	Business Function:  Performance Actions



	Action
	Average

Processing Time

(Calendar days)*
	Responsibility

	
	
	OHR
	Program Office
	Shared

	Supervisor/manager seeks and receives advice and guidance on performance problem. Specialist reviews EPPES performance plan and rating history; conducts fact-finding with supervisor; provides advice and guidance..
	1-7 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If performance is Fully Successful, provide advice/format to supervisor on oral or written performance counseling 
	1-7 days
	HR Specialist (ER) assigned responsibility for organization
	
	

	If performance is marginally successful/minimally satisfactory in one or more critical elements, provide format and advice to supervisor for preparation of Performance Improvement Plan (PIP) for each affected critical element.
(See WGI Delay/Denial Business Function chart if employee is due a WGI at the time of the PIP)
	1-3 days
	HR Specialist (ER) assigned responsibility for organization
	
	

	Supervisor prepares draft PIP memorandum, based on format provided by HR Specialist; forwards to Specialist for review.
	1 - 7 days
	
	Supervisor/ Administrative Officer
	

	HR Specialist reviews/revises PIP as necessary. Supervisor issues to employee
	1-10 days
	HR Specialist (ER) assigned responsibility for organization 
	Supervisor/ Administrative Officer
	X

	If performance improves to Fully Successful prior to the end of the rating period, provide advice and assistance to supervisor in issuance of memorandum to employee.
	1-2 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Administrative Officer
	X

	If performance is Unsuccessful/ Unsatisfactory, provide Opportunity to Improve Plan (OIP) format and advice to supervisor (Performance Improvement Plan (PIP) for PACS employees)
(See WGI Delay/Denial Business Function chart if employee is due a WGI at the time of the PIP)
	1-14 days
	HR Specialist (ER) assigned responsibility for organization
	
	

	Supervisor prepares draft OIP/ PIP accounting for each affected critical element, based on format provided by HR Specialist
	7-14 days
	
	Supervisor/ Administrative Officer
	

	HR Specialist reviews/revises OIP/PIP. Supervisor issues to employee
	2-14 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Administrative Officer
	X

	Supervisor monitors employee’s performance; provides feedback and assistance to employee consistent with OIP/PIP 
	30-120 days
	
	Supervisor/ Administrative Officer
	

	If employee improves, supervisor obtains advice and assistance from HR Specialist in issuing memo to employee re improvement to required level and necessity to maintain performance level for one year from issuance of OIP/PIP. 

(see PIP above for marginally successful performance if the improvement is to the marginally successful level)
	1-7 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Administrative Officer
	X

	If employee has not improved,  or if employee’s performance returns to Unsuccessful/ Unsatisfactory level after having passed the OIP/PIP, within one year of its issuance, obtains advice and assistance from HR on appropriate action (reassignment, reduction-in-grade, removal)
	1-14 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Administrative Officer
	X

	If action is reassignment, action referred to Administrative Officer/ Staffing and Classification Division 
	1 day
	HR Specialists (ER & Staffing) assigned responsibility for organization; 
	Supervisor/ Administrative Officer
	X

	If action is reduction in grade or removal, HR Specialist provides format & advice to supervisor for preparation of proposal notice
	1-7 days
	HR Specialist (ER) assigned responsibility for organization
	
	

	Supervisor prepares draft proposal notice; returns to HR for review
	7-14 days
	
	Supervisor/ Administrative Officer
	

	HR Specialist reviews and revises proposal notice as necessary; return to supervisor for issuance to employee. (includes notice to employee, oral reply, issuance of decision notice with MSPB appeal/ arbitration rights)
	30-90 days
	HR Specialist (ER) assigned responsibility for organization 
	Supervisor/ Administrative Officer
	X

	If decision is reduction in grade, make referral to Administrative Officer/HR-Staffing for identification of position employee will be placed in
	1-7 days
	HR Specialists (ER & Staffing) assigned responsibility for organization; 
	Supervisor/ Administrative Officer
	X

	Legal Sufficiency Reviews of certain reductions in grade, or removals by OGC  (see Handbook 432.1) at both the proposal and decision stages. Time shown is primarily OGC’s time to respond.  It includes both the proposal and the decision notices, and is added to the times for the referenced action.
	14-60 days
	HR Specialist makes written request
	OGC
	X

	If employee is serving probationary period on initial appointment , provide advice and assistance concerning probationary termination, in lieu of PIP/OIP.  This includes review of OPF and caselaw to ascertain correct probationary status, drafting and issuance of a memo to employee including limited MSPB appeal rights. 
	7-30 days
	HR Specialist (ER) assigned responsibility for organization & ESC to provide OPF
	Supervisor/ Manager/ Administrative Officer
	X

	If employee is serving a supervisory/managerial probationary period, having been promoted into a higher graded position, provide advice and assistance concerning supervisory/managerial probationary action, i.e., return to lower grade, in lieu of PIP.  This includes review of the OPF and identification by the program office of a position to which the employee will be moved, and drafting and issuance of a memo to employee, including limited MSPB appeal rights.
	7-30 days
	HR Specialist (ER) assigned responsibility for organization & ESC to provide OPF, and Staffing to arrange for position for the employee to move to.
	Supervisor/ Manager/ Administrative Officer
	X

	If medical issues are raised at any time in regard to a performance matter, and/or reasonable accommodation is requested in relation to a performance matter, provide advice and assistance in requesting appropriate medical documentation from employee.
	1-10 days
	HR Specialist (ER) assigned responsibility for organization


	Deciding Official/ Administrative Officer

Employee
	X

	HR specialist forwards medical information  to Department’s Medical Review Officer for review; provides further advice and assistance to supervisor (or Deciding Official for a removal or reduction-in-grade action).
	7-14 days
	HR Specialist (ER) makes written request to Medical Review Officer (MRO)-(EAP contractor) 

MRO reviews, enters into discussion with employee’s medical provider(s) as necessary, and provides written report to Department
	
	

	Process HIHRTS action for Suspension, reductions in grade, removals, probationary actions.
	3-14 days
	HR Specialist (ER) assigned responsibility for this function
	Administrative Officer
	X

	Performance Action Total Estimated Time


	2-393 days
	
	
	

	
	
	
	
	


*Time estimated for the steps in the process are based upon the average amount of time considered to be reasonable for completing associated actions.  These time estimates may be extended or shortened depending upon such factors as complexity, severity, scope, and other administratively uncontrollable situations.  
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