
Law, Rules
Regulations

Contract

HRO
•Develop
 Local 
 Guidance

Management
•Identifies Perform-
 ance Problem

HRO
•Review Performance
 Standards
•Review Position
 Description
•Review any contract
 requirements
•Provide guidance
 to Management

Management
•Performance is not 
 Unacceptable; no
 action necessary.
•Performance is  unacceptable.
 - Provide examples of
   unacceptable performance 
   to HRO
 - Provide copy of 
   performance standards

HRO
• Review material
  provided
• Prepare PIP letter 

Management
•Issue PIP letter to Employee
•Provide assistance and training 
 as required to Employee
•Meet with Employee regularly to 
 review work
•Maintain copies of work
 product if possible
•Review performance at end of 
 PIP
•At end of PIP, if performance is 
 not unacceptable advise Employee
 -  no further action
•If performance remains 
 unacceptable, notify HRO to 
 continue with performance based 
 action

         (30 to 120 days depending
           on NG agreement or
             local guidance)

HRO
•Prepare case file
•Prepare proposal
  letter
•Provide advice to 
  Management
•Request OPF from
  HRSC

Management
•Issue proposal
 letter to Employee
•Forwarded receipted 
 copy to HRO

Employee
•Receives letter
•May designate repre-
  sentative
•May review case
 file
•May make oral and/or
 written reply
•May submit medical
  information
           (10 to 15 days)

Management
•Employee to make oral reply
 notify HRO for guidance
•Consider any reply (oral and/or
 written)
•Proposal not sustained, review
 for further action.
•Proposal is sustained
•Decide penalty
•Notify HRO

HRO
•Prepare decision
 Letter
•Provide advice to 
 Management

Management
•Issue decision
 to Employee

Employee
•Receives letter

HRO
•Review PERSACT forward to HRSC
•Forward OPF with copies of 
 proposal and decision letter to HRSC

HRSC
•Process action
•Distribute SF-50
•Forward copy of SF-50
  to HRO for case file

Go to
appropriate
3rd party
process

Management
•Forward receipted copy to HRO
•Initiate PERSACT to effect 
 decision and fwd to HRO
(effective date can be 
no less than 30 days
from date of receipt  
of proposal letter)

Management
•Employee does not file third party 
 review.  ACTION COMPLETE
•Employee seeks third party review
•Do Not make any responses until receiving 
 advice and guidance from HRO
•Notify HRO for advice and guidance.
 
15 to 45 days depending on 
avenue of regress chosen

HRO
•Provide advice and
 Guidance

A7.11 - Process Performance Based Action


