U.S. Department of Education

Performance Management Guidance

Senior Executive Service (SES), Senior Level (SL) and Scientific and Professional (ST)


Performance Rating Cycle:
The FY 2014 SES performance cycle began October 1, 2013 and concludes December 31, 2014.     In future years, the SES performance cycle will be January 1 to December 31.  
The SL/ST and AD performance cycle begins October 1 to September 30.

Executives must receive at least one mid-year progress review during the appraisal period.  The executive and rating official must certify that a mid-year review was conducted.
All SES members who worked in a position for at least 90 days by the last day of the rating cycle must receive a rating of record.
All SL/ST and AD employees who worked in a position for at least 120 days by the last day of the rating cycle must receive a rating of record.
Rating Official: 
Rating officials must assign an initial summary rating and communicate it to each Executive by January 31. Rating assessment must be based on the evidence of performance against the written performance requirements or standards issued for the position with respect to the relevant rating period. Within that framework, the rating official must consider all relevant indicia of levels of performance, considering the performance elements applicable to the position and the relationship between organizational success and individual employee performance, as appropriate. If misconduct has affected performance, the rating official may consider evidence of such misconduct in assessing performance against the applicable requirements or standards.   
Members of the SES may request a higher level review if he/she disagrees with the assigned initial summary rating before the appraisal is submitted to the Performance Review Board.  The higher level reviewer may not change the initial rating but may recommend a different rating to the PRB and the appointing authority.
Performance Review Board (PRB):
Factors that the PRB will consider in determining recommendations include: 1) results, scope, and impact of the executive’s accomplishments on the Department; 2) an organizational assessment tool that links executive performance to organizational outcomes; and 3) how the executive demonstrated the five executive core qualifications (e.g., Leading Change, Business Acumen, etc.) in achieving results.
The Chief Human Capital Officer will provide the PRB with information regarding misconduct that has impacted the performance for any SES, SL or ST employee, as appropriate.  The PRB must take into account the impact of any documented misconduct on the executive’s performance, within the parameters of the applicable performance requirements or performance standards for the underlying position during the relevant appraisal period when making recommendations on appraisals and performance awards.
Final SES/SL/ST performance appraisal must be signed by the Executive and rating officials to be considered by the Department’s Performance Review Board (PRB).

All SES performance appraisals must be submitted in a timely manner to enable the PRB to determine recommendations for annual summary ratings and performance awards (bonuses) when the Board convenes in February. 
Performance Awards (Bonuses):
Only career SES members, SL/ST and AD are eligible for awards.

Award recommendations will be determined by the PRB and forwarded to the Secretary for final approval.
Executives who have demonstrated the highest levels of performance will receive the highest annual summary rating and the largest corresponding pay adjustments and bonuses.
Performance-Based Actions for SES members:
The Department must: 1) reassign, transfer, or remove from the Senior Executive Service a senior executive who has been assigned a Level 1 (Unsatisfactory) final rating; 2) remove from the Senior Executive Service an executive who has been assigned two final ratings at less than Level 3 (i.e., Level 2 or a combination of Levels 2 and 1) within a three year period; and 3) remove from the Senior Executive Service an executive who receives two Level 1 (Unsatisfactory) final ratings within five years.  Non-probationary career appointees are removed under procedures in 5 CFR 359 subpart E.  Probationary career appointees are removed under procedures in 5 CFR 359 subpart D.  (Nothing here shall be interpreted to limit removal of probationary SES employees as permitted by current regulations.)  Guaranteed placement in a non-SES position will be provided under 5 CFR 359 subpart G when applicable.
Senior executive performance appraisals and ratings may not be appealed.  The executive may file a complaint about any aspect of the rating process the executive believes to involve unlawful discrimination (EEOC) or a prohibited personnel practice (Office of Special Counsel).  A career appointee being removed from the SES under 5 U.S.C. 3592(a)(2) shall, at least 15 days preceding the date of removal, be entitled, upon request, to an informal hearing before an official designated by the Merit Systems Protection Board.
Performance-Based Actions for SL/ST and AD employees:
At any time during the performance appraisal period, if the rating official determines that the employee's level of performance is “Unsatisfactory Results”, in one or more critical elements, he/she shall, under normal circumstances, initiate assistance within 30 calendar days, geared toward raising the employee’s level of performance back to the “Results Achieved” level.  The rating official will review an “Unsatisfactory Results” performance rating with the Employee.

Performance Management Training: 

The Executive Performance Management System training materials will be updated to include specific references to rating official and Performance Review Board responsibilities related to the consideration of the impact of documented misconduct on performance, as described above.

The Department provides annual training for executives on the requirements and operation of the agency’s performance management and pay-for-performance system.
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