TITLE 42 PERFORMANCE GUIDANCE
Performance Plan Development
· Use EPA Form 3115-35 (8/06), available at HRMD: Performance.

· Remove page 1, Performance Plan Coversheet, which contains references to Title 5 provisions that may not be applicable to Title 42 appointees.
· Remove page 3, which provides Definitions of Summary Rating Levels and Determining Summary Performance Ratings.  Similar definitions specific to Title 42 appointments are found in Section 14 of the Title 42 Operations Manual.

· Fill in blocks on page 2, Performance Plan and Summary Appraisal Package. 

· Complete page 4, Performance Element/Standards/Measures, for each Critical Element.

· Discuss the performance plan with the employee, with the supervisor and employee signing in Section 1 of page 2.  This plan should be put in place within 30 days of appointment or any other personnel action that results in a change to position duties.

Appraisal

· Conduct the appraisal within 30 days of the end of the rating period.  For employees who started work in September 2006 and whose plans were put in place in October 2006, the rating period will end in January 2007.  The rating received in January 2007 will be the 2006 rating of record and should be recorded as such in Section 3 of page 2.  
· In accordance with Section 14 of the Title 42 Operations Manual, written highlights must be provided for all element ratings, though page 4, Performance Element/Standards/Measures, indicates that highlights are only required to support ratings of Outstanding, Minimally Satisfactory, or Unsatisfactory.  For example, given that the 2006 rating of record may form the basis for a Title 42 salary adjustment recommended prior to the completion of the 2007 rating period, it is critical to have full documentation of that rating.
Progress Reviews

· Conduct the mid-year review in accordance with the PARS calendar, and document the review in Section 2 of page 2, Performance Plan and Summary Appraisal Package.
· Other progress reviews may be held as needed, and up to two of these can be documented in Section 2.  The completion of these reviews does not preclude the requirement to conduct the annual performance review to produce the rating of record for the full calendar year.
Salary Adjustments
· As detailed in Section 9 of the Title 42 Operations Manual, review the Title 42 appointee’s annual pay periodically throughout the appointment, but at least annually in conjunction with the annual performance review.  In order to be eligible for an increase to their annual pay, the Title 42 appointee’s performance must be at least fully successful.  Appendix 5 provides several examples of how pay would be adjusted depending on a Title 42 employee’s current rate of pay and rating of record, and a form, “Adjustment to Base Salary for Title 42 Employee,” on which to document the pay change.

· If desiring to adjust an appointee’s pay at a time other than immediately following the annual performance review or the mid-year review – for example, in conjunction with the employee’s anniversary date – review the employee and document the review under “Other” Review in Section 2 of page 2.  As long as the prior year’s rating of record was at least fully successful, and the performance continues to be at or above this level, the employee is eligible for a pay adjustment.
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