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Office of Policy and Management (OPM)

MANAGERIAL PERFORMANCE ASSESSMENT AND RECOGNITION SYSTEM (PARS)

Purpose

The purpose of the Performance Assessment and Recognition System (PARS) is to:
· Facilitate joint planning between a manager and supervising manager on what the manager is expected to accomplish.
· Establish clear, achievable, measurable, results-oriented performance objectives, consistent with the agency’s priorities and mission, and considered fair by both the manager and the supervising manager.
· Promote ongoing communication between the manager and the supervising manager concerning expectations, how well the manager is meeting these expectations, and what steps must be taken to ensure that objectives are met.
· Guide regular evaluations of progress and promotion of the manager’s professional development. Identify corrective action needed when a manager has not accomplished a performance objective.
· Provide a basis for differentiating among levels of performance and thus serve as a basis for a manager’s annual salary increase or bonus payment.
· Improve individual job performance and thereby increase the effectiveness of the agency.
OPM’s Process

In 2000, OPM revised its PARS program.  The revised process places greater emphasis on managerial competencies consisting of leadership, communication, interpersonal, cognitive and administrative, and achievement skills.  These skills have been previously identified as core competencies of an OPM manager.  While it is recognized that some subcategories of the managerial competencies may have greater application for different management levels or positions than others, each manager shall be evaluated in each of these areas.

The revised process also allows for a maximum of three (3) optional objectives, which should be recorded on the Progress Review Form as well as the Final Review Form.  Under this process, there are two required meetings between a manager and their supervisor during the fiscal year (i.e., initial and final).  Additional meetings can occur during the cycle at the discretion of the division head and/or supervising manager.  Notes relating to these meetings can be recorded on the Progress Review Form.

Definitions

Rating Categories

EXCEEDS EXPECTATIONS: Reserved for those few managers whose achievements substantially exceed acceptable performance levels. Objectives and job requirements are met in all areas. Quality of results is superior.

MEETS EXPECTATIONS: Achieves all objectives and job requirements. Competent in all responsibilities of the position. Requires minimal direction.

NEEDS IMPROVEMENT: Objectives/job requirements are not fully achieved. Requires substantial direction.

UNSATISFACTORY: Objectives/job requirements are not achieved. Requires continuous direction. Overall performance is unacceptable.

Job Elements

(Further details on Job Elements are available at: http://hal/OPMatHome/employee/mangcomp.htm)

LEADERSHIP SKILLS:  Consider team leadership; organizational astuteness; directing and monitoring; and coaching and development of assigned staff.

COMMUNICATION SKILLS:  Consider ability to foster open communication, and oral and written skills.

INTERPERSONAL SKILLS:  Consider the ability to build and sustain work relationships in and outside the agency.

COGNITIVE AND ADMINISTRATIVE SKILLS:  Consider ability to strategically focus; skills related to problem solving, planning, and decision-making; and ability to develop and use organization/process design tools.

ACHIEVEMENT SKILLS:  Consider ability to achieve results and initiative; and commitment to achieve established affirmative action goals (if applicable).

OTHER OPTIONAL OBJECTIVES: (Other objectives are optional and are limited to a maximum of three.)  Optional objectives should be summarized on the Progress Review Form and the Final Review Form and may also be described in greater detail below.

OBJECTIVE 1:      
OBJECTIVE 2:      
OBJECTIVE 3:      
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PROGRESS REVIEW FORM

In addition to informal discussions of progress, the supervising manager should periodically review the progress toward meeting objectives set by each manager.  The purpose of these discussions is to review accomplishments, identify obstacles, determine appropriate future actions, and, if necessary, to revise objectives.  Progress reviews are recommended twice per year, or more frequently, if necessary.
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FINAL REVIEW FORM

The supervising manager, after review and approval of their recommended rating by the Office of the Secretary, shall evaluate the managerial employee based on the Managerial Competency Objective and other optional objectives.  Check the box that most nearly coincides with your overall judgment on each competency and objective(s).  (Note: Definitions of Rating Categories and Job Elements can be accessed by using the side scroll bar.) 
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SIGNATURES

NOTE TO EMPLOYEE: Your signature confirms that you have seen this performance appraisal and discussed it with your supervisor.  It does not indicate your agreement with or approval of the rating.

Signed (Manager):

___________________________ DATE:      
Signed (Supervising Manager):    __________________________ DATE:      
Signed (Agency Head or Designee): _______________________ DATE:      
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