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PERFORMANCE AND REMEDIAL ASSISTANCE OR CIVILIAN EMPLOYEES
1.  The purpose of this bulletin is to provide information on options available for dealing with unacceptable performance.

2.  Performance Management is the systematic process of integrating performance, pay, and awards systems to improve individual and organizational effectiveness in the accomplishment of Army mission and goals.  The performance management process includes five phases.

· Planning performance and assigning work

· Monitoring performance

· Developing performance

· Appraising performance

· Performance management linkage

3.  The best way to handle poor performance issues is to take action to avoid performance problems before they occur.  Such preventive actions include:  communicating clear standards and expectations, providing regular and frequent feedback, rewarding and recognizing good performance (informally and formally), and making full use of the probationary period for new employees.

4.  It is important to make the distinction between poor performance and misconduct.  Misconduct is generally a failure to follow a workplace rule, and is dealt with under a different process.  Punitive disciplinary action (reprimand, suspension without pay, etc.) is not appropriate since it is presumed that unacceptable performance is based on inability rather than willful misconduct.  Poor performance, on the other hand, is simply the failure of an employee to do the job at an acceptable level.

5.  You should give the employee the opportunity to seek assistance, if needed, through a referral to the Employee Assistance Program (EAP).

6.  If performance problems are not resolved, it is always best to take action early rather than waiting.  At any time during the appraisal cycle that the employee’s performance is unacceptable, you must inform the employee why it is unacceptable, exactly what is required to bring their performance up to the “Success” level, and what remedial assistance will be offered.  The employee must then be provided a reasonable period of time to improve.  The collective bargaining agreement between USMA and the American Federation of Government Employees (AFGE), Local 2367, requires that a remedial assistance plan be developed (see Article 34, Section 5).  A more formal and extensive process takes the form of a Performance Improvement Plan (PIP) and must be coordinated with the Civilian Personnel Advisory Center (CPAC).  Probationary employees are not subject to a formal PIP.

7.  You should not rate an employee less than “Success” until the above steps have been followed.

8.  Continued failure following completion of the PIP could result in the employee being reassigned, demoted, or removed from Federal service.  The burden of proof in these actions is with you, and you must be prepared to support the action by substantial evidence.  For this reason, extensive record keeping is essential.  The employee will have the right to grieve under local procedures, or appeal to the Merit Systems Protection Board (MSPB), depending on the severity of the action taken

9.  Questions on this subject should be addressed to your Personnel Advisor in the Civilian Personnel Advisory Center at 938-3943.
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