DRAFT – SAMPLE

National Institutes of Health Performance Contract (Supv/Managerial)
PART I: Identifying Information 

	A. Employee’s Name:
Helene Noble


	D. Rater’s Name:

Christine Steyer

	B. Position Title, Series, and Grade:

Director, Workforce Relations Division
	E. Rater’s Title:

 Deputy Director, OHR



	
	F. Reviewer’s Name:
Bob Hosenfeld


	C. Organizational Location:

Office of Human Resources, OD


	G. Reviewer’s Title:

Director, OHR




PART II: Signatures and Dates
	
	Plan Establishment*
	Progress Review
	Rating*

	Rater’s Signature
	
	
	

	Date
	
	
	

	Reviewer’s Signature
	(as required)
	NOT APPLICABLE
	(as required)

	Date
	
	
	

	Employee’s Signature*
	
	
	

	Date
	
	
	


*Employee’s signature indicates that a copy has been received.

PART III: Evaluation
	Appraisal Period: 
From: Jan. 2004 To: Dec. 31, 2004

	The rating is (check one):
 Rating of Record            Interim Rating

	This performance plan consists of

______________n/a_____ elements.
	Rating (check one):
 Acceptable

(rated Acceptable on all critical elements)           

 Unacceptable

(rated Unacceptable on one or more critical elements)
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Through this Performance Contract, I hereby commit to clear and measurable goals to be achieved during FY 2004 and beyond:


Program Outputs Needed for 2004 to Achieve Expected Results

Client-focused:

· Complete analysis of NIH Performance Management Focus Groups, and submit recommendations for systems improvements to the Director, OHR in January 2004.

· Meet with the Division leadership team to discuss the impact of current NIH GPRA goals; ensure that this group is compliant with guidance and deadlines (ongoing).
· Ensure NIH GPRA status reports and other special requests are provided to requestors within timeframes and according to user specifications (ongoing).
· Disseminate important new policies, instructions, user-friendly guidance, and reminders pertaining to (NIH Recognition Policies; Strategic Planning; etc.): display them on the NIH portals and websites; send email notifications to managers; prepare articles for NIH Employee Newsletters; and other communication venues (ongoing).
· Seek client feedback and perform periodic reviews to ensure that designated staff provide timely and competent consultation and advice on casework (e.g., review NIH performance contracts and appraisals; awards submissions; personnel actions; etc. (ongoing).
· Ensure assigned staff meet pre-determined, agreed-upon deadlines for developing Standard Operating Procedures for the NIH HR portal (ongoing).
· Ensure staff develop and schedule appropriate IC, OHR, or other informative briefings and training to increase user expertise (e.g., How to Develop Performance Contracts; How to Write Awards; How to Document Poor Performance; How to Write SOPs; etc.); (ongoing).
Internally focused:

· Provide direction and administrative management to staff supervised (including contract staff, as appropriate) that ensures monitoring and attention to functional responsibilities: 

· Submit Division administrative, budget and resource requirements to the Director, OHR, by completion of 4th quarter.

· Implement critical administrative actions resulting from the President’s Management Agenda, revised “One-HHS” End-Outcome Objectives, HR consolidations, or other important initiatives: 

· Submit workload analysis and staffing requests  (ongoing); 

· Fill vacant positions by (dates specified by Director, OHR):
· Communicate timely, key information in consistent manner to staff at both remote and on-site locations (ongoing);

· Identify staff training and orientation needs throughout calendar year and support attendance at these activities (ongoing).
· Support staff attendance at, or viewing of, videocasts covering important initiatives potentially impacting the workforce, e.g.,  NIH Competitive Sourcing Program (A-76); MEO informational sessions; OHR All-Hands meetings, etc. (ongoing).
· Monitor staff performance and provide performance feedback  including mid-point and final year appraisal feedback sessions; initiate timely recognition; counseling; identification of developmental assignments and training; etc. as appropriate; ensure  subordinate supervisors do the same (ongoing).
hereby commit to achieve these goals and hold myself and my employees accountable for developing and implementing the necessary initiatives to produce these results.



______________________________



E

EEO CRITICAL ELEMENT  

GM/GS/WS CODE 2 - MANAGERS AND SUPERVISORS

PROMOTING EQUAL EMPLOYMENT OPPORTUNITY (EEO) AND WORK FORCE DIVERSITY PROGRAMS

Critical Element: 

Through both personal leadership and appropriate managerial actions, management officials shall proactively support and promote Departmental and NIH EEO and Work Force Diversity Programs designed to achieve the following:

Performance Standards:

1. Addresses EEO Complaints and employee issues in a timely and effective manner.

Guidance: Describe the steps taken to ensure that IC EEO complaints are processed in strict accordance with the procedures set forth by EEOC, DHHS and the NIH (i.e., respond to complaints in a timely manner, demonstrate efforts to resolve complaints at the lowest level, monitor discrimination complaints to identify patterns of discrimination and initiate actions to correct these patterns, etc.). Attend and support EEO and Diversity training sessions for all staff, including sexual harassment.  Describe efforts to ensure staff comply with EEO and Diversity Management policies.
2. Supports and actively participates in the implementation of the IC’s Affirmative Action Plans, programs and initiatives that address the under-representation of minorities, women and persons with disabilities.

Guidance: Describe the size and diversity of your Office staff by race, gender, national origin and disability. Identify any goals you have set to improve the diversity of the work force and how these goals have been/are being accomplished. Identify special efforts made to monitor organizational accomplishments in maintaining a diverse work force and supporting the IC’s Affirmative Employment Program. Discuss your role in focused recruitment efforts (i.e., Historically Black Colleges and Universities (HBCUs), Hispanic Serving Institutions (HSIs), Tribal Colleges and Universities (TCUs), and Community-Based Organizations, etc.). 

Describe the use of special hiring authorities to fill vacancies with qualified applicants from underrepresented groups.

Describe your efforts to assist the IC in meeting NIH’s “Stretch Goals” to hire 945 new individuals with disabilities by 2005. NOTE: Hires are to be from outside the Federal Government.

3. Provides equitable training and career development opportunities and performance awards for staff at all grade levels (examples – use of IDPs, equitable allocation of available training funds).

Guidance: Describe the efforts or initiatives implemented to ensure the equitable development and recognition of staff at all levels (i.e., NIH Management Intern Program, STRIDE, COTA, etc.). Identify awards or changes in your work force that reflect the success of these initiatives. Highlight the steps taken to remove any "barriers" that impede the accomplishment of this element. 

4. Establishes a fair and equitable work environment by encouraging the use of problem solving and alternate dispute resolution processes.

Guidance: Describe efforts to encourage and support the development and use of alternative dispute resolution (ADR) in managing conflict within the workplace. Provide specific examples of successful ADR/workplace resolution techniques and strategies that have been effective. Highlight initiatives that have created an inclusive work environment in which employee concerns and ideas are utilized in problem solving, decision-making, and planning workplace activities and initiatives. 

5. Promotes a zero tolerance policy for harassment and discrimination. 

Guidance:  Describe EEO, Diversity and workplace management initiatives developed to: ensure that the work environment is free from all forms of harassment and intolerance, including sexual harassment.
6. Supports EEO and Work Force Diversity programs by providing leadership, allocating adequate staff, fiscal resources and supporting staff participation in these programs.

Guidance: Consistent with workload requirements, describe the degree of support/resources for NIH wide educational efforts and IC EEO and Diversity programs. Describe any initiatives, Memorandum of Understandings or collaborations with other agencies or ICs that support EEO Program goals.  Support NIH-wide Special Emphasis Programs by attending and encouraging staff to attend/participate. 

7. Responds to requests for reasonable accommodations from persons with disabilities in accordance with Federal laws, regulations and NIH policies. 

Guidance:  Discuss in detail, the number and types of reasonable accommodations if requested and how they were addressed. Highlight any policies or procedures developed and implemented to address requests in a timely basis.   

I hereby commit to achieve these goals and hold myself and my employees accountable for developing and implementing the necessary initiatives to produce these results.

Signed:  ____________________________

____________________________




Helene Noble


�





FY 2004 Performance Contract


Helene Noble, Director, WRD








Mission:  The National Institutes of Health uncovers new knowledge about the prevention, detection, diagnosis, and treatment of disease and disability.  NIH works towards this mission by conducting and supporting research, training research investigators, and fostering communication of medical information.








Intermediate Outcomes I Pledge to Achieve During 2004:





Enhance NIH organizational performance through the implementation of results-oriented programs:


Provide Human Resources policy development, consultation, advice, products, and services, for HR subject areas, that assures maximum responsiveness to expressed NIH programmatic needs.





Strategic Human Capital Management 


Conduct goal-setting for the Division managed; develop organizational standards and performance measures that are reflected in the performance contracts of subordinate staff.


 





“One HHS” End-Outcome Goals 


NIH Contributes To:








Emphasize preventive health measures (Preventing Disease and Illness)





Prepare for and effectively respond to bio-terrorism and other public health emergencies (Protecting our Homeland) 





Improve health outcomes (Preventing Disease and Illness)


 


Improve the quality of health care ( 21st Century Health Care)


 


Advance science and medical research  (Improving Health Science)











Management Improvement Initiatives


The inherent management responsibilities; see “One HHS” Department-Wide Management Objectives


Management Improvement Initiatives


In addition to the specific program results articulated in this plan, I will manage by results by supporting the following management improvement initiatives found in the performance plan for the Director, OHR:





Implement Results-Oriented Management: 


Create results-oriented employee performance contracts in (1st quarter, 2004) that will hold my subordinate managers accountable for achieving the revised “One-HHS” Program and Management objectives (as applicable), and other measurable goals contained in this plan;


Ensure that my leadership staff meet with their employees to develop contracts and/or performance plans, communicate the cascading of broad objectives, and explain all performance expectations and requirements (in 1st quarter, 2004).





Devise and submit with the FY 2004 budget tangible performance measures (outputs) to track end-outcomes and intermediate outcomes of programs under my control (in 1st quarter, 2004).

































































