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Overview of the Ratings Recourse Process

What recourse is available for core requirements ratings?

An employee who believes that one or more of the core requirements ratings does not substantively
reflect a fair assessment of his/her contribution to the work unit must document the concerns and
rationale in the Performance Evaluation System (PES) within 45 days of the date ratings are published to
employees. This option is located on the main PES screen listed as End-of-Year Ratings Recourse.

Upon successful submission, the employee may request a follow-up discussion with the evaluator. If the
evaluator is not in agreement and disapproves the ratings Recourse request in PES, the employee may
request a review by the next higher-level evaluator within 10 days of the disapproval. This is
accomplished by submitting a timely request directly to the next higher level evaluator in PES. The next
higher level evaluator reviews the employee’s documented concerns and rationale and makes a
determination. Normally, these reviews do not extend beyond the unit PCES manager.

All notifications of approval or disapproval are made by PES and final decisions typically occur within 90
days from the beginning of the Recourse process.

Employees in non-computer offices will continue to document their concerns and rationale on paper and
submit their ratings Recourse requests to their evaluators within the same 45-day period.

The overall timeframe of the ratings Recourse process typically occurs within 90 days, and the PES
system has been enhanced to process such requests. All Recourse requests must be filed and
processed within PES. Only employees at non-computer offices will continue to use the paper process to
initiate a ratings Recourse request.
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Before You Begin

Before you attempt to access PES, have your login information on hand.
Your Employee Identification Number (EIN) and USPS PIN or ACE Logon and Password. Your

EIN is the unique, 8-digit number printed on your earnings statement, and your USPS PIN is the
same PIN you use for PostalEase.

Access the System

You can access PES in either of two ways:
o type http://performance.usps.gov into your web browser's URL line — or —
e click on Pay for Performance on the main page of Blue, then click on the link for Performance
Evaluation System.

At the logon screen, do the following:

e Log in with your EIN and USPS PIN or ACE Logon and Password
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Access the Ratings Recourse Screen

After logging into the system, access the ratings Recourse screen.

UNITED STATES _\ ; Pe’i‘f-‘-drﬁia"nce Evaluation System
i Empioyss Nams
Log Out
welcome to the Performance Evaluation System
Please select the fiscal year of the objectives you wish to access.
Fiscal Year 2006 Fiscal Year 2007 Fiscal Year 2008
Log Out Back to Top

1. Click the appropriate Fiscal Year. The main menu for will display.

Evaluator Name

Employse Name
Tite

Titke

Log Out | Change Fiscal Year |
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2. Place your cursor over End-of-Year Ratings Recourse.
3. Click the Enter and Submit End-of-Year Ratings Recourse option.
4. A pop-up warning will appear. The warning informs the employee of the date that the Employee

Ratings Recourse Request must be submitted.
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Ratings Recourse Screen Overview

The ratings Recourse request screen displays in the following pages.

Note: The screens shown on the following pages illustrate the rating Recourse process for Field EAS
employees. If your pay package is HQ/HQ-Related Executives, Field Executives, HQ/HQ-Related
EAS, Area EAS, Postmasters, ACS Attorneys, PPO Managers/Supervisors, EEO Field Operations
or Sales EAS, you will notice slight differences in how information is displayed on these screens. For
example, HQ/HQ-Related EAS employees can only challenge the overall rating rather than multiple core
requirements ratings because they only receive one overall rating for their core requirements.

Employes Hams Evaluator Hame
Ttk Ttk

Home | LogOut | Change Fiscal Year

# Submit Ratings Recourse Request - Fiscal Year

Click on the checkbox below the rating(s) you wish fo challenge

Include your justification, documentation and the rating you request

You may save your work by dicking on the “Save and Finish Later” button

To refum to the previous screen, dick the "Badk™ bullan

Your request ks not complete unbil you submit it to your direct evaluator. To submit to your direct evaluator, dick on the “Submit to Evaluator” bution

To review your inalized End of Year Rating, click here

CAUTION: BE CERTAIN YOUR REQUEST 15 COMPLETE AND INCLUDE S ANY RATING(S) YOU WI5H TO CHALLENGE PRIOR TO SUBMITTING TO
EVALUATOR. YOU WILL NOT BE ABLE TO EDIT OR RECALL A SUBMITTED REQUEST.

**Submifted requests that do not meaet the minimum requirements will not advance 10 the evaluator

Assignment Begin Date  End Date Finance Perlormance Pay Program Unit or Postmaster Position Type Evaluator
Type Humbser Level
- pp— Field EAS (District and Facility — EAS Evzluator
Ermans 0 006 | 093002007 | CES Post Office hone
Fermanent ANOA20086 | 0930200 123456 EAS) PCES Post Office lone SuperisonStal Nama

Show | Hide Core Requirement Detail 1l

¢ Employees can review their End of Year overall rating, as well as their individual core
requirement ratings, by clicking the link highlighted in the red box.*

o Employees are able to review their individual core requirements by clicking the checkbox(es) to
the right of each core requirement (Show/Hide Core Requirement Detail).

*This screen is displayed when you click the finalized End of Year Rating link.

Final Rating Entered by Evaluator

*« End-of-Year Rating "« Interim Rating

End-of-year rating tor the fnliowina nosition: Employee not eligible for interim rating.
Supv Customer Se 1 - Field EAS (Distnct and Facility EAS)

PCES Post Office - EAS Supervisor/Stalf
This rating accounts for 100.00000% of the Overall Performance Rating.

Rating Weight Equals

Core requirement #1 6 160000
Core requirement #2 6 1.6000

Core requirement #3 1.60000
Core requirement #4 [} X 020000 1.20000
NPA Composite Summary 533 X 0.70000 373100
Core Requirement Rating Summary 6.00000 X 0.30000 1.80000
Overall Numeric Rating 5.53100

Overall Performance rating will be rounded to 6
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Challenge Core Requirement Rating

The following screens will display each step in the ratings Recourse request process.

Note: The screens shown on the following pages illustrate the ratings Recourse request process for
Field EAS employees. If your pay package is HQ/HQ-Related Executives, Field Executives, HQ/HQ-
Related EAS, Area EAS, Postmasters, ACS Attorneys, PPO Managers/Supervisors, EEO Field
Operations or Sales EAS, you will notice slight differences in how information is displayed on these
screens. Slight differences might include:

HQ/HQ-Related Executives — view 3 core requirements; 1 rating (1-15)

Field Executives (including PCES Postmasters) — view 2 core requirements;1 rating (1-15)
HQ/HQ-Related EAS - view 4 core requirements; 1 rating (1-15)

Area EAS - view 2 core requirements; 2 ratings (1-15)

Postmasters (including A-E) — view 2 core requirements; 2 ratings (1-15)

ACS Attorneys — view 4 core requirements; 1 rating (1-15)

PPO Managers/Supervisors — view 4 core requirements; 4 ratings (1-15)

EEO Field Operations — view 4 core requirements; 4 ratings (1-15)

o Sales EAS - view 4 core requirements; 4 ratings (1-15) or 2 core requirements; 2 ratings (1-15)

| e | L Ol | Cheanos Fiscal i

E Submit Ratings Recourse Request - Fiscal Year

O EvalEnoT, THCK o T “SubimiE 10 Evalustor tatien

| CAUTIIN: BE CERTAIN YOUR REGIFEST 15 COMPLETE AND INOLUDES AHY RATINGES) YO WISH TO CHALLEMGE PFRI0OR TD SUBMITTING TD
LLUA TOR. YOU WALL ROT BE ABLE TO ELHE OR RECALL A SUBMITIED RECUE ST.

=2 Challenge this core requirement rating

r Rationale for Ratings Recourse Change fo this Core Requirement
Justification
Address your rationale and justification for challenging the rating for this core reguirement

Documentation
Provide documentation and data source that supponts vour requested rating change for this core reguirement,
=
.'Hia‘ling Recourse Requested Change
Non-contributor Contributor High Contributor Exceptional Contributor
©1 0203 C4Cs5Ce 78 Co Ca0 T Caz C13 C 14 15

1. To challenge one or more core requirement rating(s), click the applicable Challenge this core
requirements rating checkbox(es).

2. Enter your justification for challenging that core requirement rating in the Justification field.

3. Enter the documentation information that supports your challenge in the Documentation field.
You should fully address the documentation/data source information in PES. PES does not have
the ability to attach documents or files. However, if you choose to submit any additional hard
copy documentation, it is your responsibility to provide that to your evaluator in a timely manner.

How to Submit a Recourse Request Quick-Start Guide



Rating Recourse Requested Change

Once you have entered your Justification and Documentation text, you must select the desired
numerical rating Recourse change for that particular core requirement.

*You cannot submit a ratings Recourse request unless you provide justification and documentation to
support the request.

Challenge this core requirement rating

Ratlonaie for Ratings Recourse Change to this Core Reguirement
Justification
Address your rationale and justification for challenging the rating for this core requirement

Thereason | am chsllenging this core requirement rating is becsuse....

Documentation
Provide documantation and data source that supporis your requested rating change for this core reguirement

Documentstion supports my request for this rating change becsuse. ..

“"Rating Recourse Requested Change

Non-contributor Contributor High Contributor Exceptional Contributor
C10203 CaC5C6C7 CgCa Co O Oz C13 C1a C15

1. Select the Rating Recourse Requested Change. The system will not allow you to select a
rating below your End of Year rating, or to request a rating change for a particular core
requirement if you have already received the highest rating.

2. If you select the Back button, any information that was not previously saved will be lost.

3. If you select Save and Finish Later, you will be taken back to the main screen and your progress
will be successfully saved.

4. If you select Submit to Evaluator, a popup warning will appear asking if you are sure that you
want to submit. Click OK only if you are completely finished and ready to submit.

E] Challenge this core requirement rating

Rationale for Ratings Recourse Change to this Core Requirement
Justificaton

Address your rationale and justifica
The reason | am challenging this ¢ Are you sure you are finished and ready to submit your recourse request?
. You wil not have another opportunity to modify your request after you submit to your evalautor,
To submit your request, dick the OK button.
Documentation To remain on ths screen and modify your request, dick the "Cancel” button,

Prowde documentation and data sc

ox J[ comel ]

Documentation supports my reque

"Rating Recourse Requested Change

Non-contributor Contributor High Contributor Exceptional Contributor
10203 CqO506 070809 Ca0 O Tz C13 ©14 15

Note: You should use the “Save and Finish Later” button as needed.

When the “Submit to Evaluator” button is clicked, a caution message appears. Once you
confirm that you are ready to submit by clicking “OK,” the request has finalized and you
will not have another opportunity to modify the request.
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Rating Recourse Requested Change, cont’d.

5. If your ratings Recourse submission does meet the minimum requirement of an impact on your
overall rating, your request will advance to your evaluator for further processing.

Evaluztor Name
Titie

Employes Nama
Tite

Home | Log Out | Change Fiscal Year

Ratings Recourse Successfully Submitted!

Your ralings recourse request has been successfully submilted 10, gvaluator Name

Log Out | Change Fiscal Year Back to Top

6. If your ratings Recourse submission does not meet the minimum requirement of an impact to
your overall rating, your request will not advance to your evaluator. No further processing will be
permitted.

Ewluator Name
TRi2

Employee Name

Location
Hotne | Log OGE | Chsange Hscal Yoo |

Ratings Recourse Submitted. Minimum Requirements Not Met.

Your tequest does not meet the minimum requitoment of impacting your everall rating. It will net advance to yout evaluater and no further processing is pormined
Please comtact your PFP conrdinator if there are any questions related to the 1ecenrse process

Log Ost | Chamgo Hiscal Yem | Backto Top

The same message will display at the top of the employee’s recourse submission screen.

Employss Nams Evaluztor Nams
Ttk Ttk

Home | Log Out | Change Fiscal Year
L

2 Submit Ratings Recourse Request -

Your request does not meet the minimum requirement of impacting your overall rating. It will not advance to your evaluator and no further processing

is permitted.
Please contact your PFP coordinator if there are any questions related to the recourse process.
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What Happens Next?

You will receive notification via email of the decision concerning your ratings Recourse request.
If your direct evaluator disapproves your ratings Recourse request, you will be notified via email. Log
into PES to view the disapproval comments.

: Submit Ratings Recourse Request

The recourse that you submitted to your evaluator was disapproved

To review the disapproval comments, scroll down to the Ratings Recourse Disapproval comments seclion

You may re 1 a review of this decision by your next level evaluator within 10 days of the disapproval date. To do 50 simply scroll down and click the "Submit to Higher Level
Evaluato

NOTE If you do not submit this ratings recourse disapproval to the higher level evaluator within 10 days of the disapproval date, the decsion will become final. At that ime_ no

further processing will be available

Finance Performance Pay Program Umit or Postmaster MPOO Position Type
Level

EAS intttal
Evaluator

. o adiscisiantug Flald EAS (Distnct and Facity S o
Permanent 10/01/2008 | 09/30/2007 | 123456 FIIEAS (Disnct and Facly | pceg Post office Nohe SupenisorStaff
EAS SUpemMsorns

You may request a review of the direct evaluator’'s Recourse disapproval by the next higher level

evaluator within 10 days.
To do so, click the Submit to Higher Level Evaluator button at the bottom of the screen. You will

receive notification via email of the final decision.

.
Submit to Higher Level Evalautor

If you do not submit a request for review of your direct evaluator’'s Recourse disapproval within the 10

[ )
day period, the disapproval is final and no further processing will be permitted.

For Additional Information

General information regarding the Pay-for-Performance program is also available on the PFP
website.

Direct specific questions regarding PES and the PFP program to your PFP coordinator. These
coordinators are listed on the PFP website.
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