
· Outstanding
· Exceeds Expectations (replaces “Excellent”)
· Fully Successful
· Not Successful (replaces “Unacceptable”)
· Achieving particular rating levels: 
· To attain an overall Outstanding rating, employees must be rated as “Exceeds Expectations” in all three commitments and all four competencies.  
· To attain an overall Exceeds Expectations rating, employees must be rated “Exceeds Expectations” in two of the three commitments and two of the four competencies.  
· An employee who receives a “Not Successful” rating on one (or more) of the commitments or the competencies would receive a “Not Successful” rating overall – that is unchanged from the former rating system.  
· Elimination of the “Outstanding” level for rating individual job elements: The “Exceeds Expectations” rating level for an individual  particular commitment or competency takes the combined place of the former “Excellent” and “Outstanding” rating levels for particular job elements.  NOTE – Under the former system, at most agencies the requirement for a GS-9 or GS-11 was to adjudicate 32 DS-11 passport applications per hour to be eligible to receive an Outstanding rating level on “Job Element 2”.  Under the new system, a GS-9 or GS-11 will now need to adjudicate 28 passport applications per hour to be eligible to receive the Exceeds Expectations level for that competency.  There will be similar changes for the numerical standards at the GS-5 and GS-7 levels and – for all levels – for counter adjudication, DS-82 renewal adjudication, and adjudication at the Special Issuance Agency.
· Security Awareness is now a Critical Element.  Although a critical element, it now is part of Critical Performance Element 2 – Competency: Achieves Organization Results, which contains six components including the adjudication quantitative standard for Passport Specialists.
· The memorandum conveying instructions on rating Security Awareness as a performance element is hereby rescinded.    Employees are expected to follow instructions and guidance maintained in the recently published Internal Controls Guidelines.  Supervisors should ensure that all employees have been afforded sufficient work time to read the relevant portions of these guidelines.  Employees will continue to be notified by their supervisor when a violation of the Internal Controls Guidelines has been documented.  Multiple incidents of failure to adhere to these internal controls requirements may be reflected in the annual appraisal report under element number 2 in conjunction with other competencies comprising that element.  However, those incidents, if relied upon in rating this element, must be clearly and thoroughly discussed in the written narrative.  When a replacement memorandum is developed by management it will be shared with the Union per Article 12 and Article 4 of the CBA.  Employees will continue to be rated fairly and consistently.
· The “Option C” on the former DS-1966, where employees could indicate that they disagreed with the job elements and duties, has been eliminated on the new DS-7644.  Employees still have the option of not signing at the bottom of page 2 and page 3.  However, employees should be aware that Article 18, Section 4 of the Collective Bargaining Agreement (CBA) still applies; that is, the employee can ask for a second level review of his/her job elements and the decision of that second level supervisor will be final.
When an employee is not assigned to perform a particular function, such as the FPM or CSM rotation, that will not count against the employee in his/her evaluation.  The employee will be rated only on the performance of the duties that he/she is assigned to perform during the year.  

The new DS-7644 (on page 6), like the previous form, DS-1966, states that only one Progress Review is required. However, for PPT employees there is a requirement to have a minimum of two Progress Reviews (see Article 18 of the CBA).  One of the reviews must occur prior to the mid-point of the appraisal cycle (in a normal year that means prior to July 1).  These reviews are separate and apart from the “Appraisal Discussion” referenced on page 6 of the DS-7644.  

We believe that this new performance management system and the DS-7644, while presenting new challenges, also create an opportunity to improve a number of shortcomings under the former system and DS-1966.  Management and NFFE Local 1998 agree to share results of the new system at the end of the rating period, including the percentage of PPT employees rated Outstanding overall compared to the DOS percentage, and discuss possible further enhancing revisions.       

*This memo does not imply agreement by NFFE Local  1998 with the numerical standards.
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