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NOAA supervisors are responsible for frequent review and maintenance of Employee Performance File (EPF) for each direct report according to the requirements of HR Guidance Bulletin #FY13-008   Supervisors should use the following checklist for each of their employees to confirm compliance with the requirement.
Records Retention and Security
|_|    Each employee on your team has a file
|_|    Files are locked up if physical or password-protected if on a computer
|_|    Access to the files is restricted to the employee or representative and agency officials with a need for access in performance of their duties
|_|    All documents older than four years have been destroyed by shredding or burning 
|_|    When performance has been acceptable for one year after, all documents related to an appraisal of or action related to unacceptable performance have been destroyed by shredding or burning
|_|    Documents that are not directly related to performance are not included in the file
Performance Plans (Current Plus Fewer than Four Years Old)
	
	Current 
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	FY 20    
	FY 20    
	FY 20    

	Timely Performance Plan signed by approving official, rating official, and employee 
	|_|
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	|_|
	|_|
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	Timely Progress Review signed by approving official, rating official, and employee
	|_|
	|_|
	|_|
	|_|
	|_|

	Timely Summary rating signed by approving official, rating official, and employee
	|_|
	|_|
	|_|
	|_|
	|_|

	Final summary rating indicated
	|_|
	|_|
	|_|
	|_|
	|_|

	Appraisal narrative supports rating
	|_|
	|_|
	|_|
	|_|
	|_|


Other Performance-Related Documents (If Applicable)
|_|    Performance Improvement Plan(s) (PIP(s)), notices of proposed reduction-in-grade or removal when based on performance, training required to correct performance, other unacceptable performance-related documents
|_|    Individual Development Plans (IDPs)
|_|    SF-50 – Notification of Personnel Action – when documenting performance-based awards
|_|    CD-416 – Certificates for Within-Grade Increase (WGI)
|_|    Other performance-related documents and recordsQuestions?  
Visit the Performance Management Portal at http://www.wfm.noaa.gov/performancemgmt/gwpas/gwpas.html or 
speak with your Performance Management POC
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