Specific Area(s) Of Responsibility From Employee To Upper Management for Mandatory Principles

 In Support Of New Centerwide Promotion Process

Mandatory


Responsibility



Principles
Employee
Immediate Supv.
Div./Direct. Mgmt
Center Mgmt
Human Resources

Full accountability of all supervisors by their own supervisors for supporting the new process.
Not applicable.
To be knowledgeable of the new promotion process and apply this process and all its elements to the employees they supervise. 
Incorporate knowledge of the new promotion process into the performance plans of subordinate supervisors and request verbal and written status about employees relative to promotions at a minimum during midterm and year-end performance reviews.
Reiterate the importance of the new promotion process and the supervisory responsibilities associated with it to all managers at a minimum during an annual all-hands supervisors meeting.  Require Directorate management to incorporate supported statements in the performance plans of 

subordinate mgrs.
Assist management with any preparatory personnel information about staff and/or the promotion process required to properly assess personnel and/or development of Individual Performance Plans (IDP).

Use of multiple communication methods (e.g., all hands meetings, seminars, emails, papercopy) with regular reminders to ensure open communication of promotion policies and processes.
Are strongly encouraged to attend as many forums (e.g., all hands meetings, seminars, staff meetings) as feasible and/or read hardcopy & electronic notices about promotion policies and processes.
Encourage employees to attend as many forums (e.g., all hands meetings, seminars, staff meetings) as feasible and/or read hardcopy & electronic notices about promotion policies and processes.
Schedule regular all hands meetings to communicate promotion policies, processes, directorate/division allocations and schedules to all employees within the organization.  
Schedule regular all hands meetings to communicate Centerwide promotion policies, processes, changes, and directorate level allocations to   employees at least once per year.
Personnel Management Specialist (PMS) supporting Directorate should be well versed on promotion policies, processes, schedule,  changes, and accessible to employees and mgmt for assistant.

Well-publicized Promotion Factors aligned with the GSFC Strategic Implementation Plan goals and values.
Initiate questions to clarify any concerns and/or issues about promotion factors to mgmt or OHR via staff meetings, all hands meetings, seminars, private meeting, and/or email.
Use publicized promotion factors to determine promotion readiness of employees directly reporting to them.
Use publicized promotion factors to determine promotion readiness of employees directly reporting to them and to concur in promotions approved by lower level mgmt, when required.
Publicize via internal notices (WWW, staff meetings, public bulletin boards and/or memo) promotion factors that are aligned with the GSFC Strategic Implementation Plan goals and values.
Publicize via internal notices (WWW, staff meetings, public bulletin boards and/or memo) promotion factors that are aligned with the GSFC Strategic Implementation Plan goals and values.

Mandatory


Responsibility



Principles
Employee
Immediate Supv.
Div./Direct. Mgmt
Center Mgmt
Human Resources

Focused and extensive education of supervisors regarding the new promotions process
Attendance at scheduled briefings of the new promotion process is optional for non-supervisory personnel; however, employees are strongly encouraged to take advantage of the opportunities to learn about the new promotion process.  Material will be accessible via the OHR’s WWW server or hardcopy provided via courtesy of OHR. 
Attending scheduled briefings of the  new promotion process is mandatory. 
Attending scheduled briefings of the  new promotion process is mandatory.  In addition, assure that subordinate and newly selected supervisors in the future have attended required training.  Support the continuing training and development of subordinate supervisors in broadening their supervisory skills.
Attending scheduled briefings of the  new promotion process is mandatory.  In addition, assure that subordinate and newly selected supervisors in the future have attended required training.  Support the continuing training and development of subordinate supervisors in broadening their supervisory skills.
Designated as the organization to provide the briefings with assistant from the Promotion Redesign Team from the start date up to first 60 days of the new process.  OHR will have primary responsibility for recurrence briefings at least every two years to address changes and/or reiterate the Center’s position about the promotion process.

One-on-one meetings by supervisors with each employee to discuss promotion requirements and career developmental activities as part of the performance evaluation.

**********

· Career ladder employees – 18 months after last promotion and then semi-annually

· Full Performance Level – 30 months after last promotion and then annually
Engage in a dialogue with the immediate supervisor during specified timeframes about the promotion potential of the position, opportunities within the organization relative to classification, performance,  and individual requirements via IDP necessary to enhance potential.
Engage in a dialogue with subordinates during specified timeframes about promotion opportunities within the organization relative to classification, performance, and individual requirements via IDP of the employee necessary to improve promotion opportunities.
Ensure subordinates supervisors are carrying out their responsibilities to meet with employees by engaging in a dialogue on the subject during specified timeframes.  Hold subordinates supervisors accountable for conducting required discussions with their employees.


Reinforce this personnel practice at targeted meetings and/or briefings to supervisory staff at a minimum once per   year. 
Assist management with any preparatory personnel information about staff and/or the promotion process required to properly assess employee’s classification, and/or development of Individual Performance Plans (IDP).

Mandatory


Responsibility



Principles
Employee
Immediate Supv.
Div./Direct. Mgmt
Center Mgmt
Human Resources

Periodic meetings by the supervisor of a matrixed employee with the matrix management team of the employee (e.g., administrative supervisor, collocated supervisor, project manager, team leader) regarding the employee’s Individual Development Plan and accomplishments that bear on promotability.
Optionally, employees may be requested to attend discussions at a minimum during midterm and year-end performance reviews.
Engage in a dialogue with matrixed management of an employee, at a minimum at the midterm and year-end performance reviews, about the matrixed organization relative to classification, performance, and individual requirements via IDP necessary to enhance promotion opportunities.
Engage in verbal or written dialogue with matrixed organization management of  matrixed employees, at a minimum during the fiscal year-end, about promotion opportunities within the matrixed organization relative to classification, performance, and ensure that immediate supervisors are equipped to carry out their responsibilities.
Reinforce this personnel practice at targeted meetings and/or briefings to supervisory staff at a minimum once per   year.
Assist management with any preparatory personnel information about staff and/or the promotion process required to properly assess employee’s classification, and/or development of Individual Performance Plans (IDP).

Timely feedback provided to employees by their supervisor if not promoted.
Initiate request for feedback from immediate supervisor if no feedback is provided. 
Provide employee verbal and/or written feedback if not promoted. 
Hold immediate supervisors and Branch Heads accountable for providing timely feedback where required.  Assist immediate supervisors and Branch Heads by providing information about Center and Directorate resource allocations and opportunities.


Reinforce this personnel practice at targeted meetings and/or briefings to supervisory staff at a minimum once per   year.
Assist management with any preparatory personnel information about staff and/or the promotion process required to properly assess employee’s classification, and/or development of Individual Performance Plans (IDP).  Provide for training of supervisors in communicating feedback and coaching.

Mandatory


Responsibility



Principles
Employee
Immediate Supv.
Div./Direct. Mgmt
Center Mgmt
Human Resources

Supervisors to advocate the employee provide a list of their  accomplishments and to provide mechanism for peer and customer input on the  employee’s accomplishments for use in the employee’s promotion consideration.
Provide input to supervisor for use in the employee’s performance evaluation and promotion consideration.
Supervisor request the employee provide a list of their  accomplishments. Request peer  and customer input on the  employee’s accomplishments for use in the employee’s evaluation and promotion consideration.
Hold subordinates supervisors accountable for obtaining and using peer and customer input in promotion consideration.  


Reinforce this personnel practice at targeted meetings and/or briefings to supervisory staff at a minimum once per   year.
Assist employee with any preparatory personnel information about performance, classification, specific core competencies and/or the promotion process required to prepare input requested by their supervisor.

Subordinate employee input used in considering promotion of a supervisor. A 360 degree feedback process will be developed and implemented to achieve this.
Provide input requested, using the 360 degree feedback process (when implemented).
Inform subordinate employees you manage of your performance period and evaluation schedule and solicit performance input to be directed to the evaluating official(s) per feedback process. 
Ensure immediate supervisors are participating in 360 system and work with them to address improvements in areas identified.  Use employee input in promotion consideration of supervisors who report to them and hold managers accountable for using employee input in promotion consideration of their own subordinate supervisors.
Approve 360 instrument and system. Use employee input in promotion consideration of supervisors who report to them and hold managers accountable for using employee input in promotion consideration of their own subordinate supervisors.
Lead development of a 360 degree feedback process for supervisors and implement at the Center.

Mandatory


Responsibility



Principles
Employee
Immediate Supv.
Div./Direct. Mgmt
Center Mgmt
Human Resources

Public recognition of approved promotions with reasons for the approval that demonstrate alignment with Center values and goals
Not applicable.
Announce approvals within the organization.
Announce & publicize via internal notices (WWW, staff meetings, public bulletin boards and/or memo) promotions  that are aligned with the GSFC Strategic Implementation Plan goals and values.
Announce & publicize via internal notices (WWW, staff meetings, public bulletin boards and/or memo) promotions  that are aligned with the GSFC Strategic Implementation Plan goals and values.
Publicize via internal notices (WWW, staff meetings, public bulletin boards and/or memo) promotions  that are aligned with the GSFC Strategic Implementation Plan goals and values.
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