Performance Management – End of the Year Timeline
	FSIS Performance  Milestones For 2014 for Non-Bargaining Unit Employees
	

	September 30
	End of 2014 rating cycle
	

	October 1
	All employees:  Accomplishment reports due to supervisors.
	Employee performance accomplishment reports are due to rating supervisors.  Accomplishment reports are not mandatory, but highly encouraged.  Rating Supervisors may set parameters on format and internal deadlines. SAR format is encouraged, but not mandatory.

	October 15
	Supervisors:  Appraisal ratings due to reviewing officials.
	For non-bargaining unit employees  - Complete the rating in the PRT and forward to the reviewing official for approval.
For bargaining unit employees – Forward the tentative rating to the reviewing official for approval/signature.

	NLT October 30
	Reviewing Officials:  Appraisal ratings approved.

	For non-bargaining unit employees - Within PRT, reviewing officials must have reviewed, edited (passing back to rating supervisors, as needed), and concurred on all subordinate appraisal ratings.

For bargaining unit employees – Review and approve paper copy, after discussions with supervisor if changes need to be made.

	NLT October 30
	Supervisors: 2014 Performance meetings complete.
	Conduct performance rating discussions with employees. After finalized ratings determined by the Reviewing Officials, Supervisors will be authorized to convey performance rating results to subordinate employees. 

	October 30
	Supervisors:  2015 Performance Standards in place.  
	Supervisors must have the Oct. 2014- Sept. 2015 performance standards for all subordinates on staff in place.  Appraisal forms (AD-435s) must be signed by employee, rating supervisor and reviewing official, and attached to standards. 

	As soon as practicably possible but NLT November 15
	Supervisors: 2014 Performance appraisals submitted.
	For non-bargaining unit employees - The hardcopy 2014 Appraisal forms are completed to correspond to appraisal rating, signed by employee and rating supervisor, then scanned and emailed to HRO, Minneapolis, MN.

For bargaining unit employees – Follow instructions from your District Office as to where to forward the hardcopy appraisal for processing.


