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SUBJECT:  PER – Performance Management – Progress Reviews     

TO:  All Employees

PURPOSE:  To provide guidance on the completion of progress reviews  

EXPIRATION DATE: September 30, 2004

Action Required by April 30, 2004

In accordance with the General Manual 360, Part 409 – Performance Management, at least one progress review is to be conducted during each established appraisal period.  Normally, reviews will be accomplished during the mid-point of the appraisal cycle, e.g., 6-9 months.  The rating period for most employees should have been effective October 1, 2003, through September 30, 2004.  Therefore, the mid-point of the appraisal period is April and progress reviews should be conducted during this timeframe.  

Each rating official is responsible for initiating the progress review and ensuring that progress review sessions are held.  To meet this objective, each rating official should schedule time to meet with their respective employees to review their performance.  The progress review is a joint discussion between the rating official and the employee to review specific strengths and weaknesses in relation to the employee’s performance work plan.  This is an opportunity to provide feedback on the quality, quantity and timeliness of work performed as well as discuss any areas of performance that might require improvement.  Providing and communicating clear work expectations to employees is an ongoing process of management and the continuous feedback could help diminish the likelihood of employees being surprised with less than satisfactory performance at the end of the rating period.  A mid-year progress review discussion does not involve the issuance of a rating of record.

During the course of the mid-year discussion, if a supervisor is contemplating that an employee might be assigned a “Result Not Achieved” rating in any critical element, they should contact Human Resources for guidance.  It may be necessary to place the employee under an official opportunity-to-improve (OTI) period and it is recommended not to wait until the end of the rating period.

All mid-year progress reviews must be accomplished using the Internet Combined Administrative Management System (I*CAMS).  I*CAMS can be accessed at the following web address via Internet Explorer: http://icams.usda.gov.  You must first ensure you have entered and completed a performance work plan (PWP) for each employee under your supervision and the PWP has been finalized in I*CAMS.  You will not be able to proceed with the progress review if you have not created the PWP for the current rating period (FY 2004).

The following steps are necessary when utilizing I*CAMS for completion of the progress review:

Supervisor Creates Progress Review
1. Under Manager, click on “Tasks”.
2. Click on “Performance”.
3. Click on “Progress Review”.
4. This will bring up your Employee List.
· Find the appropriate employee’s name and click on “New Review”.  A new review indicates you are conducting a mid-year review for the current rating period of that fiscal year.

5. At the “Add a New Value” screen, click on the lookup (magnifying glass) to the right of the Plan Start Date.  This takes you to the “Lookup Screen”.

· Click on “Lookup”

· Under Search Results, click on the date that popped up.

· This will take you back to the “Add a New Value” screen, click on the yellow “Add” button.  This will bring up the employee’s performance plan.

6. Enter comments in the “Reviewer Comments” block.  If you want a printed copy, click the “Create Printable Form” button.

7. Click on the “Save” button in the lower left corner of the page.  If you fail to click the save button, your work will not be saved.

Once the supervisor has completed the progress review, an e-mail is automatically sent to the employee notifying them of this action.  Upon receipt of this message, the employee should log onto I*CAMS as indicated by the following steps, review the supervisor’s comments and enter comments of their own.

Employee Views Progress Review
1. Click on “Worklist”.
2. Click on link for “Supervisor did your Review”.
3. Enter comments in the Employee Comment box.

4. Click “Save”.  If you fail to click the save button, your work will not be saved.

It is recommended that each supervisor take the opportunity to schedule a meeting with their employees to discuss their progress and not rely on the I*CAMS process only.

A complete copy of the progress review instructions may also be downloaded by accessing the I*CAMS website.  Go to the End Users Manual Index and click on the chapter pertaining to performance.

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

s/ Dennis Alexander, Acting
ALLEN GREEN

State Conservationist
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