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VIA ELECTRONIC MAIL
COLORADO BULLETIN NO.: CO-360-05-01
                    October 1, 2004

SUBJECT:  PER – Performance Management – Fiscal Year 2004 Performance Appraisals
TO:  All Employees
PURPOSE:  To provide Fiscal Year 2004 performance appraisal guidance and information. 

EXPIRATION DATE: September 30, 2005

ACTION REQUIRED BY: October 29, 2004
The performance appraisal period for Fiscal Year 2004 ends September 30, 2004, and a performance rating must be completed for each employee eligible to receive a rating for this timeframe.  The performance appraisal process should be utilized not only as a measure of performance, but as a method to communicate expectations, concerns, training needs, and career goals.  Individual Development Plans (IDP) should be reviewed and career development goals discussed.  Final summary evaluations and rating of records must be prepared using the  I*CAMS Performance Management Self-Service functions.  I*CAMS can be accessed at the following web address:  https://icams.usda.gov.  

The minimum appraisal period for all employees is a 90-calendar day period of time.  The appraisal period for most employees generally begins on October 1 of each fiscal year and ends on September 30.  Occasionally, extenuating circumstances create the need to extend an employee’s rating period beyond September 30 to ensure the 90-day minimum rating period is met.  I*CAMS will not allow a final appraisal to be conducted on any employee if the date indicated in the system does not allow for the full 90-day appraisal period.  Supervisors who find themselves confronted with such a situation should contact Susan Shortino, Human Resources Officer, for assistance.
The rating criteria established for the Natural Resources Conservation Service is based on a “pass or fail” system.  For each critical element established, employees will receive a rating of “Results Achieved” or “Results Not Achieved”.  If an employee receives a “Results Not Achieved” rating on any element, the overall performance rating would be at the unacceptable level.  Such a rating would require placing an employee on an official opportunity-to-improve period (OTI).  Written comments to justify a “Results Not Achieved” rating must be included in the employee’s final rating.  Supervisors should contact Human Resources for guidance if they have any employees who fall into this category.  Comments for “Results Achieved” ratings are optional.
Supervisor’s I*CAMS Instructions for Summary Rating:
Using Internet Explorer, got to https://icams.usda.gov and log in.

1. Under Manager, click on “Tasks”.

2. Click on “Performance”.

3. Click on “Summary Rating”.

4. Find employee, click on “New Rating” to the right of employee name.  A new rating means you are doing a new summary rating for the performance plan for that Fiscal Year.

5. At the Add a New Value screen, click on the lookup (magnifying glass) to find the Plan Start Date.  At the Lookup screen click on “Lookup”.  Under Plan Start Date, click on date.
6. At the Add a New Value screen, click on “Add”.  This will bring up the employee’s performance plan.

7.  Enter the overall rating by clicking on the lookup (magnifying glass) to the right of Overall Rating.  This will take you to a Lookup screen.  Click on “Lookup”.  Click on the appropriate summary rating.  Supervisors contemplating assigning a “Results Not Achieved” rating on any element must contact the Human Resources Staff for guidance.

8. Enter comments in the Reviewer Comments box provided near the bottom of the screen.
9. Click on the “Save” button found in lower left corner of page.

Once the supervisor has completed the rating, an e-mail is automatically sent to the employee notifying him/her of this action.  When the employee gets the message, he/she must log into I*CAMS, using Internet Explorer, to view the comments and enter any of his/her own.  Do not log into I*CAMS with the hyperlink in the e-mail message because it might take you to Netscape rather than Internet Explorer. 
Employee’s I*CAMS Instructions for Viewing Summary Rating:
Using Internet Explorer, go to https://icams.usda.gov and log in.

1. Click on “Worklist” to the right of your name.

2. Click on Worklist link, “Supervisor Did Your Rating”.

3. Review Supervisor comments.
4. Enter comments, if any, in the Employee Comment box.

5. Click on “Save” button found in lower left corner of page.  This must be done to transmit the rating to the Human Resources staff.

Step 5 completes the rating process for that fiscal year.  Once the employee has entered comments and saved, the supervisor will automatically be notified by e-mail.  He/she can log back into I*CAMS using Internet Explorer and view the employee’s comments.

It is everyone’s responsibility to access their performance rating in I*CAMS.  This is the only way employees will receive a permanent rating of record.  The above process provides electronic signatures and dates for the rating of record.  The Human Resources Staff will no longer maintain a paper copy of the PWP.
FY 2005 PROCEDURES:

 
October 1 is the beginning of a new appraisal cycle.  Therefore, supervisors should proceed with initiating Performance Work Plans (PWP’s) for the Fiscal Year 2005 rating period and communicating them to their respective employees via I*CAMS.  Communication of the performance plans and elements can occur at the same meeting in which the FY 2004 PWP’s are finalized or at a separate meeting.  If completed at the FY 2004 closeout, supervisors must ensure that the FY 2004 process is completed before beginning communication pertaining to FY 2005 performance elements and standards.
Supervisors should work together with their assigned employee(s) to select performance elements for FY 2005.  If the performance elements will be the same, the supervisor can copy the plan from the previous year.  There are 13 standard elements.  Supervisors may assign from two to five of these elements to each employee.  Each element can be further clarified.  Any clarifications to the standard elements must be clearly communicated at the time the FY 2005 performance elements are assigned.  Supervisors need to ensure that each employee has a minimum of one job specific element and the appropriate Civil Rights element.

The PWP’s must be completed in I*CAMS.  This is a three step process (Supervisor creates the plan, employee reviews the plan, and supervisor finalizes the plan) as follows:
Supervisor Creates Performance Plan:

Using Internet Explorer, go to https://icams.usda.gov and log in.

1. Under Manager, click on “Tasks”.

2. Click on “Performance”.

3. Click on “Performance Plan”.

4. Select an employee by clicking “New Plan”.

5. Enter Start Date (i.e.; 10/01/2005), click “Add”.

6. Check employee information on this screen to make sure it is correct.  If it is not correct, contact the Human Resources Staff.  

7. Click on the brown “Elements and Standards” tab.

8. If the FY 2004 PWP was finalized in I*CAMS, you can copy the plan from the previous year.  To copy the plan, click on “Copy Plan from Previous Year”.  Click on “View All” to review the plan.  Click the “Save” button one time.  A blue “SAVED” will flash when saved.  The plan will flow to the employee’s Worklist.  An e-mail will automatically be sent to notify the employee of the Worklist item.

9. If the FY 2004 PWP was not finalized in I*CAMS, you will need to create a new plan.

10. Follow the above instructions (1-7).

11. “Performance Measure No.: 01, Pick Element: 010, Element: Personal Contacts – EO/CR will automatically populate.

12. Click on the (+) to add elements.  Click on the lookup (magnifying glass) to the right of the “Pick Element” block.  On the Lookup screen, click on “Lookup”. By clicking an element, you select it and it is added to the elements in the plan.  Click on the (+) to add additional elements.  Continue until all mandatory elements are chosen:  no less than 2, no more then 5.  You can also type in special non-critical elements or standards.

13. Click on “View All” to see all elements chosen.

14. When all elements have been selected, click the “Save” button one time.  A blue “SAVED” will flash when saved.  The plan will flow to the employee Worklist.  An e-mail will automatically be sent to notify the employee of the Worklist item.

Contact the Human Resources Staff if you have any problems.

Employee Views Performance Plan:
Using Internet Explorer, go to https://icams.usda.gov and log in.

1. To view your Performance Plan, click on “Worklist” to the appropriate name.

2. Click on the link next to “Supervisor Created Your Plan”.

3. Review both screens to verify information.
4. Click on the “Viewed Plans” box.  Click “SAVE” once.  An e-mail is automatically sent to your supervisor notifying him/her of this action.

Contact your supervisor if you have any problems.

Supervisor Finalizes Performance Plan:

Using Internet Explorer, go to https://icams.usda.gov and log in.  THESE STEPS MUST BE COMPLETED IN A TIMELY MANNER.

1. Click on “Worklist”.

2. Click on link next to Worklist item, “Employee Viewed the Plan”.

3. Click the “Finalized Plan” button, then click the “SAVE” button.  This step must be done for the PWP to be completed.

Any questions or concerns regarding this bulletin may be directed to Susan Shortino, Human Resources Officer, at 720-544-2823.
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