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The Department of Energy (DOE) SES Performance Management System encourages excellence in performance, facilitates the systematic and accurate evaluation of performance based on performance results, and provides a basis for pay, awards, development, retention, removal, and other personnel decisions.  The system promotes the achievement of the Agency's goals and a commitment to DOE’s Vision and the five strategic themes:  Energy Security; Nuclear Security; Scientific Discovery and Innovation; Environmental Responsibility; and Management Excellence, while placing the highest importance on protecting the health and safety of DOE workers and the public.   The system focuses on improved communication and goal clarity and provides for participative performance planning and developing individual and organizational goals and performance requirements that are linked to the DOE Strategic Plan.  Active participation of the senior executive with the supervisor in the total performance appraisal process is important to the overall system effectiveness. 

Department of Energy

Senior Executive Service Performance Planning and Appraisal

Instructions

Page 1 of Appraisal Form
Name, Title, Organization, Duty Station:  complete administrative information on SES employee

Appraisal Type:  check appropriate type
      SES Appointment Type:  check appropriate type

    Annual 





Career


Noncareer

    Advisory





Limited Term

Limited Emergency

PERFORMANCE PLAN DEVELOPMENT:   Complete Element I on page 2, identifying 3-5 key objectives, DOE Strategic Plan goal linkage, and desired weights.  Indicate weights for five ECQs under Element II.  See instructions for page 2 for further guidance.

The signatures of the executive and rating official are required to acknowledge joint development and understanding of the performance elements and requirements from page 2.  

PROGRESS REVIEW:  At a minimum, one progress review session between the executive and rating official must be conducted.  The rating official must indicate if customer feedback was considered in the review.   Also indicate expected rating level. 

Executive and Rating Official sign and date.

ANNUAL PERFORMANCE RATING:  

Summary Rating:  Complete INITIAL RATING section on page 2.  See page 2 instructions for guidance.  

On page 1, complete appropriate block based on scores in Initial Rating section at the bottom of page 2.   

The rating official signs and dates, followed by the higher level reviewing official’s signature and date.

Executive’s Acknowledgement of Appraisal:  This acknowledges receipt and discussion, but does not imply agreement.  The employee should check “Comments” block and attach comments when disagreeing with the rating.

Rating Official’s Recommendations:   Indicate pay and or bonus recommendations based on application of scoring matrix. Performance Review Board (PRB) Recommendations:   Indicates PRB recommendations.  PRB Chair signs and dates after completion of PRB meetings.

FINAL DETERMINATION:   Secretary of Energy or designee signs and appraisal becomes final.

Page 2 of Appraisal Form

ESTABLISHING EXPECTATIONS
The supervisor, in consultation with the senior executive, describes expectations for the appraisal period and documents them in the space provided on page 2.  Each plan will include Element I, elements specific to the position; and Element II, ECQs.  Performance Requirements are to be written at the "Meets Expectations" level. 

Element I – Key Programmatic Accomplishments – 60%

The supervisor, in discussion with the executive, describes 3-5 key performance requirements with metrics, that the Executive must accomplish in order for the Agency to achieve the Strategic Plan goals. Performance requirements should be described in terms of specific result(s), and not be described as activities but as expected results, in terms of clear, credible measures (e.g., quality, quantity, timeliness and/or cost-effectiveness) of performance. They should be Specific, Measurable, Aggressive yet Achievable, Results oriented and Time based (SMART). 

Element II – Key Leadership Attributes (Executive Core Qualifications (ECQs)) – 40%

The ECQs comprise Element II of all DOE SES performance plans and are standard across the Department.  The supervisor, in discussion with the executive, may assign weights to each EQC based on relative importance to the specific position; the weights for Element II must total 40%. 
Assessing Performance - At the end of the appraisal period, the immediate supervisor and the senior executive discuss the actual individual and organization achievements during the appraisal period.  Performance is assessed by the supervisor based on individual and organizational performance taking into account such factors as DOE Strategic Plan goals achieved; the effectiveness, productivity, and performance of assigned employees; meeting safety and diversity goals and complying with merit system principles.  Customer, employee, and other stakeholder perspectives must be considered in this assessment.  Established weights multiplied by rating point values equals total point value.  Final rating is determined by adding the points values and converting to Overall Rating using the chart on Page 2 of the form.  See additional instructions for pay adjustment and bonus criteria.
	INITIAL RATING - Rating Level Definitions and Point Values

	Summary Rating Level Definitions
	Assigned Point Values

	Outstanding (O):  Clearly exceeds performance expectations to an exceptional degree.  A model executive who sets an example for others.  (reserved for top performers)
	5

	Meets Expectations (ME):  Consistently meets all performance requirements; a solid performer.
	3-4

	Minimally Satisfactory (MS):  Occasionally does not meet performance requirements.
	2

	Fails to Meet (U):   Regularly does not follow through with meeting performance requirements.  Performance is below an acceptable standard and corrective action is required.  
	Summary rating of Fails to Meet


Page 3 of Appraisal Form
Executive and Rating Official complete designated blocks with clear, concise documentation of accomplishments for both Elements.   Rating Official input is mandatory.  

NOTE:  Text is limited to the space provide and CANNOT be smaller than 10-point Times Roman font.

Additional Information and Instructions

Summary Rating Scale:  

475 – 500 = Outstanding

300 – 474 = Meets Expectations

200 – 299 = Minimally Satisfactory

Below 200 = Fails to Meet or rated fails to meet in one critical element

Pay Adjustment and Bonus Criteria:

424 – 474 (High Meets) = Meets Relative Position (MRP) adjustment; eligible for bonus and/or 





pay adjustment

351 – 423 (Average Meets) = MRP; eligible for bonus or pay adjustment, but not both

300 – 350 (Low Meets) = MRP only

Additional note:  Employees with less than six months as an SES in DOE are eligible for a bonus only and are not eligible for a pay adjustment.

Element II.  Key Leadership Attributes are measured using the five ECQs.  Total weight – 40%.

	ELEMENT II – KEY LEADERSHIP ATTRIBUTES (Executive Core Qualifications (40% total)) - DEFINITIONS

	1.  Leading Change: develop and implement an organizational vision which integrates key national and program goals
	Develops new insights; up to date on key national/int’l policies; creates service motivation

	2.  Leading People: design and implement strategies which maximize employee potential and foster high ethical standards
	Resolves conflicts; instills trust and confidence; fosters teamwork; enhances staff skills

	3.  Results Driven: make timely and effective decisions and produce results through strategic planning 
	Develops effective controls; balances interests; markets new services; solves problems

	4.  Business Acumen: acquire and administer human, financial, material and info resources while instilling public trust
	Ensures appropriate funding levels; assesses HR needs; effectively uses IT

	5.  Building Coalitions: explain, advocate, express facts and ideas in a convincing manner; negotiate internally/externally
	Expresses ideas in a clear, convincing manner; develops alliances; builds consensus


1.  Leading Change.  Performance Requirements: 

• Uses employee feedback to assess the level of understanding of change and needed responses within the organization.
• The impact of changing national priorities on the DOE's Mission, strategic goals and objectives, performance requirements, programs, and projects is clearly articulated as a vision for the organization and effectively communicated to capture the commitment of the workforce.

• To achieve the vision, strategies are developed to redefine programs and projects and associated performance requirements and outcomes as needed. 

• The implementation of the resulting changes to the organization and workforce are accomplished with minimal disruption.

• Risk taking, creative thinking, and innovation to identify new work processes to meet performance requirements and to effect change are supported and encouraged. 

2.  Leading People.  Performance Requirements: 

• An inclusive work environment exists where employees are valued and respected for their individual and cultural differences, treat one another fairly and with respect, and their talents are utilized, regardless of background.
• Effectively communicates DOE’s mission, core values, and strategic goals to employees and engages them in development of objectives contributing to those goals.  Takes into account employee perspectives and encourages them to develop creative and effective ways to successfully accomplish the Agency’s mission.

• Employee feedback reflects an understanding of supervisory and management direction, constructive feedback, developmental opportunities, and recognition received.
• Cooperation, collaboration, and teamwork across DOE are actively promoted in the accomplishment of the targeted performance requirements and outcomes.

• The work environment encourages the open and honest exchange of information and the expression of ideas, diverse opinions, and dissenting views while presenting one voice to the public.  
• Conflicts are resolved in a positive and constructive manner.

• A work environment exists that recognizes and supports the needs of employees to balance work and personal life. 

• Performance plans and appraisals of subordinate staff members are completed by the due date; and at least one critical element for each is clearly traceable to the Agency's goals and objectives (e.g., as appropriate, the Strategic Plan, Agency Performance Plan, PMA initiatives, etc.).

• Performance plans and appraisals of the employees reporting to subordinate managers and supervisors within the executive's organization are completed by the due date; and at least one critical element for each is clearly traceable to the Agency's goals and objectives.

• Feedback on performance is provided to subordinate staff members on a frequent basis; their performance and that of their employees, as an individual or as a member of a team, is recognized with performance awards that are commensurate with the level of performance, responsibility, and progress towards the goals and objectives; the distribution of annual performance awards mirrors the distribution of performance ratings. Appropriate and timely action is taken to address performance that does not meet expectations.

• Employees are provided opportunities to excel and encouraged to expand their knowledge and skills through coaching, mentoring, developmental assignments, and training.

• The performance of subordinate staff members is appraised fairly against Specific, Measurable, Aggressive yet Achievable, Results-oriented, and Time-based (SMART) performance expectations. 
• Solicits employee feedback on direction received, opportunities provided, and recognition given, as inputs for improving how employees are led and motivated.

3.  Results Driven.  Performance Requirements: 

• Performance results and customer feedback are used to develop and implement initiatives to improve program/project performance, functional support, or service delivery. 
• In the pursuit of the accomplishment of DOE goals and objectives, the behaviors exhibited exemplify a commitment to DOE's core values of safety, teamwork, integrity, and mission success.

• Short- and long-term organizational goals and objectives are based on the DOE Strategic Plan and Governmentwide initiatives and are realistic, measurable, and results-oriented. 

• Work units are organized with the appropriate technical expertise and balance of workload to ensure organizational priorities are achieved.

• Potential or actual problems relating to the achievement of program/project objectives are identified and diagnosed with alternative courses of action identified and brought to the attention of the appropriate management officials in a timely manner.

• Performance results and customer feedback are used to develop and implement initiatives to improve program/project performance, functional support, or service delivery. 
4.  Business Acumen.  Performance Requirements: 

• Considers customer perspectives and feedback, as appropriate, in adjusting priorities. 

• Workforce or project teams are deployed to accomplish efficiently and effectively the organization's goals and objectives.

• Current and future workforce or project team needs are assessed based on the organization's goals and objectives.

• Program/project/functional budgets are well-defined and defensible and prepared within external and internal guidelines and by due dates.

• Programs/projects/functions are managed cost-effectively including contractor costs; any unutilized funds or cost overruns are identified and brought immediately to the attention of senior management.

• Program/project/functional and contractor performance are reviewed periodically to monitor progress against milestones and goals; any problems or schedule delays are identified and immediately brought to the attention of senior management.

• Information technology is utilized effectively to organize and manage work and resources and to track and assess progress. 

• To address skills imbalances and succession needs, highly qualified candidates are hired; developed; and promoted ensuring adherence to the Merit Systems Principles and equal opportunity without regard to race, color, national origin, sex, sexual orientation, or religion and by providing, if needed, reasonable accommodation(s) to an otherwise qualified individual with a disability utilizing all available hiring flexibilities.
5.  Building Coalitions/Communications.  Performance Requirements: 

• Oral and written presentations are effective (e.g., accurate, well organized, and easily understood).

• Information, results and decisions are communicated in a timely manner.

• Interactions with others demonstrate the ability to listen effectively and to seek the opinions, ideas, and expertise of others.

• Working relationships, both internal and external, are cooperative and demonstrate the ability to be flexible and adaptable, facilitating win-win situations and the open exchange of ideas and opinions from diverse groups.

• Interactions with others demonstrate respect and an understanding of others' needs; establish trust; and foster support, cooperation, and knowledge sharing for the accomplishment of the Agency's goals and objectives. 
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