NATIONAL ASSOCIATION OF POSTAL SUPERVISORS
National Headquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753
(703) 836-9660

November 12, 2024

Board Memo 170-2024: Updated FY2024 Pay-for-Performance Programs

Executive Board,

Please find attached two updated Pay-for-Performance programs provided from the USPS. The attached
Employee and Evaluator Rating Recourse Job Aids for non-bargaining employees have been updated for the
FY2024 fiscal year.

Please share this information with your membership.

Thank you and be safe.

NAPS Headquarters
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Mr. Ivan Butts

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear lvan:

This is in further reference to the Postal Service's Pay-for-Performance programs. The Employee
and Evaluator Rating Recourse Job Aids for non-bargaining employees has been updated for this
fiscal year and provided for your review.

Enclosed you will find two copies, the Employee Rating Recourse Job Aid and the Evaluator
Rating Recourse Job Aid. Please contact Paulita Wimbush at extension 4042 if you have any
questions concerning this matter.

Sincerely,

|

sruce A. Nicholson
Director
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHINGTON, DC 20260-4101
WWW.USPS.COM



Employee Rating
Recourse

Job Aid

November 2024

i E UNITED STATES
POSTAL SERVICE



Employee 'Rat'ing Recourse | B MyHR

Job Aid

Overview

This job aid contains instructions on how to request and submit a Rating Recourse in the
Performance Pilot system. A Rating Recourse can be requested when an employee disagrees
with their final FY Individual Rating (Average of All Ratings) and believes that their final rating
does not accurately reflect the product, effort, or results achieved during the fiscal year.

New for FY24: The Rating Recourse process has been updated for FY24 and now includes a

two-part submission process for employees:
e Part 1 (New for FY24): Complete the Rating Recourse Request Form by Thursday,
November 21 at 11:59 PM EST to initiate the Rating Recourse Process.
s The following day, you will receive an email providing access to the Rating Recourse
Process in the Performance Pilot system.
e Part 2: Complete and submit the Rating Recourse by Friday, November 22 at 11:59 PM

EST.

“cy notes before you get started:

o Recourse is only available after year-end ratings have been finalized; dates will be

communicated annually.

e Only the 1st Recourse request will be accepted. Employees will not be able to
make changes after the 1%t submission. If the Recourse Request is disapproved by
the 2nd evaluator, the Rating Recourse request is closed for consideration and there is

no further appeal process.
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Job Aid

Howto request and submit a Rating Recourse =~~~

- 1. Access the Performance

| Pilot system homepage and
select the Recourse button
under Track Performance.

- Note: Recourse requests should only

be submitted if the employee
 disagrees with their Final FY
- Individual Rating (Average of All

' Ratings) (as shown in the red square
- on the My Performance Scorecard on

the Performance homepage). This
process is not to be utilized to
recourse individual goal ratings.

2 Complete the Ratlng
Recourse Request Form and
click the Submit button to
access and initiate the Rating
Recourse process.

Employee Rating Recourse

Track Performance

My Performance Scorecard FY24

Individual Rating

Average of ANl Ratings.

Recaurse Request FYXX

for

s cenmestiog tecoerse for

MDD YT A

0y FYXX Cverall Pesformince Soove ©

=T

NPA Perdformance - Month YTD
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Frgnﬂoyee Rating Recourse B MyHR
o i

- 3. The following day, you will | Performance Review Sumeary -
receive an email notifying you
to access the Rating Recourse
task on the My Assigned
Reviews tab under Reviews. = ey

B Lot Boaien

- 4. On the Overview page, you

will see the step progression

for the Rating Recourse s
Process. Click the Next button = ... ;
to complete the form.

Qverview
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Employee Rating Recourse | B myHR

Job Aid

5. Use the dropdown lists in the
form to select the Original |
Individual Rating, which is your ,.q,;;.'n.;.',';..,1.;'1;‘5,:.'m.;.';.‘".,a.m-na.;,;;.'.o';,.‘;“.-u{’-:“i; ;-;;  — i ok W e
final FY Individual Rating | '

FYXX individual Ratings Recourse Form

Please relect your Current Individual Rating (average ef ail goal ratings). The Current Individual Rating that you seleet from the below dropdawn should march
the Individual Rating on your My Perfarmance Scorecard. Please ansure accuracy in your selection

(Average of All Ratings). : Corrers it g

Next, select the Requested
Rating Recourse Change. Your
Requested Rating Recourse o
Change MUST be greater than = E E L
your Original Individual Rating. -

My Performance Scorecard FYXX

Note: If you received an N/A
rating, select N/A from Original
Rating dropdown list and then

like your Current Individual Rating changed to. This rating MUST be greater than your Current Individual Rating above.
or will be denied.

the rating you believe you should
receive from the Requested |
Rating Recourse Change

dropdown list,

Sequmrsird Sakig Taswrre (ha

-
Piease l:\x‘lhn rating II\:R you would iike your Current Individual Rating changed to. This rating MUST be greater than your Current Individual Rating above.
All requests for the same rating or lower will be denled.

6. Enter comments to justify the _
rating change. You must 4 -
address your rationale and ed g e s gt -
justification for challenging I
your final Individual Rating.
Comments are required and
have a 10,000-character limit.

2

Click Next when you are :
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Employee Rating Recourse B MyHR

Job Aid

- 7. To attach supporting

documents, select ;

Attachments from the |

Options dropdown in the e e (—
upper right corner of the

signature page. " P kit RatirigRucourse Sigoaiures

Note: You and your

evaluator combined may

add up to 3 total

attachments with a

maximum total upload size
~of 1 MB.

- 8. Please read the afﬂrmatnon

' and check the

Acknowledgment checkbox

and then click the Sign e X Indrithal Rating Rixounse Sigratuees
putton. Once your signature : :

has been captured and a date | |

is present, select the Submit

button.

This will display a pop-up ;

window indicating that you will -

not be able to modify the form

once you submit. If you are

ready, click the Submit
review hutton. e e D

You will receive another pop-
up window indicating that you
have successfully submitted
your Rating Recourse. Click
Return to Review.

Note: When Rating Recourse . i
requests are finalized, all
employees who submitted a
request will receive an email
notification informing them to
check the Performance Pilot i
to view the final decision. [
if the rating has been
changed due fto recourse, the
new rating will be reflected on

_ the My Performance

FY24 Individual Rating Recourse Signatures
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Employee Ratmg Recourse

Job Aid

Scorecard section of the
Performance Pilot page

The 1st and 2nd evaluator
decisions are required. The
status will show Pending
Signature when the
employee request is

Are you sure you want to submit your Individual
Rating (Average of All Ratings) Recourse Submission?

Ba  MyHR

submitted. e

Exit Remm to Rewew .

You have successfully submitted the Individual Rating (Average of All
Ratings) Recourse Submission for

Support

Check out the Performance Pilot Job Aids page for additional content!

L R R 2
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Evaluator Ratlng Recourse =

Job Aid

Overview

This job aid contains instructions on how to review an employee’s Rating Recourse request in
the Performance Pilot system. A Rating Recourse can be requested when an employee
disagrees with their final FY Individual Rating (Average of All Ratings) given and believes
that the Individual Rating does not accurately reflect the product, effort, or results achieved

during the fiscal year.
Key notes before you get started:

e Recourse is only available after year-end ratings have been finalized; dates will be

communicated annually.
» Only the 1st Recourse request will be accepted. Employees will not be able to
make changes after the 15t submission. If the Recourse Request is disapproved by

the 2nd evaluator, the Rating Recourse request is closed for consideration and there is
no further appeal process.
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F\;i[gator Ratings Recourse B MyHR
(o) i

Review a Rating Recourse Request (1°* and 2"! Evaluators)

. Access the Performance Track Performance
Pilot system homepage and
select the Reviews button
under Track Performance.

Note: Recourse requests should
only be submitted if the ‘
employee disagrees with their
Final FY Individual Rating
(Average of All Ratings) (as
shown in the red square on the
My Performance Scorecard on

the Performance homepage).

ThIS pfOCG‘SS IS nOt to be Utfﬁzed My Performance Scorecard FY24

to recourse individual goal

rat'ngs' Individual Rating NPA Performance - Month YTD
i* and 2" evaluators will follow

the same steps in this job aid.

Average of All Ratings

' CJICk the My ASSigned Performance Review Summary - Marty Manager
Reviews tab and select the
recourse request for review
and approval.

g UMIEDSTATES
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F\ﬁl_:lator Ratings Recourse 5 MyHR
o) |

- 3. On the Overview page, you
will see the step progression

for the Rating Recourse _
process. Click the Next button
to begin your review.

Overview

individual Rating (Average of All
Ratingsi Recourse Submission

Individual Rating (Average of All
Ratings! Recourse Vst Evaluater

ndividual Rating (Average of All
i valuator

tA
3

k-
=
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_i\ﬁl_gator Ratings Recourse Y 5 wyHR

4. You will be navigated to the
employee’s Rating Recourse f BT =V
form displaying the Original | e i
Individual Rating, the =
Requested Rating Recourse
Change, the justification, and
any attached documents to
support the rating change

request.

FYXX Individual Ratings Recourse Form

% 3 PpnE 0L “eniwited thange ot e Options boten & Please note that once submitted, the
request will go to the Direct Manager and then directly to the Next Higher Level Manager.

Review all submitted materials
and content carefully.

1re Current Individuai Rating

Note: The employees

Requested Rating Recourse Wl

Change MU ST e groalar Lol | s e b e A P s e
their Original Individual Rating. ey e Seorecand FYXK

i iion Bating NPA Parfarmance - Month YTD

When your review is complete,
select the Next button.

Requested Bating Recourze Change
Pleasc select the rating that you would like your Current Individual Rating changed to. This rating MUST be greater than your Current Individual Rating abeve.
All requests for the stame rating or lower will be denied

Save for Later

UNITED STATES
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Evaluator Ratings Recourse

Job Aid

. Complete the evaluator
approval.
After thoroughly reviewing the
justification and provided
documentation (if applicable),
select Approve or Disapprove

from the Evaluator Decision
dropdown list.

Provide a detailed justification for
your approval/disapproval
decision in the comments field.
There is a 2,500-character limit.

Confirm the final approved
Recourse score by selecting the
final Individual recourse rating
in the dropdown list.

MNote: This selection is to change the
Jinat individual Rating, not any
specific goal ratings. If you are
disapproving the request, the rating
selected should be the same rating
that the employee current has
(Original Individual Rating).

Click Next when you are done.

. You will see your employee’s

signature and the date the
request was signed at the top.

Review the affirmation, check the

Acknowledgment checkbox, and

then click the Sign bution. Once

your signature has been captured

and a date is present, select the
Submit button.

Review period

Bd. MyHR

Duaby. +

FYXX Individual Ratings Recourse Review

Evatvator Decision

ve the rrcource requett, yeu
! Bating (Avarage of £4 Aatin
fing at & 3 or change the rting to 3 4 or 5. Th

FYXX Individual Rating Recourse Signatures
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Evaluator Ratlngs Recourse B MyHR

Job Aid

This will display a pop-up window
confirming your submission and
noting that you will not be able to
modify once you submit. If you ,
are ready, click the Submit ) BYRK insividunt Rating Recowrse Signatisres
review button. ]

You will receive another pop-up
window indicating that you have meppeite: 48 ]
successfully submitted your i : o
employee’s Rating Recourse.
Click Return to Review.

Note: If this is the 1% evaluator
approval (direct manager), the |
request will automatically route to
the 2™ evaluator (next higher-

level manager) for review.

The values selected by the 1%
evaluator will display but can be
changed by the 2" evaluator, if
desired.

Are you sure you want to submit review for
Employee?

Once all reviews are completed in
Performance Pilot, the Cancel m
Compensation and Benefits
Department will review and
finalize the rating recourse
decisions with the pertinent VP

> |
and DPMG/CHRO. When Rating r
Recourse requests are finalized, 0
all employees who submitteda
Rating Recourse will receive an You have successfully submitted the Individual Rating (Average of All
email notification informing them Ratings) Recourse Submission for

to check Performance Pilot to

view the final decision.
Exit Return to Review

If the rating has been changed

due to recourse, the new rating

will be reflected on the My

Performance Scorecard

section of the Performance
__pilot homepage.

Support

~heck out the Performance Pilot Job Aid page for additional content!
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