NOT SO FAST!!!
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DID YOU REMEMBER TO DO YOUR

Interim Rating????
By Joyce Wells
Attention Supervisors:  Are you retiring, resigning, or moving to another organization?  Or do you have an employee leaving your organization to transfer to or be reassigned/detailed to another position?  If any of these scenarios apply to your organization, there is one more detail you must take care of before you attend that going away party:  INTERIM RATINGS!!!
An interim rating is a written evaluation of an employee’s performance, prepared by the rating official, whenever an employee who has been on an approved performance plan* for at least 90 days experiences one of the following:

Moves to a new position inside or outside the USCG;
Completes a detail or temporary promotion of 90 days or more; or
Worked for at least 90 days under the supervision of a rating official who leaves the position.
The interim rating is an evaluation of the employee’s performance against each core competency in the employee’s performance plan, to include a complete narrative statement of performance.  The interim rating should be completed by the losing supervisor and forwarded to the gaining supervisor for consideration in the end of year rating of record.
Please see the questions and answers below for assistance in determining when and how interim ratings are to be prepared and delivered to employees.  Consult your servicing Command Staff Advisor or Human Resources Specialist or visit the Office of Civilian Human Resources (CG-121) website at http://www.uscg.mil/civilianhr/default.asp for additional guidance and information.  
*By this time, supervisors should have placed all employees on an approved performance plan for 2012-2013 rating cycle.  
FREQUENTLY ASKED INTERIM RATING QUESTIONS
UNDER THE
EXCELLENCE, ACHIEVEMENT AND RECOGNITION SYSTEM (EARS)
 AND
DHS PERFORMANCE MANAGEMENT (DHS/PM) PROGRAM 
Q.  WHAT IS THE BENEFIT OF AN INTERIM RATING?
A.  
To provide input from a departing supervisor;
To assist a new supervisor who is preparing a final rating of record;
To provide employees with appropriate performance credit for the entire rating cycle.
Q.  HOW IS AN INTERIM RATING COMPLETED?
A. 
EARS.  The losing supervisor, using a copy of the employees’ performance plan, evaluates the employee’s performance against each Core Competency and also includes a narrative statement of performance in Part V of the EARS form.  The Interim Rating block in Part V should be checked, but NO summary rating should be assigned.
DHS/PM.  The losing supervisor (rating official) completes a narrative description of an employee’s performance as measured against the performance expectations set forth in the Performance Plan, using the DHS Employee Performance Plan and Appraisal Form.  The losing supervisor and the employee shall document the interim rating by signing and dating under the “Interim Evaluation Acknowledgements & Comments” section of the appraisal form.  No summary rating is assigned.
Q.  WHAT IS A SUMMARY RATING?
A.  .
EARS.  The single performance level (i.e., Exceeds, Meets, or Fails to Meet) summarizing the employee’s overall performance annotated in Part V. of the appraisal form.
DHS/PM.  The single performance level (i.e., Achieved Excellence, Exceeded Expectations, Achieved Expectations, or Unacceptable) summarizing the employee’s overall performance during the period appraised annotated on the appraisal form.  The summary rating of an employee’s overall performance is derived by using the performance levels assigned to each applicable performance goal (accounts for 60 percent of summary rating) and core competency (accounts for 40 percent of summary rating).

Q.  WHAT IS A RATING OF RECORD?
A.  
EARS.  The annual rating required at the end of the appraisal period (31 March).  If a more current rating is completed after the end of the appraisal period to support a within-grade increase determination or a performance-based action, the more current rating becomes the rating of record.  Summarized by a single level of performance (i.e., Exceeds, Meets, Fails to Meet), the rating of record is the official rating for pay, performance award and retention purposes.
DHS/PM.  At the end of the appraisal period (31 March) a written performance appraisal is prepared covering an employee’s performance of assigned duties against performance expectations over the applicable period.  The rating of record is the official rating for pay, performance award, and retention purposes.
Q.  TO WHOM ARE INTERIM RATINGS PROVIDED?
A.  
EARS AND DHS/PM.  Once an interim rating is completed it is important that it be forwarded to the gaining supervisor.  The gaining supervisor should consider the interim rating and any previous interims received during the appraisal period when evaluating the employee’s performance at the end of the rating cycle.
Q.  HOW ARE INTERIM RATINGS OBTAINED FOR EMPLOYEES DETAILED OUTSIDE OF COAST GUARD AT THE END OF THE RATING CYCLE? 
A.  
EARS AND DHS/PM.  If an employee is detailed or temporarily assigned outside of the Coast Guard for 90 days or more, the supervisor of record must make a reasonable effort to obtain appraisal information from the detailed organization to prepare a rating of record.
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