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1. PURPOSE

This Organi zati onal Work Instruction establishes Human
Resour ces Departnent (HRD) policy for adm nistering the
NASA Enmpl oyee Performance Comruni cati on System ( EPCS).

2. APPLI CABI LI TY

This Organi zational Instruction is applicable to functions
perfornmed by HRD relative to the adm nistration of EPCS.

3. APPLI CABLE DOCUMENTS

NPG 3430. 1, NASA Enpl oyee Perfornmance Comruni cati on System
( EPCS)

5 Code of Federal Regulations (C. F.R )293, Performance
File System Records

5 Code of Federal Regulations (C F.R )430, Performance
Managenent

4. DEFI NI TI ONS
HRD - Human Resources Depart ment
EPCS - Enpl oyee Performance Communi cation System
C.F.R. - Code of Federal Regul ations
5. | NSTRUCTI ONS
The NASA EPCS will be adm nistered by the Human Resources
Department in accordance with 5 C.F. R 430 and the
i nstructions contained in NPG 3430.1 and 5 C.F. R 2983.
6. NOTES
None
7. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

8. APPENDI CES, DATA, REPORTS, AND FORMS
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10.

11.

12.

EPCS eval uati ons nust be recorded on MSFC Form 4282
(Appendi x A).

RECORDS

Record Type: Enpl oyee Performance Fil es
Responsi bl e Party: HRD Manager
Location: HRD File Room

Bui | di ng 4200

Room 334
Records Retention Schedul e: Enpl oyee performance files
wi |l be established, maintained and di sposed of in

accordance with the instructions contained in 5 CF. R 293
Subpart D, Enpl oyee Performance Conmmuni cati on System of
Recor ds.

TOOLS, EQUI PMENT, AND MATERI ALS

None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None

FLOW DI AGRAM

None
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Attachment A

NASA Employee Performance
Communication System (EPCS)

EMPLOYEE INFORMATION

MAME GRG: RATING PERIOD:

TITLE/SERIES/GRADE:

OVERALL NARRATIVE SUMMARY (Mandatory)

FINAL RATING (Check one)
|| MEETS EXPECTATIONS | | FAILS TO MEET EXPECTATIONS®
RATING OFFICIAL SIGNATURE/DATE: REVIEWING OFFICIAL SIGNATURE/DATE: "Required for "Fails o Mest
Expectations”:
ACKNOWLEDGMENT

My signature on this form does nol imply agreement or disagresmernt with the ratimg received.

EMPLOYEE SIGNATUREIDATE:

MEFC Form 4282 (Rev, July 2003) FOF




MAME: ORG. CODE!

PERFORMANCE ELEMENTS AND STANDARDS

INSTRUCTHONS
1. Ay element rated 'Fails to Meet Expectations™ will resuit in the cverail or final r being judged as "Faiks o Meet Expectations.™
2 Review and approval by a ressewing officis! is reguired for & fenel rating of “Fads fo Mest Epemnnm L
ELEMENT RATING
L] = ]
E‘ E ELEMENTS/STANDARDES. AN elements are crifical elemernds. At least one element must be linked to the NASA E ..E
5": Strategic Plan, Check blocks at left te indicate elements selectad and those that relate fo the Strategic Plan. -E ‘E
T E Indicate level of parfarmance by checking one of the elament rating levals, E E
= ] :ﬁ :ﬁ
s | 3
SECTION | - Specific Job Elements/Standards (If more are needed, use plain paper}
1. ELEMEMNT (Tell what the employes has to do)
1. STAMDARD (Tell the employee how well they have to perform)
2. ELEMEMNT (Tell what the employee has to do)
2. STANDARD (Tell the employes how well they have lo perform)
3 ELEMEMNT (Tell what the employee has to do)
3. STANDARD (Tell the employes how well they have to perfarm)
Page 2 - MSFC Form 4282 (Rev, July 2003) FRF




MAME: ORG. CODE!

SECTION Il - Generic Elements/Standards (These apply to all positions)

Meets Expectations Standard - To meet the Wests Expaciafions standard for an element, all of the bullets ksted for the element must be present or ocour

1. Safaty

= Thee employes’s work habils conform o established salely and occupational heallh standards, fules, and redulalors.
« Thee emmployes will report 1o e superisor comdiions and praclices thalaprp:-ar b b wiresafe,

= The employes will @ssist the supevisor in taking cormectve action on unsale conditors.

- The employees will padicipate in safety audits as drected.

- The employee exhibits understandeng of and applies current Job Hazard Analysis [JHA):

2, Customer Serlce

The supenvisor is routinety satisfied that
» Bervice provided by the emgloyes to internal and extemal customens i of profiesssonsl guakly, s responsive to their
needs, and is rately relurned for subslantial revision
+ B nls @0 compeled on o befne the assigned deadline.
Wk is complete and complies wilh estabished palicees and procedures, Major mevisons ane riely necessany

3. Communication
rviss 15 i
+ The employes communicaies clearly, courteously. and effectwely with superisors, co-warkens, and customers,
o IThE 2| hl:r!.l‘ﬂ r_?sgonds ley supervisoss, cuslomers, and co-workess with the mos! accurate and complels
riformation availakie

4. Tearmwork
The superyisar i routmely satisfied that,
+ Inefpersonal behavior owands supenisens, cosworkers, and cuslomens quickly mesolves conllicls, enhances
coopelan, promabes e atlaement of work objectves, and poses no sgmficant probiems

5. Problem Solving

= Meorrral protlems ard dnticipated, Diought 16 1he Supervigors attention & dpproprsate, ard sihved independedly

SECTION lll - Supervisory P.ositions Only

Meets Expectations Standard - To meet the Mesls Expeciations standard for an element. all of the bullets ksted for the element must be present o ooour

1. Safety
- : y : HisTied that
« Monthly safety facility sspechons snd audits of employess are conducted
: wuﬁ?um histher supervision confarm i appliceble cccupatonsl heath end salety standanss, nues,
recplations
« Unsale procedures and condions ane idendilied and expedfious|y comected.

« Each direct reporl parbicigates in al leasl one Hﬂplw Gilely A anmﬂl_?r
* Ermployees under hishor supervision Fave suemen Hazard Analysis (JHAS) that are baing applied,

2. Human Resources Management
The manager |s mafinely sateted that
- Training requirements of subordirates ae met.
- Diszipline is providad fairty and consistenthy.
- Indviclual and cuitural diferences are recognzed and diversity i apprecsated and valued
+ Subordbnates are treated with dignity and respect
- Sefectons and pramotions are bRsed upan ment
- Degerving empioyees recelve rewards for good performance,

« ProgramProject plans ane realistic and responsive fn organizational noeds
« Drganizalional sbjeclives ane mel wilhin e agresd-upan time ames and by agresd-upon deadlines

4. Continual Improvermeant
The manager is feutinely satsfed thal
- Bteps are panodically talen to improve organzatiena! procesess and reduce paperaor and that the
walﬁz of the improvements excesds the cost of mplementation.

5. Financial Responsibility
T [ i isf
= Dhacssions ane r-mmiall;.- ruchent and reflect consideration of cost bo the GovernmienL
- The cost mpact of decisons is identfied and evaluated based upon the most acoumate and complete
information available

6. Information Dissemination
T . ; : tisfied that
- Subordnates understand the organization's goals and how their performance affects these goals.
- Subordnates understand how they are performeng agamst therr goals.

PLANNING DISCUSSION i PROGRESS REVIEW
SUPERVISOR SIGNATURE/DATE: SUPERVISOR INITIALS/DATE:
EMPLOYEE SIGNATURE: EMPLOYEE INITIALS/DATE:
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