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Introduction

Members of the Senior Executive Service (SES) are covered by a pay-for-performance system established in law and regulated jointly by the Office of Personnel Management (OPM) and the Office of Management and Budget (OMB).  For agencies to be able to pay their executives above Executive level III, up to level II, and up to the higher aggregate pay level, agencies first must have their appraisal systems certified by OPM, with concurrence by OMB.  

Agencies will use the SES Performance Appraisal Assessment Tool (SES-PAAT) to request OPM certification of their appraisal systems.  OPM requires the agency to use this tool to evaluate its own SES appraisal system and performance plans against the required system certification criteria to ensure its system complies with all the criteria.  As part of each agency’s certification request to OPM, agencies will complete this self-assessment tool and submit the results to OPM no less than 6 months before the end of the certification period for review and verification.  If OPM determines the agency’s system meets the certification criteria and OMB concurs, OPM will certify the agency’s SES system for up to 24 months, when another SES-PAAT must be completed.  

Regulations (subpart D of part 430, title 5 of the Code of Federal Regulations) and OPM and OMB policy establish the following criteria for SES appraisal system certification:

· Accountability.  SES appraisal systems require and member performance plans contain a critical element that holds executives accountable for the performance management of their subordinates and alignment of subordinate performance plans.

· Alignment.  SES appraisal systems require and member performance plans clearly link with and support organizational goals established in strategic plans, annual performance plans, or other organizational planning or budget documents.

· Measurable Results.  SES appraisal systems require and member performance plans hold members accountable for achieving measurable results, crediting measurable results as at least 60 percent of the summary rating.

· Balance.  SES appraisal systems require and member performance plans provide for balance, so that in addition to measuring expected results, the performance plans include appropriate measures or indicators of the uses of employee and customer/stakeholder feedback.

· Consultation.  SES appraisal systems require and member performance plans indicate executives are involved in the development of their performance plans.

· Organizational Assessment and Guidelines.  Appropriate organizational performance assessments are made, results are communicated to members, rating officials and Performance Review Boards (PRB), and guidelines are provided by the head of the agency or designee on incorporating organizational performance into the appraisal, pay, and awards process.

· Oversight.  The head of the agency or designee has oversight of the results of appraisals, pay adjustments, and awards, ensures the system operates effectively and efficiently, and ensures appraisals, pay adjustments, and awards are based on performance. 

· Training.  The agency has trained its executives on the design and implementation, and communicated the results, of its pay-for-performance system.  This includes informing executives of the ratings distributions and average pay adjustments and awards granted.
· Performance Differentiation.  The appraisal system includes a summary level that reflects Outstanding (or equivalent) performance to appraise and rate performance, performance requirements are established that describe and allow for differentiating levels of performance, the rating distribution indicates meaningful performance differentiations are made, and the rating distribution appropriately reflects organizational performance.

· Pay Distinctions.  The agency grants pay adjustments and awards based on performance; demonstrates it grants higher pay adjustments and awards to top performing executives over other executives; and pay and awards decisions meet regulatory requirements.

Background of Statutory and Regulatory Language

Section 1322 of the Chief Human Capital Officers Act of 2002, added a new paragraph (d) to 5 U.S.C. 5307 establishing conditions that, if met, would permit an agency to apply a higher aggregate limitation on pay, equivalent to the rate payable to the Vice President, for certain SES members who are paid under 5 U.S.C. 5383 and employees in senior-level and scientific or professional positions (SL/ST) paid under 5 U.S.C. 5376.  However, to apply this higher aggregate pay limitation, the statute requires an agency first demonstrate it has developed and implemented performance appraisal systems for these employees that make meaningful distinctions based on relative performance, as certified by OPM, with OMB concurrence.

As a separate but related matter, section 1125 of the National Defense Authorization Act for Fiscal Year 2004 (Public Law 108-136, November 24, 2003) (1) amends 5 U.S.C. 5382 and 5383 by replacing a six-level pay system for SES members with a single, open-range “payband” with only the minimum and maximum rates of pay set by law and (2) requires certification under 5 U.S.C. 5307 to allow an increase in the maximum rate of basic pay, from level III to level II of the Executive Schedule, for SES members.

OPM has issued implementing regulations for both of these statutes.  Regulations addressing the certification of agency appraisal systems, issued jointly with OMB, are found at subpart D of part 430 of title 5, Code of Federal Regulations.  Regulations addressing the SES pay system are found at subpart D of part 534 of title 5, Code of Federal Regulations.

Instructions  
Complete this assessment for the agency’s SES appraisal system and submit to OPM no less than 6 months before the end of full certification.  A copy of the appraisal system description and certain executive performance plans designated by OPM, which will be representative of the organizations covered by the system, must be attached to the tool, as well as any other information requested by the SES-PAAT.  For agencies with SES appraisal systems with provisional certification or for first-time requests for certification, agencies must provide with their submissions 10 percent of SES performance plans, or 20 plans, whichever is more.  Agencies with fewer than 20 covered executives must submit all performance plans.  For agencies with SES appraisal systems with full certification, the number of plans to submit with the agency SES-PAAT is—
· 5 plans if less than 100 SES members.

· 10 plans if 100 through 1,000 SES members.
· 20 plans if over 1,000 SES members.

Contact OPM to determine which SES performance plans to submit.  OPM reserves the right to request additional plans, as needed.

A glossary of terms follows these instructions.  Following the assessment questions is a scoring sheet that shows the maximum number of points that can be given for each question.  The final score covers both the design and implementation of the system.  OPM will complete the scoring sheets, review the applicable annual data submissions, obtain OMB concurrence with the certification recommendation, and certify the system, if warranted.

If you have questions as you are conducting this assessment, please contact your OPM Human Capital Officer.

Return the completed assessment to your OPM Human Capital Officer by email, or by mail at:

U.S. Office of Personnel Management

Division for Human Capital Leadership

   and Merit System Accountability

1900 E Street, NW, Room 7439F

Washington, DC 20415

Glossary

Annual summary rating means the overall rating level an appointing authority assigns at the end of the appraisal period after considering a Performance Review Board’s recommendations.  This is the official rating.

Appraisal means the process under which performance is reviewed and evaluated.

Appraisal period means the established period of time for which a senior executive’s performance will be appraised and rated.

Critical element means a key component of an executive’s work that contributes to organizational goals and results and is so important that unsatisfactory performance of the element would make the executive’s overall job performance unsatisfactory.

Performance means the accomplishment of the work described in the senior executive’s performance plan.

Performance appraisal means the review and evaluation of a senior executive’s performance against performance elements and requirements.

Performance appraisal system:  see Performance management system.

Performance management system means the framework of policies and practices that an agency establishes for planning, monitoring, developing, evaluating, and rewarding both individual and organizational performance and for using resulting performance information in making personnel decisions.

Performance requirement means a statement of the performance expected for a critical element.

Progress review means a review of the senior executive’s progress in meeting the performance requirements.  A progress review is not a performance rating.

Senior executive performance plan means the written summary of work the senior executive is expected to accomplish during the appraisal period and the requirements against which performance will be evaluated.  The plan addresses all critical elements and any other performance elements established for the senior executive.
System Information 
Sections 1 through 5 ask for basic background information about the Senior Executive Service (SES) appraisal system.  While this information does not address the certification criteria, it sets the stage for understanding how the system operates.  The certification criteria are included in sections 6 through 15.   
1. Coverage

a. What department/agency does this appraisal system operate within?

          
b. How many total SES members were covered by this appraisal system as of the end of the last cycle?

          
c. When was this appraisal system approved by OPM?  (Year)

         
d. When was this appraisal system implemented?  (Month and Year)

        
2. Appraisal Period

a. What are the beginning and ending dates of the appraisal period?

        
3. Minimum Appraisal Period

a. What is the minimum period of performance that must be completed before a performance rating can be given (e.g., 90 days, 120 days)? 

        
4. Summary Performance Levels

a. How many summary performance levels does the appraisal system use? 

         
b. List the names of the levels (e.g., Outstanding, Exceeds, Fully Successful, Minimally Satisfactory, Unsatisfactory).

        
5. Element Appraisal 

a. How many appraisal levels are used for appraising critical elements? 

        
b. List the names of the appraisal levels (e.g., Outstanding, Exceeds, Fully Successful, Minimally Satisfactory, Unsatisfactory).

        
Certification Criteria

6a. Methodology

a. This tool directly supports and is part of your accountability system.  To answer sections 6 through 10, the agency must review its executive performance plans.  Explain here how you reviewed those plans or attach your assessment report.  Include the number of plans reviewed and an explanation of how you selected the sample size if you did not review 100 percent of your plans.  Be detailed in describing your methodology.

Response:
        
6b/c. Accountability

b. Does the appraisal system require executive performance plans to include a critical element that holds executives accountable for the performance management of subordinates?  That is, does the system specifically hold executives responsible for: (1) aligning subordinate performance plans with organizational goals and (2) rigorously appraising the performance of subordinates?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

c. Do executive performance plans actually include a critical element that holds executives accountable for the performance management of subordinates?  That is, does the agency hold executives responsible for ensuring subordinate performance plans are aligned with organizational goals and for the degree of rigor the executive demonstrates in the appraisal of subordinates? (This is determined through the agency review, with OPM verification.)

 FORMCHECKBOX 
Yes   FORMCHECKBOX 
 No

i. If yes, how many and what percentage of executives have this element included in their performance plans?

Response (number and percentage of executives):
        
If no, what is the agency doing to ensure that in the future all executives are held accountable for the performance management of subordinates?  Include a timeline for actions.
          
7. Alignment 

a. Does the system description require SES member performance plans to clearly link to the agency’s mission, GPRA strategic and annual performance goals, program and policy objectives, and/or budget priorities?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No

b. How many and what percentage of SES members have performance plans that provide a clear, transparent link to organizational goals?

     
Response (number and percentage of executives): 
If all your SES members are not covered by performance plans that are linked to organizational goals, what is the agency doing to get those plans aligned with organizational goals?  Develop a strategy for improvement and include a timeline for actions. 

     
8. Measurable Results  
(Measurable results means performance requirements include specific targets or goals that address outcomes and/or high-level outputs or services, and include quality, quantity, timeliness, and/or cost-effectiveness targets, and possibly manner of performance) 

a. Does the system description require that each executive’s performance plan counts measurable results as at least 60% of the summary rating?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Explain:
     
b. Does the system description require a summary rating derivation formula that ensures each SES member’s performance plan counts measurable results as at least 60 percent of the summary rating or a derivation methodology where measurable results clearly drive the summary rating?

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
Explain:

     
c. Do executive performance plans include a summary rating derivation formula that counts measurable results as at least 60 percent of the summary rating?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No

Explain:

     
d. How many and what percentage of executive plans contain measurable results that are observable and/or demonstrable, and count them as at least 60 percent of the summary rating?
(Note:  Elements identified as results-focused elements must primarily focus on achieving measurable results.)

Response (number and percentage of executives):
     
If all your executives are not covered by performance plans that focus primarily on measurable results and count results as at least 60 percent of the summary rating, what is the agency doing to ensure that executive performance plans focus on achieving measurable results?  Include a timeline for actions.

     
9. Balanced Measures of Customer and Employee Perspective 
(Customer and employee perspective elements in performance plans must show two-way communication or dialog, collaboration with customers and employees, and consideration of feedback in management actions/decisions.)
a. Does the appraisal system require executive performance plans to take into consideration both customer and employee perspectives? 

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No

b. How many and what percentage of executives have performance plans that take into consideration both customer and employee perspectives?       

Response (number and percentage of executives):
     
If all your executives do not have performance plans that take into account both customer and employee perspectives, what is the agency doing to ensure that those plans incorporate both employee and customer perspectives in the future?  Include a timeline for actions.

     
10.  Consultation 

a. Does the appraisal system require executives to be consulted in the development of the executive’s performance plan?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No

b. How many and what percentage of executive performance plans indicate they were developed in consultation with the executive?

Response ( number and percentage of executives):
     
If you answered no to 10a and/or found a low number of executives for 10b, what are you doing to revise the appraisal system and to ensure executives are consulted in the development of their performance plans? 
     
11. Organizational Assessment and Guidelines 

a. Does the agency assess organizational performance?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

i. If yes, explain how organizational performance is assessed (e.g., using PAR, scorecards, or some other assessment tool).  Provide the assessment tool, if applicable.

     
ii. If yes, explain how organizational performance was communicated throughout the organization.

     
If no, that is, if the agency does not assess organizational performance, what is the agency doing to ensure that organizational performance is assessed and communicated in the future?  Include a timeline for actions.

     
b. Did an agency official provide guidelines to executives, rating and reviewing officials and Performance Review Boards (PRBs) about how organizational performance should be considered when deciding ratings and awards?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

i. If yes, provide a copy.

     
If no, what is the agency doing to ensure that guidelines are given about considering organizational performance when determining ratings in the future?  Include a timeline for actions.

     
12. Oversight 

a. Is there a high-level agency official who has oversight of the results of ratings, pay adjustments, and awards under this system?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

 i. If yes, provide the title of the official.

     
If no, what is the agency doing to ensure a high-level agency official in the future will oversee the results of appraisals and awards under this system?  Include a timeline for actions.

     
b. Excluding any previous OPM compliance evaluation, has this official verified that the system has been evaluated by the agency within the last 3 years to determine compliance with law and regulation, and to determine its effectiveness at making distinctions in levels of performance for pay purposes?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No

i. If yes, when?

     
ii. If yes, what were the results? (Provide a copy of the report.)

     
If no, that is, if the agency has not completed its own evaluation the appraisal system within the last 3 years, what is the agency doing to ensure that in the future regular evaluations of the system will occur beyond the SES-PAAT?  Include a timeline for actions.

     
13. Training 

a. Does the appraisal system description require executives to receive training on the requirements and operation of the agency’s pay-for-performance system?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

b. Has the agency conducted training or held briefings for its executives on the pay-for-performance system?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No

i. If yes, describe the training or briefings, approximately how many and what percentage of executives attended (if applicable), when and/or how often the training or briefings are given, the content of the course, whether and how the results were presented, and any other information that would show adequate training was provided.

Response:

     
If no, that is, if executives were not trained or briefed on the pay-for-performance system,
 what is the agency doing to ensure that executives receive training in the future?  Include 
a timeline for actions.

     
c. Have the rating distribution and the average pay adjustments and average award amounts been communicated to executives?

 FORMCHECKBOX 
Yes   FORMCHECKBOX 
 No
i. If yes, describe the methods used to communicate this information (e.g., executive meetings or retreats, memoranda, email, staff meetings).
Response:
     
If no, what action is the agency taking to ensure that rating distributions, average pay adjustments, and average award amounts are communicated to affected executives?

     
14.  Performance Differentiation 
(Although agencies report summary rating information through the annual SES data call, this section of the SES PAAT asks agencies to summarize their SES ratings.)
a. For the two most recent appraisal periods, show the distribution of ratings for executives:

      Number Of Executives Receiving The Rating

	Performance Rating
	Year 1

(most recent year)
	Year 2

(previous year)

	Level 5 

(i.e., Outstanding or equivalent)
	     
	     

	Level 4 

(i.e., Exceeds or equivalent) 
	     
	     

	Level 3

(i.e., Fully Successful or equivalent)
	     
	     

	Level 2 

(i.e., Minimally Successful or equivalent) 
	     
	     

	Level 1 

(i.e., Unacceptable)
	     
	     

	Not rated
	     
	     

	TOTAL*
	     
	     


* Total number of executives here should match the total number of executives covered by this system, as reported in #1b.
b. Explain how the rating distribution of executives, in general, reflects organizational performance, that is, describe the relationship between the ratings of executives and the performance of the agency/components.  Use the results of organizational assessments, such as agency scorecards, Performance and Accountability Reports, and Program Assessment Rating Tools, to explain how the executive rating distribution reflects organizational performance.

Response:
     
ii. If the rating distribution does not, in general, reflect organizational performance, what actions is the agency taking to ensure that rating distributions in the future reflect organizational performance?

     
15. Pay Differentiation 

a. Pay adjustments, performance awards, other cash awards, Presidential Rank awards, and aggregate salaries are reported to OPM through the annual data call.  This information will be used to determine whether the agency is making distinctions in pay based on performance.  If the agency has an explanation for any peculiarity in the data that has not been reported already with the data submission, please include the explanation here.

Response:

     
b. What is the agency’s pay policy?  Please attach a copy of the pay policy here.  Be sure to include details, such as if your agency uses pay tiers, if percentages of salary or percentage ranges are associated with specific rating levels, if you use the “maintain relative position in the range” pay adjustment, and any other details that explain the data you submitted to OPM through the annual data call.

Response:

     
Analyze the results of your pay adjustments and awards and consider the survey results identified for Section 15 in the Survey Results section of this SES-PAAT.  Does your rewards system support organizational goal achievement and make distinctions based on levels of performance?  Identify any findings, relationships, or other information that may be helpful for your organization when providing consequences for performance.
     
Scoring 

In order to meet full certification criteria, the agency must meet all the threshold criteria and score at least 90 on the SES PAAT.  The total available point scores follow:

	Certification Criteria
	Points Available

	Accountability
	10

	Alignment
	10

	Measurable Results
	15

	Balanced Measures
	10

	Consultation
	5

	Organizational Assessment and Guidelines
	10

	Oversight
	5

	Training
	5

	Performance Differentiation
	15

	Pay Differentiation
	15


Rating

	Meets full certification criteria when all threshold points for full certification are met and the minimum score is 90 points

	Meets provisional certification criteria when all threshold points for provisional certification are met and the minimum score is 71 points

	With a score of 70 or below, and when all threshold points for provisional are not met, the system has serious flaws in its design and implementation.  Significant improvements must be made before certification can be considered.


Survey Results

Survey results are not included in certification criteria or when considering system certification, and no “points” are given in the SES-PAAT for survey results.  However, an evaluation of any performance management system should include a review of available employee survey data to provide employee perspective on the effectiveness of the system and the intended outcomes.  Below are a set of survey questions applicable to specific SES-PAAT sections.  Please provide this information with your SES-PAAT submission and consider this information when developing strategies for improving your pay-for-performance system.  Provide the survey data as a percentage of responses received.  Be sure to consider survey results when developing strategies for improving your pay-for-performance system. 

Employee Responses
What were the agency employees’ responses to the most recent Federal Human Capital Survey (FHCS) or Annual Employee Survey question(s) below that addresses performance management practices at the agency?  (Support Section 6)
	FHCS Question or Annual Employee Survey Question (most recent)
	Strongly Agree
	Agree
	Neither Agree or Disagree
	Disagree
	Strongly Disagree
	Do not Know

	I know how my work relates to the agency’s goals and priorities.
	     
	     
	     
	     
	     
	     

	In my work unit, steps are taken to deal with a poor performer who cannot or will not improve.
	     
	     
	     
	     
	     
	     

	In my work unit, differences in performance are recognized in a meaningful way.
	     
	     
	     
	     
	     
	     

	My performance appraisal is a fair reflection of my performance.
	     
	     
	     
	     
	     
	     

	Discussions with my supervisor/team leader about my performance are worthwhile.
	     
	     
	     
	     
	     
	     

	I am held accountable for achieving results.  (when available)
	     
	     
	     
	     
	     
	     

	Supervisors/team leaders provide employees with constructive suggestions to improve their job performance. (when available)
	     
	     
	     
	     
	     
	     


Executive Responses
What were the SES responses to the most recent Federal Human Capital Survey (FHCS) or Annual Employee Survey question(s) below that addresses alignment?  (Include this information for SES member responses only.)  (Support Sections 7, 8, 10, 11, 14, and 15)

	FHCS Question or Annual Employee Survey Question (most recent)
	Strongly Agree
	Agree
	Neither agree or disagree
	Disagree
	Strongly Disagree
	Do not know

	I know how my work relates to the agency’s goals and priorities. (S-7)
	     
	     
	     
	     
	     
	     

	Managers communicate the goals and priorities of the organization. (S-7)
	     
	     
	     
	     
	     
	     

	I am held accountable for achieving results (when available). (S-8, 14)
	     
	     
	     
	     
	     
	     

	My performance appraisal is a fair reflection of my performance. (S-10)
	     
	     
	     
	     
	     
	     

	Discussions with my supervisor/team leader about my performance are worthwhile. (S-10)
	     
	     
	     
	     
	     
	     

	In my most recent performance appraisal, I understood what I had to do to be rated at different performance levels (e.g., Fully Successful, Outstanding). (S-10)
	     
	     
	     
	     
	     
	     

	Managers review and evaluate the organization’s progress toward meeting its goals and objectives. (S-11)
	     
	     
	     
	     
	     
	     

	Promotions in my work unit are based on merit. (S-14)
	     
	     
	     
	     
	     
	     

	In my work unit, steps are taken to deal with a poor performer who cannot or will not improve. (S-14)
	     
	     
	     
	     
	     
	     

	In my work unit, differences in performance are recognized in a meaningful way. (S-14)
	     
	     
	     
	     
	     
	     

	Managers review and evaluate the organization’s progress toward meeting its goals and objectives.(S-14)
	     
	     
	     
	     
	     
	     

	Pay raises depend on how well employees perform their jobs. (S-15)
	     
	     
	     
	     
	     
	     

	Awards in my work unit depend on how well employees perform their jobs (when available). (S-15)
	     
	     
	     
	     
	     
	     


	FHCS Question or Annual Employee Survey Question (most recent)
	Very satisfied
	Satis-fied
	Neither Satisfied nor Dissatisfied
	Dissatis-fied
	Very Dissatis-fied
	Do Not Know

	Considering everything, how satis-fied are you with your pay? (S-15)
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