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MEMORANDUM FOR: Assistant Administrators
Deputy Assistant Administrators
Staff Office Directors
Chief of Staff for NOAA

FROM: Kimberlyn Bauhs 7 /
Director for Workforce Management

SUBJECT: NOAA FY 2016 Senior Employee End-of-Year
Performance Guidance

This memorandum provides notice and guidance for NOAA Executives and Senior Professionals
on the FY 2016 performance closeout and end-of-performance-year activities. The Department
has full certification of its Senior Executive Service (SES) and Senior Professional (ST/SL)
performance management systems. Careful and accurate application of the performance
standards is necessary to ensure continued certification of the SES/ST/SL performance
management system and associated pay ranges. The Department and NOAA Performance
Review Boards (PRB) support the Deputy Secretary’s ability to ensure these certifications are
met.

The NOAA PRB will ensure recommended summary ratings meet the performance level
definitions under the SES/ST/SL performance management system, and meaningful distinctions
based on relative performance are made. The Department Executive Resources Board expects
PRBs to critically examine performance appraisals’ alignment with strategic goals, results, and
accountability, and to ensure consistency within and across the organization, paying particular
attention to ratings higher than Fully Successful. Rating officials, reviewing officials, and PRBs
must give consideration to the impact of any documented misconduct on an executive’s or senior
professional’s performance, within parameters of the applicable performance standards. In
addition to reviewing individual performance appraisals as part of its deliberations, the PRB will
consider the Department’s Annual Organizational Assessment, which addresses the success of
NOAA'’s program and our progress in achieving Commerce’s priorities.

In late October or early November, 2016, the NOAA PRB will review the executive performance
plans and supervisory narrative summaries to ensure equity and consistency in ratings, bonuses,
and pay adjustments across Offices, and make the associated recommendations to the Appointing
Authority (NOAA’s Under Secretary). The narrative summaries must describe the specific nature
and quality of the executive’s performance results, and unambiguously convey their contribution
to mission accomplishment.

Deadlines and Submission Requirements
Line and Staff Office executive performance appraisals, pay adjustments, performance-

based bonus recommendations, and Presidential Rank Award nominations are due to



calendar days of receipt of the initial rating. The request must be made well in advance to the
PRB convening to consider the executive’s initial rating. WFMO requires that performance
review discussions be conducted no later than September 30, 2016, to allow ample time
for reconsideration requests and/or higher level reviews prior to the PRB convening.

Attachments

A: NOAA FY 2016 EOY Schedule

B: Requirements for Senior Executive/Professional End-of-Year Closeout
C: SES/ST/SL Performance Process - FY 2016

D-1:  SES Narrative Summary (Required Format)

D-2:  Senior Professional Narrative Summary (Required Format)

E: LO/SO Preparation and Submission of Performance Documents

F: SES EOY Ciitical Element 5 Briefing Slides

G: EOY Accounting Code Format

H: FY 2017 Presidential Rank Award Program Instructions and Forms
I FY 2017 Presidential Rank Award Nomination Forms

cc: Line and Staff Office SES Liaisons



