
U.S. DEPARTMENT OF EDUCATION

QUALITY STEP INCREASE AWARD DOCUMENTATION

NAME: _______________________________         SSN: ___________________________            
PRINCIPAL OFFICE:_____________________      NEW GRADE/STEP:______________ 

PURPOSE:
To provide appropriate incentive and recognition for excellence in performance by granting faster than normal step increases.

REQUIREMENTS:
A quality step increase is not required, but may be granted under the following circumstances: 

   The employee

     -  has a most recent rating of record of "Pass";

     -  has demonstrated sustained performance of high quality;

     -  has not received an award based on the same rating of record;

     -  has not changed grade since the rating of record was given;

     -  has not received a QSI during the preceding 52 weeks; AND 

     -  has not reached the maximum step of his/her grade.

Sustained performance of high quality should be significantly above that expected for the type of position concerned, and may generally be characterized by the following examples: using sound judgment to resolve problems with few or no precedents; providing advice and/or leadership to deal effectively with strategic change and exceed program and work objectives; quickly adapting to, facilitating, or generating innovative changes to work products or processes which improve the quality, quantity, and/or the capability of the organization to provide the product or service in a more timely or effective fashion; effectively working with customers to resolve significant or complex work related problems; if serving as a rating official, taking the initiative and resolving difficult issues that affect team cohesion and performance, and promoting an overall environment that leads to a high performance organization.

ACTUAL WORK ACCOMPLISHMENTS (briefly list or attach):
  



MANAGEMENT CERTIFICATION:
THE UNDERSIGNED CERTIFY THAT THE SUBJECT EMPLOYEE MEETS THE ABOVE REQUIREMENTS FOR A QUALITY STEP INCREASE:

___________________________

       _________________________

RATING OFFICIAL/DATE



    
APPROVING OFFICIAL/DATE

_____________________________________

SENIOR OFFICER/EXECUTIVE OFFICER








                                                                                               
To Be Completed by Human Resources:





New Salary:_____________





Effective Date:_________








