
Employee demonstrates  
performance deficiencies

Document the conversation  
(e.g., Memo For Record,  

Letter Of Guidance/Direction,  
TOPS/EPMP Progress/Mid-

Cycle Reviews)

Identify the specific performance  
goal or competency that the  

deficiencies pertain to (i.e., is at  
risk of not meeting the Achieved  

Expectations standard )

Is Performance  
Now Acceptable?

No

Develop/Issue  
Performance Improvement  
Plan (PIP)/(Improvement  

Period Notice (IPN) **

**see footnote 1 below, as  
there may be a requirement 
to  consult HC ER and/or CC  

prior to issuance

Is Performance  
Now Acceptable?

Issue Successful
Completion documentYes

Issue Unsuccessful
Completion documentNo

Employee must maintain  
satisfactory level for 12 months from

the beginning date of PIP/IPN

Conduct progress review meeting
*Discuss improvements and  
achievements

* Reiterate performance  
requirements and expectations

* Document discussion

(Optional)  
Provide Remediation

Observe/Assess  
Performance;  

Provide Feedback

Is Performance  
Now Acceptable?

Continue to monitor through  
remainder of performance cycle2

Yes

Issue Performance Letter  
of Counseling (LOC)  
and initiate new/

additional remediation  
plan

No

Observe/Assess  
Performance;  

Provide Feedback

Observe/Assess  
Performance;  

Provide Feedback  
(in accordance with  
timelines/activities  

identified in PIP/IPN)
Contact HC  
ER to assist  

with next  
steps

Addressing Performance Deficiencies1

1 1100.43-3, EPMP Handbook, requires management to consult with the HC Employee  
Relations (ER) representative assigned to their office and/or TSA’s Chief  Counsel (CC), 

before taking action, (including corrective action).
1100.43-4, TOPS Handbook, identifies that management is “strongly advised to contact

their local Employee Relations point-of-contact and their local field counsel; and/or the  
Employee Relations staff at TSA HQ Office of Human Capital for guidance.”

Advise the employee  
of the deficiencies,  

citing specific  
examples

2 Performance deficiencies should be addressed during the performance cycle and not  
held until the end of the rating period. If a “satisfactory”(Achieved Expectations or  
above) final rating of record is issued to the employee, that action closes out that  

performance cycle and those deficiencies are considered resolved, unless the  
employee successfully completed a PIP/IPN during the cycle.

Yes

Yes


