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SC1940. SUBCHAPTER 1940
PERFORMANCE MANAGEMENT

REFERENCES:
() Title5, United States Code, "Government Organization and
Employees’
(b) Title5, Code of Federal Regulations, "Administrative Personnel”

SC1940.1. PURPOSE

This subchapter implements the performance management policies under section 9902 of
Reference (a) and Part 9901 of Reference (b); prescribes procedures, del egates authority
and assigns responsibility for the NSPS performance management system. Policies
regarding performance pay pool funding, and calculations related to performance
payouts, are contained in SC1930.9. Heads of DoD Components with independent
appointing authority may issue policy, procedures and guidance for themselves and their
serviced organizations, if any, to supplement this subchapter, in so far as such policy,
procedures and guidance are consistent with References (a) and (b), this subchapter and
subsequent DoD issuances.

SC1940.1.1. NSPSisdesigned to promote a performance culture in which the
performance and contributions of the DoD civilian workforce are more accurately and
fully recognized and rewarded. The NSPS performance management system is an
essential part of this design by providing afair and equitable method for appraising and
evaluating the performance of eligible employees.

SC1940.1.2. The execution of responsibilities and procedures in this subchapter and
any supplemental guidance shall support and be consistent with merit system principles
set forth in Chapter 23 of Reference (a).

SC1940.1.3. Waivers. Pursuant to section 9902 of Reference (a) and Part 9901 of
Reference (b), the provisions of Chapter 43 of Reference (a) have been waived, thereby
allowing supervisors and managers to adjust performance expectations in response to the
Department’ s rapidly changing work environment, and to more effectively hold
employees accountable for those general and/or assignment-specific performance
expectations.

SC1940.2. APPLICABILITY

SC1940.2.1. This subchapter applies to the Office of the Secretary of Defense
(OSD), the Military Departments, Office of the Chairman of the Joint Chiefs of Staff and
the Joint Staff, the Combatant Commands, the Office of the Inspector General of the
Department of Defense, the Defense Agencies, the DoD Field Activities, and al other
organizational entitiesin the Department of Defense under NSPS (hereafter collectively
referred to as the “DoD Components’).
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SC 1940.2.2. Coverage. The following employees and positionsin DoD
organizational and functional units are eligible for coverage under this subpart:

SC1940.2.2.1. Employees and positions that would otherwise be covered by
Chapter 43 of Reference (a);

SC1940.2.2.2. Employees and positions that were excluded from Chapter 43 of
Reference (a) by the Office of Personnel Management under Part 430.202(d) of
Reference (b) prior to the date of coverage of this subchapter; and

SC1940.2.2.3. Such others designated by the Secretary under Section 9902 of
Reference (a).

SC1940.2.3. Minimum Period of Performance. Except as otherwise provided, the
provisions of this subchapter relating to arating of record apply to employeeswho at a
minimum have been, or are expected to be, employed in an NSPS position and
performing under an approved NSPS performance plan for 90 days during the current
appraisal period. Periods during which an employeeisin anon-pay status (e.g., leave
without pay, absence without leave) may not be applied toward the 90-day minimum.
Policies addressing rating and rewarding employees in special circumstances are
provided at Appendix 1, Performance Assessments and Pay Adjustments for Specially-
Situated Employees.

SC1940.2.3.1. Inthe event thereisabreak in NSPS-covered service (e.g., dueto
job change, resignation), the service performed prior to the break may not be used to
satisfy the 90-day minimum period described in SC1940.2.3.

SC1940.2.3.2. Employees who have performed the minimum period shall be
issued arating of record in accordance with the procedures prescribed by this subchapter.

SC1940.2.3.3. Except as provided at Appendix 1, employees who have not
completed the minimum period of performance during the applicable appraisal period
shall not be rated, and, therefore, shall not be eligible for a performance payout. In
accordance with SC1940.11.3., employees who are not ratabl e because they have not or
will not have performed the minimum period of service shall be advised that they are
ineligible for the performance payout.

SC1940.2.4. Employees on Time-Limited Appointments. Employees who are
appointed for less than 90 days will be placed on a performance plan and be given
performance expectations that are linked to the organization’s mission. Supervisors and
employees shall engage in meaningful, constructive and on-going dialogue relative to
performance expectations. These employees may receive an evaluation consisting of a
narrative description of employee performance, accomplishments and contributions at the
end of the appointment which may serve as documentation and justification for
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recognition under authorities of Chapter 45 of Reference (@), consistent with applicable
criteriaand approval procedures.

SC1940.3. DEFINITIONS. The definitions of key terms used in this Subchapter are at
Appendix 2 and Part 9901 of Reference (b).

SC1940.4. GENERAL ROLES AND RESPONSIBILITIES. Performance management
isapriority for supervisors, managers and employees at all levels. The success of |eaders
must be linked to the performance of subordinate supervisors and employees and full
execution of performance management and pay-for-performance responsibilities and
practices at all levels of the organization. Performance-based pay is the linkage between
pay — base salary and/or lump-sum bonus — and measures of Department, organizational
team, and/or individual performance. The success of pay-for-performance policies
depends on performance planning, measurement, and management practices. All parties
need to invest adequate time and effort throughout the rating cycle for training on and
administration of performance management.

SC1940.4.1. Performance Review Authority (PRA). A PRA provides oversight of
several pay pools, and addresses the consistency of performance management policies
within a Component, Mg or Command, field activity or other organization as determined
by the Component. DoD Components may provide additional guidance for the
establishment of PRAs. The responsibilities of the PRA may be assigned to an individual
management official or organizational unit or groups. PRA oversight responsibilities
include application of DoD and Component NSPS policies pertaining to the operation of
pay pools. PRA members may not participate in payout deliberations or decisions that
directly impact their own ratings of record. PRA responsibilities are further described in
SC1940.11.6.

SC1940.4.2. Pay Pool Managers. A pay pool manager is charged with the overall
responsibility for the effective operation of the pay pool and for the distribution of funds
in amanner consistent with DoD, Component and organization policies. The pay pool
manager is the final approving official of the rating of record. Performance payout
determinations may be subject to higher management review by the PRA or equivalent
review process. Pay pool managers may not participate in payout deliberations or
decisions regarding their own performance assessment or pay. Pay pool manager
responsibilities are further described in SC1940.11.5.

SC1940.4.3. Pay Pool Panel. The pay pool panel isaboard of management officials
who are usually in positions of line authority or in senior staff positions with resource
oversight for the organizations, groups or categories of employees comprising the pay
pool membership. The primary function of the pay pool panel isthe reconciliation of
ratings of record, share distribution, and payout allocation decisions. Pay pool panel
members may not participate in payout deliberations or decisions that directly impact
their own performance assessment or pay. Pay pool panel composition and
responsibilities are further described in SC1940.11.4.
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SC1940.4.4. Supervisors.

SC1940.4.4.1. Supervisors are charged with the responsibility, and will be held
accountable, for effectively managing the performance of assigned employees to include
but not limited to:

SC1940.4.4.1.1. Executing the requirements of this subchapter in a manner
consistent with merit system principles set forth in Chapter 23, of Reference (a);

SC1940.4.4.1.2. Ensuring employees are trained in the performance
management system;

SC1940.4.4.1.3. Clearly communicating performance expectations and
holding employees responsible for accomplishing them;

SC1940.4.4.1.4. Aligning performance expectations and employee
development with organization mission and goals;

SC1940.4.4.1.5. Developing written job objectives reflective of expected
accomplishments and contributions for the appraisal period and identifying applicable
contributing factors,

SC1940.4.4.1.6. Explaining to employees that conduct will be considered
when evaluating their performance, both conduct that would raise the level of the
employee's performance and conduct that would lower that level;

SC1940.4.4.1.7. Providing employees meaningful, constructive, and candid
feedback relative to performance expectations, including at |east one documented interim
review;

SC1940.4.4.1.8. Ensuring employees are aware of the opportunity to provide
a self-assessment;

SC1940.4.4.1.9. Fostering and rewarding excellent performance;
SC1940.4.4.1.10. Addressing poor performance;

SC1940.4.4.1.11. Making meaningful distinctions among employees based
on performance and contribution;

SC1940.4.4.1.12. Completing closeout assessments, early annual
recommended ratings, and special purpose ratings, as appropriate;

SC1940.4.4.1.13. Assuring that eligible employees are assigned a rating of
record as prescribed by this subchapter; and
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SC1940.4.4.1.14. Forwarding recommended ratings of record, share
assignments, and payout distributions to the pay pool panel.

SC1940.4.4.1.15. Documenting the rating of record determination
approved by the Pay Pool Manager on appropriate forms (e.g., electronic or paper copy
of Performance Appraisal Documentation) and communicating the approved rating, share
assignment, and payout distribution to the employee in a constructive manner.

SC1940.4.4.2. In order to recommend arating of record for consideration by the
pay pool panel, the supervisor must be adequately prepared through appropriate training
in the basic elements of NSPS performance management. Requirements for rating
official qualification are found in Appendix 3, Rating Official Qualifications.

SC1940.4.5. Employees. Employees are encouraged to:

SC1940.4.5.1. Engage in dialogue with supervisors to develop job objectives and
identify associated contributing factors,

SC1940.4.5.2. Identify and record their accomplishments and results
throughout the appraisal period,;

SC1940.4.5.3. Participate in interim reviews and the end-of-year assessments,
including the self-assessment; and

SC1940.4.5.4. Understand the link between their performance expectations,
conduct, and organization mission and goals.

SC1940.5. SETTING PERFORMANCE EXPECTATIONS

SC1940.5.1. Aligning Performance Expectations and Strategic Goals. Performance
expectations shall support and align with the DoD mission and its strategic goals,
organizationa program and policy objectives, annual performance plans, and other
measures of performance. The DoD mission and goal s cascade to the organization, and
resulting organization mission and goals are the basis for individual performance
expectations.

SC1940.5.2. Performance Expectations.

SC1940.5.2.1. Performance expectations may include:

SC1940.5.2.1.1. Goals or objectivesthat set general or specific performance
targets at the individual, team, and/or organizational level;
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SC1940.5.2.1.2. Organizational, occupational, or other work requirements, such
as standard operating procedures, operating instructions, manuals, internal rules and
directives, and/or other instructions that are generally applicable and available to the
employee;

SC1940.5.2.1.3. Competencies an employee is expected to demonstrate on
the job, and/or the contributions an employee is expected to make;

SC1940.5.2.1.4. Conduct that can be expected to affect the value of the
performance; and/or

SC1940.5.2.1.5. Behavioral expectations as described in SC1940.5.3.

SC1940.5.2.2. Particular work assignments or other instructions may be used to
amplify performance expectations. These work assignments or instructions may specify
the quality, quantity, accuracy, timeliness, or other expected characteristics of the
completed assignment or some combination of such characteristics. Such assignments
and instructions need not be in writing.

SC1940.5.3. Conduct and Behavior Affecting Performance.

SC1940.5.3.1. Performance expectations, even if not stated in ajob objective,
include the general behavioral expectations for all employees as stated in the Standards of
Ethical Conduct for Employeesin the Executive Branch (DoD Directive 5500.7), and the
DoD Joint Ethics Regulation (DoD Directive 5500.7-R (JER)), as well as any behavioral
expectations or conduct specifically related to the local organization.

SC1940.5.3.2. Employees, managers, and supervisors are always accountable for
demonstrating professionalism and standards of appropriate conduct and behavior which
impact the performance of the individual, team, and/or organization.

SC1940.5.4. Communicating Performance Expectations. Communication between
supervisors and employees is critical to the success of the performance management
system; therefore, performance expectations and year-to-date progress should be the
subject of several discussions throughout the year between supervisors and employees.
In accordance with SC1940.6.4 and Part 9901 of Reference (b), at least one interim
review isrequired.

SC1940.5.4.1. Performance expectations will be communicated to the employee
in writing prior to holding the employee accountable for them. However,
notwithstanding this requirement, employees are always accountable for demonstrating
professionalism and standards of appropriate conduct and behavior, such as civility and
respect for others.

SC1940.5.4.2. Supervisors and employees should have meaningful dialogue on
performance expectations, including but not limited to:
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SC1940.5.4.2.1. Job objective(s) and performance indicator(s) appropriate for
the pay band and current salary to which the employee is assigned and how they relate to
organizational mission and goals;

SC1940.5.4.2.2. Selected contributing factors and how these relate to the
accomplishment of the job objective(s);

SC1940.5.4.2.3. Weight of each job objective, if applicable;

SC1940.5.4.2.4. Examples of how the supervisor expects the employee to
exhibit contributing factors in the execution of assigned duties and how these factors
could modify ratings on the job objective;

SC1940.5.4.2.5. Measures of job objective accomplishment (quantitative,
gualitative, timeliness); and

SC1940.5.4.2.6. Developmental expectations.

SC1940.5.5. Adjustment of Expectations During the Appraisal Period. Performance
expectations should be reviewed regularly. When adjusting performance expectations,
supervisors and employees must follow the requirements for planning, communicating,
monitoring, and assessing expectations established in this subchapter.

SC1940.5.6. Performance Plans. Every eligible employee shall beissued a
performance plan containing the employee’ s major job objectives and associated
contributing factors. Performance plans shall be documented on the official DoD NSPS
performance form.

SC1940.5.6.1. Performance plans shall be in place and communicated to the
employee within 30 days from the start of the rating cycle, entrance on duty of a new
employee, or employee job change. The 30-day requirement may be extended up to an
additional 60 days. Such extension shall not impact or delay the payout effective date.

SC1940.5.6.2. The performance plan is subject to higher-level review to ensure
consistency and fairness within and across organizations. The performance planis
considered to be approved after higher-level review and the supervisor has communicated
the plan to the employee in writing. The supervisor shall record the employe€’ s receipt
of the performance plan and the manner in which it was provided (face-to-face,
telephone, etc.) to the employee on the official DoD NSPS performance form.

SC1940.5.7. Job Objectives and Contributing Factors. Performance expectationsin
the form of job objectives and contributing factors shall be described in the performance
plan for each eligible employee. Supervisors are encouraged to involve employeesin the
development of their job objectives and the identification of applicable contributing
factors. Normally, this process will include at |east one face-to-face discussion between
supervisors and employees. Final decisions regarding performance expectations,
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including job objectives and associated contributing factors, are within the sole and
exclusive discretion of management.

SC1940.5.7.1. Each eligible employee shall be assigned at |east one and
generally three to five job objectives. These job objectives shall be commensurate with
duties and responsibilities assigned to the employee and the salary paid to that employee.
Job objectives may be weighted to reflect relative priority of the objectivesincluded in
the performance plan. No job objective may be weighted less than 10 percent. Weighted
job objectives must total 100 percent.

SC1940.5.7.2. Adding Job Objectives. When new job objectives are assigned
(e.g., due to ajob change, additional duties, promotion, etc.), job objectives must
communicate that portion of a major performance expectation that can be accomplished
within the time remaining in the appraisal period.

SC1940.5.7.3. Mandatory Job Objective(s) for Supervisors. A supervisor's
performance plan, including performance plans for supervisors under an NSPS
performance system who supervise employees under a non-NSPS system, shall include at
least one supervisory job objective. Thisjob objective may require accountability for the
effective administration of NSPS (if applicable), EEO, and/or other Component-specific
requirements. Applicable policies for which supervisors will be held accountable
include, but are not limited to, those documented in this subchapter and supplemental
guidance issued by DoD and/or Components as well as those in other laws or regulations.

SC1940.5.7.3.1. A mandatory job objective will hold supervisors accountable
for carrying out the responsibilities outlined in the implementing issuances and
subsequent Component policy and guidance, including but not limited to:

SC1940.5.7.3.1.1. Clearly communicating performance expectations and
holding employees responsible for accomplishing them,

SC1940.5.7.3.1.2. Making meaningful distinctions among employees
based on performance and contribution;

SC1940.5.7.3.1.3. Fostering and rewarding excellent performance;
SC1940.5.7.3.1.4. Addressing poor performance;

SC1940.5.7.3.1.5. Assuring that employees are assigned arating of record
when required by implementing issuances;

SC1940.5.7.3.1.6. Adhering to laws and regulations concerning merit

system principles and prohibitions against commission of prohibited personnel practices;
and
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SC1940.5.7.3.1.7. Ensures continuing application of, and compliance
with, EEO laws, regulations and policy.

SC1940.5.7.4. Contributing Factors. Applicable contributing factors that
reflect the manner of performance important for the accomplishment of the job objective
shall be selected for each job objective. Selection of contributing factorsis based on
identifying the manner of performance that will significantly contribute to the
accomplishment of the job objective. Actions, attitude, manner of completion, and/or
conduct or professional demeanor as they positively or negatively impact individual or
organizationa performance may be aspects of an employee’ s performance that are
assessed within the appraisal period.

SC1940.5.7.4.1. The NSPS contributing factors are:

SC1940.5.7.4.1.1. Technical Proficiency

SC1940.5.7.4.1.2. Critical Thinking

SC1940.5.7.4.1.3. Cooperation and Teamwork

SC1940.5.7.4.1.4. Communication

SC1940.5.7.4.1.5. Customer Focus

SC1940.5.7.4.1.6. Resource Management

SC1940.5.7.4.1.7. Leadership

SC1940.5.7.4.2. Criteriafor Selection of Contributing Factors. When

selecting the contributing factors for each job objective, the supervisor should only select
those that add sufficient assessment information to impact a particular job objective and
reflect the manner of performance important for the accomplishment of the job objective
rather than the strengths or weaknesses of the employee performing the job. Generaly,
no more than three contributing factors should be identified for each job objective.

Employees in the same organization (e.g., work unit, pay pool) with similar job
objectives and base salary should be assigned similar contributing factors, as appropriate.

SC1940.5.7.4.2.1. The “leadership” contributing factor must be selected
for the supervisory job objective described in SC1940.5.7.3. This contributing factor
may be selected for a supervisor’s other job objectives, as appropriate.

SC1940.5.7.4.2.2. The“leadership” contributing factor may be assigned
to any employee who is responsible for directing work and devel oping other employees.
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SC1940.6. MONITORING PERFORMANCE

SC1940.6.1. As part of monitoring employee performance, supervisors are expected
to:

SC1940.6.1.1. Engage in dialogue with the employee concerning performance;
SC1940.6.1.2. Hold one or more interim reviews with each employee;
SC1940.6.1.3. Maintain performance information;
SC1940.6.1.4. Update job objectivesif they change;
SC1940.6.1.5. Anticipate and address performance deficiencies; and
SC1940.6.1.6. Reinforce effective behavior.
SC1940.6.2. Properly monitoring performance enables supervisorsto identify,
address, and resolve performance deficiencies during the appraisal cycle. A Level 1
rating of record does not need to be formally assigned to the employee in order to address

a performance deficiency.

SC1940.6.3. Diadogue and Feedback.

SC1940.6.3.1. Supervisorswill provide on-going (i.e., regular and timely)
feedback in the form of meaningful dialogue with employees regarding their
performance. Face-to-face isthe preferred method of supervisory/employee dialogue for
performance-based issues. Although supervisors have the primary responsibility for
providing employees feedback, employees share the responsibility of identifying and
communicating successes and difficulties relative to their assigned performance
expectations.

SC1940.6.3.2. Employees may request periodic feedback and dialogue regarding
their own performance. To the extent practicable, supervisors will accommodate such
requests.

SC1940.6.4. Interim Reviews. While ongoing informal dialogue and feedback are
essential throughout the rating cycle, one or more formal interim performance reviews
shall be held between supervisors and employees. At least one interim performance
review shall be prepared and documented during the appraisal period. Interim reviews for
appraisal periods exceeding 180 days must be in writing.

SC1940.6.4.1. A formal interim review shall acknowledge achievements and
suggest areas for improvement, and provide meaningful dialogue and exchange of
concerns. Developmental suggestions also may be provided to the employee, as

appropriate.
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SC1940.6.4.2. The employee shall be provided with a copy of the written interim
review. Supervisors shall record the employee’ s receipt of the interim review and the
manner in which the review was communicated (face-to-face, telephone, etc.).

SC1940.6.4.3. Normally, the immediate supervisor will accomplish the interim
review. To the extent practicable, if the immediate supervisor is unable to accomplish the
interim review, he or she shall provide meaningful input to the manager responsible for
accomplishing the review.

SC1940.6.5. Closeout Assessment. A supervisor shall complete a brief narrative
description of employee performance, accomplishments and contributions during the
current appraisal period when it is known that the supervisor will cease to exercise duties
related to monitoring, developing and rating employee performance (due to job change,
extended absence, retirement etc.) for such employees. This condition may result from a
job change by the supervisor or the employee.

SC1940.6.5.1. A supervisor shall prepare a closeout assessment for an employee
when it is known that the employee will change positions resulting in a new supervisor.
Additionally, a supervisor shall prepare a closeout assessment, as needed, for employees
on details or other previously occupied positions, as input for an employee’ s rating of
record (See Appendix 1).

SC1940.6.5.2. A closeout assessment isonly required if an employee has been
assigned to a specific supervisor and has been on an approved performance plan for more
than 30 consecutive days. Thisisaminimum requirement, and Components may define
additional requirements.

SC1940.6.5.3. Closeout assessments will be accomplished in atimely manner

and shall be considered by the appropriate rating official when determining the
recommended rating of record, share assignment, and payout distribution.

SC1940.6.5.4. A closeout assessment for an employee that was prepared during
the most recent appraisal period shall be available for review by the following:

SC1940.6.5.4.1. the employee;

SC1940.6.5.4.2. the employee's supervisor (or rating official, if different);
and

SC1940.6.5.4.3. responsible pay pool panel and pay pool manager.

SC1940.7. DEVELOPING PERFORMANCE

SC1940.7.1. Employee Development. Developing performance is integrated with
the performance management process. Along with meaningful performance-related

6/10/08 12 SUBCHAPTER 1940



DoD 1400.25-M

discussions that assist the employee in reinforcing strengths and correcting weaknesses,
employee development opportunities should be discussed.

SC1940.7.2. Contributing factors may serve as the basis for ng, and provide
the framework for discussing, employee developmental needs.

SC1940.7.3. Supervisors should discuss and encourage employees to seek
professional and technical development opportunities to further enhance their
contribution to the organization’s mission and goals, as appropriate. Employee
development opportunities may include classroom training, on-the-job training,
mentoring, special assignments, details/reassignments, group performance meetings,
process improvement teams, and self-development activities.

SC1940.8. PERFORMANCE DEFICIENCIES

SC1940.8.1. Any time management determines an employeeisfailing to meet
expectations, management must take steps to promptly address the employee's
unacceptable performance.

SC1940.8.2. Any time an employeeis performing at an unacceptable level, including
the proposed assignment of a Level 1 rating of record, timely and appropriate
management action is critical. An adverse action may be taken independent of the
processes and/or procedures for appraising and rating performance under SC1940.10. and
pay pool procedures under SC1940.11.

SC1940.8.3. Determine and Clearly Define Unacceptable Performance. When
addressing unacceptabl e performance, the supervisor shall identify and communicate to
the employee the specific performance expectation(s) that require improvement.

SC1940.8.3.1. Consideration of Circumstances. When determining what
corrective action to take to address unacceptable performance, supervisors will take into
account the circumstances, including the nature and gravity of the unacceptable
performance and its consequences. Supervisors may also take into account knowledge
deficiencies, as applicable.

SC1940.8.3.2. Range of Options to Address Unacceptable Performance.
Supervisors will address unacceptabl e performance with one or more remedial, corrective
actions that address the problem. Supervisors should consider the broad range of options
available to address unacceptable performance which includes, but is not limited to, the
following:

SC1940.8.3.2.1. remedial training,
SC1940.8.3.2.2. an improvement period,

SC1940.8.3.2.3. areassignment,
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SC1940.8.3.2.4. an oral or written warning,
SC1940.8.3.2.5. aletter of counseling,
SC1940.8.3.2.6. awritten reprimand, and/or
SC1940.8.3.2.7. adverse actions.

SC1940.8.4. Although there is no requirement for the establishment of a formal
performance improvement period before management may initiate an adverse action,
supervisors should consider thisintervention. Adverse action may be taken independent
of the processes and/or procedures for appraising and rating performance under
SC1940.10. and pay pool procedures under SC1940.11.

SC1940.8.4.1. Standard and Procedures for Adverse Action. Under Chapter 75
of Reference (@), adverse actions may only be taken for such cause as will promote the
efficiency of the service. Adverse actions shall be taken in accordance with appropriate
adverse actions procedures.

SC1940.8.4.2. Reduction in Rate of Pay/Pay Band by Adverse Action. An
involuntary reduction in an employee’ s base salary and/or pay band may be initiated and
made effective at any time through adverse action procedures based on a determination of
unacceptable performance and/or conduct.

SC1940.8.4.3. An adverse action may be taken to assign an employeeto a
position in alower pay band and/or reduce an employee' s base salary. Pay setting
resulting from such reductions shall be determined in accordance with sections 9901.343,
9901.352, and 9901.354 of Reference (b) and SC1930. When an employe€’ s base salary
isreduced for unacceptable performance and/or conduct, the reduction in the employee's
rate of pay may not be more than 10 percent, unless a larger reduction is needed to place
the employee at the maximum rate of the lower band. An employee's annual base salary
may not be reduced more than once in a 12-month period based on unacceptable
performance, conduct, or both.

SC1940.8.4.4. Impact of Misconduct on Performance.

SC1940.8.4.4.1. If an employee engages in work-related misconduct and the
nature and severity of that misconduct have an impact on the execution of his or her
duties, that of the team, and/or that of the organization, the impact may be reflected in the
employee's rating of record. The impact of misconduct on the employe€’ s rating of
record will depend on its seriousness, negative effect on coworkers, customers, or
mission, evidence of correction, and any other relevant matters.
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SC1940.8.4.4.2. The fact that misconduct may impact the employee’ s rating
of record at the conclusion of the appraisal period should not be the basis for delaying
corrective action, including initiating an adverse action under Reference (a).

SC1940.9. END OF YEAR PERFORMANCE ASSESSMENTS

SC1940.9.1. Anintegral part of the performance management processisthe
supervisory assessment of performance relative to job objectives, including the impact of
selected contributing factors. This written assessment captures the employee’s
accomplishments or lack thereof, if applicable, during the appraisal period and informs
the rating process. Assessing performance involves evaluating employee performance
relative to communicated performance expectations, including job objectives and
contributing factors, for the appraisal period.

SC1940.9.2. Employee Self-Assessment.

SC1940.9.2.1. Employees are encouraged to provide a self-assessment for each
job objective covering their performance and contributions to the organization for the
current appraisal period. Employee self-assessments should describe accomplishments
relative to performance expectations, including job objectives and associated contributing
factors, organizational mission and goals, team goals, etc. The input will assist the rating
officia in evaluating more fully the employee's performance results. While entirely
voluntary, it is recommended that the employee complete the self-assessment narrative.
The employee's perspective will better inform the rating official of performance and
contribution and thereby may impact the recommended rating and payout.

SC1940.9.2.2. To facilitate completion of this self assessment, employees are
encouraged to maintain a personal record of their accomplishments, achievements and
performance throughout the appraisal period.

SC1940.9.3. Supervisory Assessment of Employees. The supervisor (or rating
official, if different) must prepare a narrative assessment for each eligible employee.
Supervisors will provide a narrative assessment addressing each job objective describing
the employee's accomplishments and contributions to the organization relative to his or
her performance expectations, including an assessment of each job objective and
associated contributing factors.

SC1940.9.3.1. If the supervisor (or rating official, if different) has limited direct
knowledge of the employee's performance, care should be taken to gather applicable facts
(e.g., work products, closeout assessments, productivity metrics, customer feedback) to
inform the recommended rating of record.

SC1940.9.3.2. Any time after an employee has completed the minimum period
and the supervisor-empl oyee reporting rel ationshi p/assignment changes, the supervisor
shall provide a closeout assessment in accordance with the proceduresin SC1940.6.5. If
such change occurs within 90 days of the end of the appraisal period, the supervisor shall
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complete an early annual recommended rating of record in accordance with Appendix 4,
Early Annual and Specia Purpose Ratings of Record. Exceptions, as determined by the
pay pool manager, may be allowed based on individual circumstances.

SC1940.9.3.3. If an employee has not met the minimum period of performance
by the end of the standard appraisal period, management has the discretion to extend the
appraisal period. Such extensions shall not affect the payout effective date.

SC1940.10. RATING METHODOL OGY

SC1940.10.1. The method of assessing an employee’ s performance involves
assigning arating to the individual job objectives, adjusting this rating based on impact
(if any) of the associated contributing factors, and averaging the adjusted ratings to arrive
at the recommended rating of record. Each of these stepsis outlined in this section.

SC1940.10.2. A rating of record may not be lowered based solely on an approved
employee absence from work, including the absence of a disabled veteran to seek medical
treatment.

SC1940.10.3. Job Objectives. Each job objective is evaluated based on the
employee’ s accomplishments relative to the employee’ s stated objectives and measures
and the application of the appropriate performance indicators for the employee’ s pay
band. A supervisor (or rating official, if different) shall assign ajob objective rating (1 to
5) to each job objective in accordance with the guidance in this subchapter, its
appendices, and supporting Component policies.

SC1940.10.3.1. Based on an employee’ s accomplishments on each job objective
and using the performance indicators (see Appendix 5, Performance Indicators), the
supervisor shall assign ajob objective rating (a single numerical score from 1to 5,
expressed as awhole number) to each job objective. As performance indicators are not
provided for Levels 1, 2, and 4, the supervisor will determine the job objective rating
using the achievement of the job objectives, the performance indicators provided, and the
job objective rating descriptors. (See Table SC1940-1.)

SC1940.10.3.2. When rating job objectives, a supervisor must consider all

applicable performance and conduct information, including, but not limited to, employee
and closeout assessments that apply to the current appraisal period.
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Table SC1940-1. Job Objective Rating Descriptors

JOB DESCRIPTORS
OBJECTIVE
RATING
5 Employee exceeded the assigned job objective at alevel of
performance equal to, or above, the Level 5 performance indicator.
4 Employee exceeded the assigned job objective at alevel of

performance above the Level 3indicator but below the Level 5
performance indicator.

3 Employee met the assigned job objective at alevel of performance
equal to the Level 3 indicator.
2 Employee met the assigned job objective at alevel of performance

below the Level 3 indicator level or needed guidance and assistance
beyond that described in the Level 3 indicator.

1 Employee failed to achieve the assigned job objective or failed in
the performance of a single assignment where such failure had a
significant negative impact on accomplishment of the mission or
where asingle failure resulted in or could result in death, injury,
breach of security, or great monetary loss.

NR Employee did not have an opportunity to perform the job objective
because it became obsolete or could not be accomplished due to
extenuating circumstances.

SC1940.10.3.3. The result of this processis recorded as the job objective rating.
An objective rating of 1 on any individual job objective resultsin an overall Level 1
recommended rating of record.

SC1940.10.4. Contributing Factors. The contributing factors are sets of work
behaviors that are related to and impact the performance of ajob objective. The
contributing factors and their impact on the accomplishment of the job objective are
evaluated using benchmark descriptors appropriate for the employee’ s pay schedule and
pay band. (See Appendix 6) These benchmarks are described at the “ Expected”
performance and “Enhanced” performance levels for each contributing factor. Job
objective ratings can be adjusted by 1 based on the supervisor’s assessment of the
contributing factors.

SC1940.10.4.1. If ajob objectiveis scored at Level 2, the contributing factors
cannot be used to lower the job objectiveratingto aLevel 1. If ajob objectiveisrated at
Level 1, the contributing factors cannot be used to raise the job objective rating to Level
2.

SC1940.10.4.2. Each eligible employee's performance on a job objective shall be
assessed using the selected contributing factor(s) and the applicable benchmark
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descriptors. When assessing the contributing factors, supervisors should consider the
selected factors as awhole (in the aggregate) as they apply to the job objective.

SC1940.10.5. Contributing Factor Assessment.

SC1940.10.5.1. Job objective ratings may be adjusted only by atotal of 1 point
based on the assessment of the contributing factors. Based on the supervisor’s overall
assessment of the selected contributing factor(s), the supervisor shall determine their
influence on the associated job objective and indicate whether they increase the job
objective rating by afactor of 1, decrease the rating by afactor of 1, or have no effect (0).
The assessment of the contributing factors shall be reflected in accordance with the
information in Table SC1940-2.

Table SC1940-2. Contributing Factor Descriptors

CONTRIBUTING
FACTOR
IMPACT DESCRIPTORS

In the execution/accomplishment of the assigned job objective, the
+1 employee demonstrated a manner of performance matching or
exceeding the description provided in the Enhanced benchmark
descriptor(s).

In the execution/accomplishment of the assigned job objective, the

0 employee demonstrated a manner of performance matching or
(Neutral) exceeding the description provided in the Expected benchmark
descriptor(s) but below that described by the Enhanced benchmark
descriptor(s).

In the execution/accomplishment of the assigned job objective, the
-1 employee demonstrated a manner of performance below the
description provided in the Expected benchmark descriptor(s).

SC1940.10.5.2. Adjusted Rating.

SC1940.10.5.2.1. The combination of the job objective rating and the
contributing factor assessment (expressed as +1, 0, or —1) resultsin an adjusted rating for
each job objective. The adjusted ratings are averaged to obtain the overall average score.
However, if aLevel 1 has been assigned to any job objective, the overall recommended
rating of record shall be aLevel | regardless of the adjusted rating on any other job
objective.

SC1940.10.5.2.2. If job objectives were weighted, the weights are applied to

the adjusted rating. These weighted scores shall be added together to obtain the overall
average score. Again, however, if aLevel 1 has been assigned to any job objective, the
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overall recommended rating of record shall be aLevel | regardless of the adjusted rating
or weighting on any other job objective.

SC1940.10.6. Recommended Rating of Record.

SC1940.10.6.1. The recommended rating of record shall be the rounded average
of the adjusted ratings. When the average is .51 or higher, the rating is rounded up to the
next higher whole number. When the average is .50 or lower, the rating is rounded down
to the next lower whole number. Any objective rated as “NR” is not counted when
averaging ratings.

SC1940.10.6.2. The recommended rating of record is subject to higher level
review.

SC1940.10.7. Rating of Record.

SC1940.10.7.1. Therating of record is communicated to employees in the form
of arounded score on a scale from 1 to 5 following the methodology outlined in this
section. (See Table SC1940-3.)

Table SC1940-3. Converting Average Adjusted Rating to Rating of Record

AVERAGE RATING OF RATING OF RECORD
RATING RANGE RECORD DESCRIPTOR
4.51t05.00 5 Role Model
3.51t04.50 4 Exceeds Expectations
2.51t03.50 3 Valued Performer
2.00t02.50 2 Fair
1 on any objective 1 Unacceptable

SC1940.10.7.2. Upon completion of the pay pool process, the rating of record,
share assignment, and payout distribution are communicated to the supervisor. The
supervisor is then responsible for documenting the pay pool manager’s decision on
appropriate performance appraisal documents (electronic or hard copy) and
constructively communicating this information to the employee. Because the rating of
record is directly linked to pay and retention decisions (see SC1930 and SC1960), it is of
utmost importance that employees receive an appropriate, fair, unbiased rating that
reflects their performance and contribution. Forced distribution of ratings (setting pre-
established limits for the percentage or number of ratings that may be assigned at any
level) is prohibited.

SC1940.10.7.3. The standard effective date of the rating of record shall be
January 1 of each year. Exceptionsto the standard effective date (January 1) are
permitted provided unique, unusual circumstances warrant the variation to the standard
effective date. Such extensions must be pay pool-wide and may not be extended
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specifically to individual employees. The special purpose rating is an additional rating
and becomes effective on the date the new rating is approved by the pay pool manager.

SC1940.10.8. Special Purpose Rating of Record. Subject to the procedures provided
in Appendix 4, Early Annual and Specia Purpose Ratings of Record, if the employee
previously assigned a Level 1 rating of record improves his or her performance to an
acceptable level (Levels 2 through 5) for a sustained period of time (not less than 90
days), the supervisor (or rating officia, if different) shall recommend an additional rating
of record to reflect the new level of performance. The special purpose rating of record
does not provide for any retroactive or prospective change in pay.

SC1940.11. PAY POOL POLICIES AND PROCEDURES

SC1940.11.1. Pay Pool Composition. The membership of a pay pool isagroup of
employees who share in the distribution of a common pay-for-performance fund.

SC1940.11.1.1. Criteriato distinguish pay pools may include, but are not limited
to, organization structure, employee job function, location, and/or organization mission.
Pay poolswill be established considering business needs. Pay pools must be established
and managed in compliance with merit system principles.

SC1940.11.1.2. Sub-pay Pools. Where determined appropriate due to the size of
the pay pool population, the complexity of the mission, or other similar criteria, sub-pay
pool panels may be organized in a structure subordinate to the pay pool. Sub-pay pool
panels normally operate under the same requirements and guidelines provided to the pay
pools to which they belong.

SC1940.11.2. Notice to Employees.

SC1940.11.2.1. To the extent that the information does not compromise the
procedura neutrality or the confidentiality of participants (e.g., employees, rating
officials, reviewers, etc.), the following information shall be made available to
employees. Preferably within the first 90 days of the appraisal period but not less than 90
days prior to the end of the appraisal period, pay pool members (i.e., workforce covered
by that pay pool) will be advised of:

SC1940.11.2.1.1. Roles and responsibilities of the Performance Review
Authority (PRA), the pay pool manager, and the pay pool panel;

SC1940.11.2.1.2. Identity or membership of the PRA, the pay pool
manager, and the pay pool panel;

SC1940.11.2.1.3. Pay pool composition (organizations, functions, groups that
describe the makeup of the pay pool);

SC1940.11.2.1.4. Genera pay pool policies; and
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SC1940.11.2.1.5. Factorsthat may be considered in making specific share
assignments and all ocations between base salary and bonus.

SC1940.11.2.2. In addition to the items listed in SC1940.11.2.1., the estimated
share value and notice that it is subject to change may be communicated to pay pool
members.

SC1940.11.2.3. Prior to the effective date of the payout, supervisors (or rating
officia, if different) shall communicate to employees their approved rating of record,
share assignment, and payout distribution.

SC1940.11.3. Employeeswho arefirst hired into an NSPS-covered position but who
will not be rated because they will not have performed for the minimum period required
under SC1940.2.3. before the last day of the appraisal period shall be advised that they
areineligible for the pay pool payout for the current appraisal period. However, they
may be eligible for a special performance increase under SC1930.9.9.2.1.

SC1940.11.4. Pay Pool Panel Composition and Responsibilities. In addition to the
pay pool manager, pay pool panel membership usually includes senior management
officials of the organizations or functions represented. Final determinations of pay pool
panel membership shall be made by the pay pool manager in accordance with DoD and
Component policies.

SC1940.11.4.1. The pay pool panel will review recommended ratings of record,
share assignments, and/or payout distributions, and make adjustments, which in the
panel’s view would result in equity and consistency across the pay pool.

SC1940.11.4.2. If recommendations are changed by the panel, the new
recommended ratings of record, share assignments, and/or payout distributions will be
communicated back to the rating official along with the rationale for the change(s). The
rating official must then be afforded the opportunity to provide further justification before
the change(s) becomes final.

SC1940.11.5. Pay Pool Manager Responsibilities. In addition to providing oversight
of the pay pool panel, pay pool managers are responsible for ensuring that:

SC1940.11.5.1. Supervisors and management officials tasked with
recommending arating of record, share assignment, and payout distribution for review at
the pay pool panel have been adequately trained (See Appendix 3);

SC1940.11.5.2. Pay pool funds are distributed in compliance with SC1930

and DoD and Component financial management policies and based on employee
performance and contributions;
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SC1940.11.5.3. Communication and notification requirements
specified in this subchapter are completed in atimely manner;

SC1940.11.5.4. Supervisors and rating officials comply with timely
issuance of interim reviews, closeout assessments, and early recommended ratings of
record;

SC1940.11.5.5. Datarequested by DaoD is provided;

SC1940.11.5.6. Procedures and policies are exercised in a consistent manner
throughout the pay pool process and comply with merit system principles; and

SC1940.11.5.7. Supervisors are informed of employee’ sfinal rating.
SC1940.11.6. PRA Responsibilities. The PRA will oversee the operation of pay

pools established under NSPS and ensure procedural and funding consistency among pay
pools under its authority. The PRA istasked with the following:

SC1940.11.6.1. Managing the civilian pay-for-performance budget and
discretionary performance payout fund. (See SC1930, Appendix 4, Discretionary
Performance Payouts);

SC1940.11.6.2. Addressing issues associated with multiple pay systems during
the conversion to NSPS;

SC1940.11.6.3. Overseeing the composition of the pay pool in accordance with
the established guidelines, this subchapter, and statutory constraints;

SC1940.11.6.4. Providing guidance to pay pool managers,

SC1940.11.6.5. Issuing estimated share value(s) and adjusting if necessary
(may be delegated to pay pool manager);

SC1940.11.6.6. Managing the pay-for-performance reserve fund, if any;
SC1940.11.6.7. Monitoring and adjusting pay pool fund distribution;
SC1940.11.6.8. Overseeing publication of any Noticesto Employees; and
SC1940.11.6.9. Deciding challengesto ratings of record.

SC1940.12. CHALLENGING THE RATING OF RECORD

SC1940.12.1. This section establishes the DoD reconsideration process for ratings of
record under NSPS. The administrative reconsideration process described herein isthe
sole and exclusive method for all non-bargaining unit employees to challenge their
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ratings of record. Bargaining unit employees may challenge arating of record issued
through either this administrative reconsideration process or under the terms of the
negotiated grievance procedure, if applicable. Reconsideration decisions should be
treated confidentially.

SC1940.12.2. Alternative Dispute Resolution. Alternative dispute resolution may be
pursued at any time during the reconsideration process consistent with Component
policies and procedures.

SC1940.12.3. Relationship to Compensation. In the event of adecision to adjust a
rating of record, rate range adjustments, increases to local market supplement, and the
payout amount and distribution should be reviewed for adjustment as appropriate. Any
adjustment to salary shall be retroactive to the effective dates of the original payout. (See
SC1940.12.4.12.) Decisions made through this process may not result in recal culation of
the payout made to other employeesin the pay pool.

SC1940.12.4. Procedures for Administrative Reconsideration.

SC1940.12.4.1. Within 10 calendar days of receipt of the rating of record, an
employee seeking reconsideration of that rating must submit a written request for
reconsideration to the pay pool manager with a copy to the rating official and the
servicing human resources office (HRO).

SC1940.12.4.1.1. Aslong asthe pay pool manager determines thereis no
conflict of interest (e.g., the proposed representative is a management official in the pay
pool process for the pay pool to which the employee is assigned or is an advisor to
management in the disposition of performance management actions), the employee may
identify someone who has agreed to act as his/her representative to assist in pursuing the
reconsideration request. The employee shall be permitted a reasonable amount of official
duty time, if otherwisein a duty status at the employing activity, to prepare and present a
request for reconsideration and to communicate with the appropriate management and
human resources officials.

SC1940.12.4.1.2. Therequest for reconsideration must be in writing and may
include arequest for discussion with the pay pool manager. The request must include a
copy of the rating being challenged, state what change is being requested and the basis
for the change.

SC1940.12.4.2. Exclusions. Employees cannot challenge the following:

SC1940.12.4.2.1. A performance payout, number of performance shares
assigned, value of performance shares, or distribution of payout between increase to base
salary and bonus;

SC1940.12.4.2.2. A recommended rating of record;
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SC1940.12.4.2.3. Aninterim review;
SC1940.12.4.2.4. A closeout assessment; or

SC1940.12.4.2.5. Anindividual objective rating or adjusted rating if the
requested remedy shall not result in the recalculation of the rating of record.

SC1940.12.4.3. Allegations that a performance rating was based on prohibited
discrimination, such as race, color, religion, sex, national origin, age, physical or mental
disability, or reprisal may not be processed through the reconsideration process, but
instead shall be processed through the Equal Employment Opportunity discrimination
complaint procedure.

SC1940.12.4.4. Failure to comply with the proceduresin this subpart may result
in the pay pool manager issuing awritten cancellation of the reconsideration request. A
copy of the cancellation shall be furnished to the servicing HRO, the employee's rating
official and the employee.

SC1940.12.4.5. Therating official shall review a copy of the reconsideration
request and address the employee's concerns with the pay pool manager.

SC1940.12.4.6. The pay pool manager shall review the request and confer with
the rating official and/or conduct further inquiry, as he or she deems appropriate.

SC1940.12.4.7. The employee may request an opportunity to personally address
the pay pool manager and/or pay pool panel. The pay pool manager will decide whether
such communication will be accomplished, as well as the date and time, location, and
method of communication. To the extent practicable, such events will be held during the
working hours of the employee.

SC1940.12.4.8. Within 15 calendar days of the pay pool manager's receipt of the
employee’ s written request for reconsideration, the pay pool manager must render a
written decision. The decision must include a brief explanation of the basis of the
decision. A copy of the decision is provided to the servicing HRO, the rating official and
the employee. The pay pool manager's decision is final, unless the employee seeks
further reconsideration from the PRA.

SC1940.12.4.9. If the employeeis dissatisfied with the pay pool manager's
decision, or if noneis provided within the prescribed timeframes, the employee may
submit awritten request for final review by the PRA or PRA designee within 5 calendar
days of receipt of the pay pool manager's decision or within 5 calendar days of the date
the decision should have been rendered.

SC1940.12.4.10. The PRA shall review the request and confer with the pay pool

manager, or conduct further inquiry as he or she deems appropriate, before rendering a
written decision to the employee within 15 calendar days of the receipt of the written

6/10/08 24 SUBCHAPTER 1940



DoD 1400.25-M

request (to the PRA) from the employee. The decision of the PRA or PRA designeeis
final. A copy of the decision shall be provided to the servicing HRO, the pay pool
manager, the rating official and the employee.

SC1940.12.4.11. The pay pool manager, PRA, or PRA designee may extend
timeframes identified in SC1940.12.4.8. and SC1940.12.4.9. up to an additional 15 days
with notification to the employee. Extensions of timeframesin excess of 15 days may be
authorized by mutual agreement between the employee and the pay pool manager.

SC1940.12.4.12. If the final decision isto change the rating of record, the revised
rating shall take the place of the original one, and arevised performance appraisal shall
be prepared and entered into all appropriate records. A copy of the revised rating will be
provided to the employee, the servicing HRO, and the rating official. Any personnel
actions resulting from the previous record shall be canceled and replaced with new
actions. Therevised rating of record will be retroactive to the effective date of the
original rating of record, normally January 1.

SC1940.12.4.13. When calculating time limits under the administrative
reconsideration procedure, the day of an action or receipt of adocument is not counted.
Thelast day of the time limit is counted unlessit is a Saturday, a Sunday, alegal holiday,
or aday on which the employee is not regularly scheduled to work. In those cases, the
last day of the time limit shall be moved to the employee's next regularly scheduled work
day. All timelimits are counted in calendar days.

SC1940.12.5. Proceduresfor Bargaining Unit Employees

SC1940.12.5.1. A bargaining unit employee may challenge arating of record
through a negotiated grievance procedure unless explicitly excluded from that process.
If an employeeis precluded from challenging arating of record through a negotiated
grievance procedure, the employee may use the reconsideration process outlined in
SC1940.12.4. A bargaining unit employee may use these procedures so long as the rating
of record has not been raised in connection with an appeal under the provisions of section
7701 of Reference (a) or other appropriate process and regulations for employees not
covered by 7701 of Reference (). Once an employee raises arating of record issuein an
appeal under section 7701 of Reference (a) or other appropriate process and regulations
for employees not covered by 7701 of Reference (a), any pending grievance, arbitration,
or request for administrative reconsideration under section 9901.409(h) of Reference (b)
will be dismissed with prejudice.

SC1940.12.5.2. If thefina decision in agrievance filed under a negotiated
grievance process is to change the rating of record, a revised performance appraisal will
be prepared and entered into all appropriate records, and a copy will be provided to the
employee, the servicing HRO, and the rating official. The revised rating of record will be
retroactive to the effective date of the original rating of record, normally January 1.
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SC1940.AP1. APPENDIX 1 TO SUBCHAPTER 1940

PERFORMANCE ASSESSMENTS AND PAY ADJUSTMENTS FOR SPECIALLY
SITUATED EMPLOYEES

SC1940.AP1.1. Employeeswho are absent from civilian service to perform in the
uniformed services in accordance with 38 U.S.C. 4303 and 5 CFR 353.102 and who are
eligible for arating of record for the current appraisal period. Eligible employees (those
who have met the minimum performance period requirement, see SC1940.2.3.) who are
performing qualifying uniformed service at the close of the appraisal period will
participate in the rating and pay adjustment determination process under the requirements
of this subchapter and SC1930. The rating of record will be based on the performance
and contributions made by the employee whilein his or her civilian capacity and
performing under an approved NSPS performance plan. NSPS performance management
procedures described in this subchapter will be observed to the extent practicable. The
employee shall receive arating of record and pay adjustment determination consisting of
the appropriate increase in base salary and/or bonus as determined by the pay pool
manager. The employee shall receive arating of record and pay adjustment
determination consisting of the appropriate increase in base salary and/or bonus as
determined by the pay pool manager. Upon return from military duty, the pay adjustment
and bonus will be effective for pay purposes as of the date the employee returns to
civilian duty. In accordance with 5 CFR 353.507, for all other purposes the pay
adjustment and bonus shall be effective the date of the performance payout for employees
not on military furlough for the performance period for which the pay adjustment and/or
bonus was earned.

SC1940.AP1.2. Employeeswho are absent from civilian service to perform in the
uniformed services in accordance with 38 U.S.C. 4303 and 5 CFR 353.102 and who have
not completed the NSPS minimum period in the current appraisal period. For appraisal
periods during which the employee did not complete the minimum period, performance
pay adjustments shall be based on either the employee’ s last NSPS rating of record or the
modal rating received by all other employeesin the same pay pool, pay schedule, and pay
band for the most recently completed appraisal period, whichever is most advantageous
to the employee. If thereis more than one modal rating, the highest one shall be used. In
the event there is insufficient statistical information (less than 5 employeesin the same
pay band with a NSPS rating of record) to determine the modal rating for employees of a
pay band in the pay pool, the performance base salary adjustment shall be based on the
modal rating received by all other employees in the same pay pool.

SC1940.AP1.2.1. If using amodal rating, the base salary rate shall be set
prospectively using the average base salary rate adjustment received by employees with
that rating, in the group used to determine the modal rating assigned under thisrule. In
the event there is insufficient statistical information (less than 5 employeesin the same
pay band with the same NSPS rating of record) to determine the average base salary
adjustment, the performance pay adjustment shall be based on the percent of average base
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salary adjustment received by all other employees in the same pay pool with the same
rating of record.

SC1940.AP1.2.2. If using the employee’s last rating of record is most advantageous,
the employee’ s base salary rate shall be adjusted using the average base salary rate
adjustment received by employees assigned the same rating of record in the same pay
pool, pay schedule, and pay band. In the event there isinsufficient statistical information
(lessthan 5 employeesin the same pay band with the same NSPS rating of record) to
determine the average base salary adjustment, the performance pay adjustment shall be
based on the percent of average base salary adjustment received by other employeesin
the same pay pool with the same rating of record.

SC1940.AP1.2.3. Thereis no entitlement to a performance bonus. The employee
shall receive arating of record and pay adjustment determination consisting of the
appropriate increase in base salary as determined by the pay pool manager. Upon return
from military duty, the pay adjustment will be effective for pay purposes as of the date
the employee returns to civilian duty. In accordance with 5 CFR 353.507, for all other
purposes the pay adjustment shall be effective the date of the performance payout for
employees not on military furlough for the performance period for which the pay
adjustment was earned.

SC1940.AP1.2.4. Such employees also shall be credited with intervening rate range
adjustments in accordance with SC1930. NSPS performance management procedures
described in this subchapter and SC1930 will be observed to the extent practicable.

SC1940.AP1.3. Employees who are absent at the end of the appraisal period dueto a
work-related injury and who are eligible for a payout. Eligible employeeswho are till
on agency rolls at the end of the appraisal period but who are absent due to awork-
related injury will be rated based on the work performed during the appraisal period,
provided they have satisfied the minimum performance period (see SC1940.2.3.). The
performance management procedures described in this subchapter and SC1930 shall be
observed to the extent practicable. The employee shall receive afinal rating of record
and pay adjustment determination consisting of the appropriate increase in base salary
and/or bonus applicable to the assigned pay pool. Upon return from work related injury,
the increase to base salary will be applied effective the date of the performance payout
for the performance period for which the pay adjustment was earned. Any performance
bonus will be made effective upon return from work related injury.

SC1940.AP1.4. Eligible employees returning to duty after being in workers
compensation status for one or more appraisal periods. If the employee was in receipt of
workers' compensation benefits under 5 U.S.C. Chapter 81 (including continuation of
pay under section 8118 and wage-loss benefits under section 8105) for the entire
appraisal period and/or did not complete the NSPS minimum period such employeeis
eligible for a prospective pay adjustment once they resume employment. Base salary
shall be set prospectively for an employee who returns to duty after a period of receiving
injury compensation under 5 U.S.C. Chapter 81, subchapter | (in aleave-without-pay
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status or as a separated employee). Thereis no entitlement to a performance bonus or
retroactive payments for base salary adjustments.

SC1940.AP1.4.1. Performance pay adjustments shall be based on either the
employee’'slast NSPS rating of record or the modal rating received by all other
employees in the same pay pool, pay schedule, and pay band during the most recently
completed appraisal period, whichever is most advantageous to the employee. If the
employee had no rating at the time he or she became covered by Workers
Compensation, the modal rating received by all other employees in the same pay pool,
pay schedule, and pay band for the most recently completed appraisal period shall serve
as the basis for performance pay decisions. If thereis more than one modal rating, the
highest one will be used. In the event there is insufficient statistical information (less
than 5 employees in the same pay band with a NSPS rating of record) to determine the
modal rating for employeesin a pay band of the pay pool, the performance pay
adjustment shall be based on the modal rating received by all other employeesin the
same pay pool.

SC1940.AP1.4.1.1. If using the employee’ s last rating of record is most
advantageous, the employee’ s base salary rate shall be adjusted using the average base
salary rate adjustment received by employees assigned the same rating of record in the
same pay pool, pay schedule, and pay band. In the event thereisinsufficient statistical
information (less than 5 employees in the same pay band with the same NSPS rating of
record) to determine the average base salary adjustment, the performance pay adjustment
shall be based on the percent of average base salary adjustment received by other
employees in the same pay pool with the same rating of record.

SC1940.AP1.4.1.2. If using amodal rating, the base salary rate shall be set
prospectively using the average base salary rate adjustment received by employees with
that rating, in the group used to determine the modal rating assigned under thisrule. In
the event there is insufficient statistical information (less than 5 employeesin the same
pay band with the same NSPS rating of record) to determine the average base salary
adjustment, the performance pay adjustment shall be based on the percent of average base
salary adjustment received by all other employees in the same pay pool with the same
rating of record.

SC1940.AP1.4.2. Such employees also will be credited with intervening rate range
adjustments in accordance with SC1930.8.1.1.3. NSPS performance management
procedures described in SC1940 shall be observed to the extent practicable.

SC1940.AP1.5. Employees exercising statutory return or reemployment rights. Upon
return to an NSPS position, employees exercising statutory return rights in accordance
with Title 10, Section 1586, or reemployment rights in accordance with 5 CFR, Part 352,
paragraphs 352.205a, 352.311, 352.405, 352.803, and 352.905, as applicable, are entitled
to a base salary that includes an adjustment equal to the average base salary rate
adjustment paid to employees with (1) the same rating of record as the employee’ s most
recent NSPS rating of record, or (2) the modal rating for the same pay pool, pay schedule,
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and pay band of the position occupied by the employee immediately prior to the job
change outside the United States, whichever is more advantageous to the employee. In
the event there isinsufficient statistical information (less than 5 employeesin the same
pay band with a NSPS rating of record) to determine the modal rating for employeesin a
pay band of the pay pool, the performance pay adjustment shall be based on the modal
rating received by all other employeesin the same pay pool. The pay setting computation
will take into account such pay adjustments for each appraisal period during which the
employee was performing civilian service covered by the provisions of Title 10, Section
1586 or 5 CFR, Part 352, paragraphs 352.205a, 352.311, 352.405, 352.803 and 352.905,
as applicable. Thereisno entitlement to a performance bonus.

SC1940.AP1.6. Employees on temporary assignment within NSPS. Policies established
for setting and communicating performance expectations as described in SC1940 will be
applied to the extent practicable. Generally, an employee on a short-term detail,
temporary reassignment or temporary promotion to another NSPS position during the
appraisal period shall be assigned arecommended rating of record by the
supervisor/rating official of the permanent position. At the time of the temporary
assignment, the employee, temporary (gaining) supervisor and supervisor of the
permanent position shall jointly review the necessity to adjust previously assigned job
objectives. The supervisor of the permanent position has final authority to determine and
document the appropriate job objectives. Both supervisors will cooperate to ensure that
the employee is provided meaningful feedback during the temporary assignment and is
issued at least one formal interim review. The temporary supervisors shall complete a
closeout assessment for employees who have been assigned to them for at least 30 days.
In the case of long-term details, temporary reassignments or temporary promotions, it
may be more appropriate for the temporary (gaining) supervisor to recommend the rating
of record, share assignment and payout distribution for reconciliation by the appropriate

pay pool panel.

SC1940AP1.6.1. To the extent practicable, the rating official and pay pool panel will
consider the closeout assessment provided by the supervisor of the temporary position for
rating and payout recommendations.

SC1940AP1.6.2. Asprovided in SC1930.10.9. and SC1930.10.10, for calculation
purposes the same proportional salary increase (if any) shall adjust the salary of the
permanent position and the salary of the temporary position, if different than the
permanent (e.g. if the employee's salary was increased due to atemporary promotion or
reassignment).

SC1940.AP1.7. Employees performing union activities. Employees performing union-
related activities (“official time”) are subject to the policies prescribed in this subchapter
provided that such employees perform agency duties under established NSPS
performance expectations for the minimum period as defined at SC1940.2.3. Periods of
time when the employee is performing union-related business (e.g., official time) do not
count toward the minimum period. Employees engaged in union-related activities (100%
official time) such that they do not meet the condition above are not ratable based on their
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individual performance. Performance pay adjustments for such employees will be based
on either the employee’ s last NSPS rating of record or the modal rating received by all
other employees in the same pay pool, pay schedule, and pay band during the most
recently completed appraisal period, whichever is most advantageous to the employee. If
the employee has no NSPS rating of record, the modal rating received by all other
employees in the same pay pool for the most recently completed appraisal period shall
serve as the basis for performance pay decisions. If there is more than one modal rating,
the highest one will be used. In the event thereisinsufficient statistical information (less
than 5 employees in the same pay band with a NSPS rating of record) to determine the
modal rating for employeesin a pay band of the pay pool, the performance pay
adjustment shall be based on the modal rating received by al other employeesin the
same pay pool.

SC1940.AP1.7.1. If using the employee’ s last NSPS rating of record is most
advantageous, the employee’ s base salary rate will be adjusted using the average base
salary rate adjustment received by employees assigned the same rating of record in the
same pay pool, pay schedule, and pay band. If using amodal rating, the base salary rate
will be adjusted using the average base salary adjustment received by employees with
that rating, in the group used to determine the modal rating assigned under thisrule. In
the event there is insufficient statistical information (less than 5 employeesin the same
pay band with the same NSPS rating of record) to determine the average base salary
adjustment, the performance pay adjustment shall be based on the percent of average base
salary adjustment received by other employees in the same pay pool with the same rating
of record.

SC1940.AP1.7.2. Furthermore, such employees will be credited with rate range
adjustments in accordance with SC1930.8.1.1.3. NSPS performance management
procedures described in SC1940 will be observed to the extent practicable.

SC1940.AP1.8. Employees who have not performed for the minimum period due to
administrative error. Employees who would have been eligible for arating of record
under this subchapter but for an administrative error shall be provided an extension to the
appraisal period. The rating and payout procedures shall be consistent with the
requirements of this subchapter and SC1930 to the maximum extent feasible. Such
extension may not delay the effective date of the payout for either the individual
employee or the pay pool.

SC1940.AP1.9. Employees who change jobs after the |ast day of the appraisal period and
before the effective date of the payout. Employees who are eligible for arating of record
and who change jobs so that they fall under the authority of a different pay pool shall be
evaluated and assigned a rating of record and number of shares by the rating official, pay
pool panel and pay pool manager associated with the pay pool of record on the last day
(normally September 30) of the appraisal period. Thisrating of record shall be the basis
for the payout. The payout will be calculated and paid based on the pay pool funding and
share valuation of the gaining pay pool. The gaining pay pool will also determine the
share value and payout distribution between salary increase and bonus.
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SC1940.AP1.10. NSPS employees who are temporarily promoted to a non-NSPS
position and who are eligible for arating of record for the current appraisal period.
Eligible employees (those who have met the minimum performance period requirement,
see SC1940.2.3.) who are temporarily promoted and in a non-NSPS status at the close of
the appraisal period will participate in the rating and pay adjustment determination
process under the requirements of this subchapter and SC1930. The rating of record will
be based on the performance and contributions made by the employee while under an
approved NSPS performance plan. NSPS performance management procedures
described in this subchapter will be observed to the extent practicable. The employee
shall receive afinal rating or record and pay adjustment determination consisting of the
appropriate base salary, bonus, or a combination of base salary and bonus. The share
assignments, share valuation, and payout amount will be consistent with those of the
applicable pay pool and will be subject to SC1940.AP1.10.1.

SC1940.AP1.10.1. Employees who have returned to a NSPS position by the effective
date of the pay pool payout, will receive their payout (bonus and/or base salary rate
increase) effective that date. The base salary of employees who return after the effective
date of the January payout will be set prospectively upon termination of their temporary
promotion and their return to a NSPS position. The bonus will be paid on the effective
date of the payout.

SC1940.AP1.10.2. Performance payouts for these employees will not be pro-rated
for the time spent on the temporary promotion.

AP1940.AP1.11. Employeeswho are temporarily promoted to a non-NSPS position and
who have not completed the NSPS minimum period in the current appraisal period. For
appraisal periods during which the employee did not complete the minimum period due
to temporary promotion to a non-NSPS position, but otherwise would have achieved the
minimum performance period, performance pay adjustments shall be based on either the
employee’slast NSPS rating of record or the modal rating received by all other
employees in the same pay pool, pay schedule, and pay band for the most recently
completed appraisal period, whichever is most advantageous to the employee. If thereis
more than one modal rating, the highest modal rating will be used. In the event thereis
insufficient statistical information (less than 5 employees in the same pay band with a
NSPS rating of record) to determine the modal rating for employees of a pay band in the
pay pool, the performance pay adjustment shall be based on the modal rating received by
all other employeesin the same pay pool.

SC1940.AP1.11.1. If using amodal rating, the base salary rate shall be set
prospectively upon expiration or termination of the temporary promotion. If termination
is after the effective date of the January payout, the base salary shall be adjusted based on
the average percent of base salary rate increase received by employees with that rating, in
the group used to determine the modal rating assigned under thisrule. In the event there
isinsufficient statistical information (less than 5 employees in the same pay band with the
same NSPS rating of record) to determine the average base salary adjustment, the

6/10/08 31 SUBCHAPTER 1940



DoD 1400.25-M

performance pay adjustment shall be based on the percent of average base salary
adjustment received by all other employees in the same pay pool with the same rating of
record.

SC1940.AP1.11.2. If using the employee's last NSPS rating of record is most
advantageous, the employee’ s base salary rate shall be adjusted using the average base
salary rate adjustment received by employees assigned the same rating of record in the
same pay pool, pay schedule, and pay band. Inthe event thereisinsufficient statistical
information (less than 5 employees in the same pay band with the same NSPS rating of
record) to determine the average base salary adjustment, the performance pay adjustment
shall be based on the percent of average base salary adjustment received by other
employees in the same pay pool with the same rating of record.

SC1940.AP1.11.3. Thereis no entitlement to a performance bonus or to retroactive
payments for base salary adjustments. Such employees also shall be credited with
intervening rate range adjustments in accordance with SC1930. NSPS performance
management procedures described in this subchapter and SC1930 will be observed to the
extent practicable.

SC1940.AP1.11.4. Performance payouts will not be pro-rated, for the time spent on a
temporary promotion to a non-NSPS position and will be paid upon expiration or
termination of the temporary promotion if after the effective date of the January payout.

SC1940.AP1.12. Employeeswho are absent on extended approved paid leave and who
have not performed under a NSPS performance plan for the minimum period in the
current appraisal period. If the employee has not performed under a NSPS performance
plan for the minimum period of performance due to approved paid leave, the employee
shall be eligible for a performance pay adjustment based on either the employee’s last
NSPS rating of record or the modal rating received by all other employeesin the same
pay pool during the most recently completed appraisal period, whichever is most
advantageous to the employee. |If the employee had no NSPS rating of record at the time
he or she began the approved paid leave, the modal rating received by all other
employees in the same pay pool, pay schedule, and pay band for the most recently
completed appraisal period shall serve asthe basis for performance pay decisions. If
there is more than one modal rating, the highest modal rating will be used. In the event
there isinsufficient statistical information (less than 5 employees in the same pay band
with aNSPS rating of record) to determine the modal rating for employeesin a pay band
of the pay pool, the performance pay adjustment shall be based on the modal rating
received by all other employees in the same pay pool.

SC1940.AP1.12.1. If using amodal rating, the base salary rate will be set using the
average base salary rate adjustment received by employees with that rating, in the group
used to determine the modal rating assigned under thisrule. Inthe event thereis
insufficient statistical information (less than 5 employees in the same pay band with the
same NSPS rating of record) to determine the average base salary adjustment, the
performance pay adjustment shall be based on the percent of average base salary

6/10/08 32 SUBCHAPTER 1940



DoD 1400.25-M

adjustment received by all other employees in the same pay pool with the same rating of
record.

SC1940.AP1.12.2. If using the employee's last NSPS rating of record is most
advantageous, the employee’ s base salary rate shall be adjusted using the average base
salary rate adjustment received by employees assigned the same rating of record in the
same pay pool, pay schedule, and pay band. In the event thereisinsufficient statistical
information (less than 5 employees in the same pay band with the same NSPS rating of
record) to determine the average base salary adjustment, the performance pay adjustment
shall be based on the percent of average base salary adjustment received by other
employees in the same pay pool with the same rating of record.

SC1940.AP1.12.3. Performance payouts for these employees will not be prorated for
the time spent on approved paid |eave.

SC1940.AP1.12.4. Performance payouts for these employees will be made at the
time of the January payout.

SC1940.AP1.13. Components may establish payout methodologies similar to those
described at SC1940.AP1.12. for employees participating in extended training/education
programs when absence related to such training resulted in less than 90 days performance
on the job.
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SC1940.AP2. APPENDIX 2 TO SUBCHAPTER 1940

DEFINITIONS

SC1940.AP2.1. Adjusted Rating. The numeric score resulting from the application of
the contributing factor assessment to the employee’ s job objective rating.

SC1940.AP2.2. Appraisal Period. In accordance with 5 CFR 9901.404 of Reference (b),
the established period of time during which performance will be monitored and assessed.
Normally, the standard NSPS appraisal period will be October 1 through September 30
each year. During initial conversion into NSPS, organizations may be subject to an
appraisal period other than the standard cycle. Additionally, the Secretary of Defense (or
designee) may designate other periods as dictated by situation or circumstance.

SC1940.AP2.3. Base Salary. An employee's pay, as set by the authorized management
officia within the applicable pay band for the employee, before any deductions and
exclusive of additional pay of any kind (e.g., local market supplement). For an employee
receiving pay retention under SC1930.11, the base salary may exceed the maximum of
the applicable pay band. Base salary aso refersto the rate of basic pay of an employee
moving into NSPS from a non-NSPS position.

SC1940.AP2.4. Benchmark Descriptors. Common activities and behaviors associated
with contributing factors that describe the manner in which ajob objectiveis
accomplished. They are used to evaluate the impact of how an employee achieves hig/her
job objective and are provided for contributing factors at the “ Expected” and “ Enhanced”
levels for each pay schedule and pay band. (These are provided in Appendix 6,
Contributing Factors.)

SC1940.AP2.5. Bonus. An element of the performance payout that consists of a one-
time, lump-sum payment made to an employee. A bonusis not part of base salary.

SC1940.AP2.6. Closeout Assessment. A narrative description of an eligible employee's
performance under an approved performance plan. The closeout assessment is compl eted
by the supervisor or rating official and conveys information regarding the employee's
progress toward the completion of job objectives. A closeout assessment is not arating
of record, but should be used to inform the rating official of employee accomplishments
and/or needed improvement.

SC1940.AP2.7. Competencies. The measurable or observable knowledge, skills,
abilities, behaviors, and other characteristics that an individual needs to perform a
particular job or job function successfully.

SC1940.AP2.8. Contributing Factors. Attributes of job performance that are significant
to the accomplishment of individual job objectives. Individua contributing factors,
further defined by “work behaviors’ and “benchmark descriptors,” are standardized
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across DoD. (Contributing factors are listed in SC1940.5.7.1.and the benchmark
descriptors are provided in Appendix 6)

SC1940.AP2.9. Contribution. A work product, service, output, or result provided or
produced by an employee or group of employees that supports the Departmental or
organizationa mission, goals, or objectives.

SC1940.AP2.10. Early Annual Recommended Rating of Record. A recommended rating
of record issued within 90 days before the end of the appraisal period.

SC1940.AP2.11. Eligible Employee. An employee who on the last day of the appraisal
period has satisfied the minimum period of performance under an NSPS appraisal period
and who meets coverage requirements at SC1940.2.2.

SC1940.AP2.12. Interim Review. An assessment describing an employee’s year-to-date
progress on performance expectations, including job objectives and associated
contributing factors. At least one interim performance review shall be prepared and
documented during the appraisal period.

SC1940.AP2.13. Job Objectives. An expression of performance expectationsin the
performance plan that is linked to the organization’s goal (s) and mission(s). Job
objectives are used to communicate major individual, team, and/or organizational
responsibilities and/or contributions and the related outcomes and accomplishments that
are expected of the employee during the appraisal period. Failurein ajob objective shall
result in an overall rating of unacceptable.

SC1940.AP2.14. Modal Rating. For the purpose of pay administration, the most
frequent rating of record assigned to employees in the same pay schedule, pay band
within a particular pay pool for a particular rating cycle.

SC1940.AP2.15. Pay Pool. The organizational elements/units or other categories of
employees that are combined for the purpose of determining performance payouts. Each
employeeisin only one pay pool at atime. Pay pool aso means the amount designated
for performance payouts to employees covered by a pay pool.

SC1940.AP2.16. Pay Pool Manager. Theindividual designated to manage the pay pool,
resolve discrepancies, and ensure consistency.

SC1940.AP2.17. Pay Pool Panel. Usually senior management officials, including the
pay pool manager, of the organizations or functions represented in the pay pool that assist
the pay pool manager in the exercise of his/her responsibilities.

SC1940.AP2.18. Performance. The accomplishment of work assignments or
responsibilities and the contributions to achieving organizational goals, including an
employee’ s behavior and professional demeanor (actions, attitude, manner of
performance) as demonstrated by his or her approach to completing work assignments.
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SC1940.AP2.19. Performance-Based Pay Increase. An element of the performance
payout that consists of an increase to an employee’ s base salary; also known as
"performance pay increase.”

SC1940.AP2.20. Performance Expectations. The duties, responsibilities, and
competencies required by, or objectives associated with, an employee’ s position and the
contributions and demonstrated competencies that management expects of an employee,
as described in Part 9901.406(d) of Reference (b).

SC1940.AP2.21. Performance Indicators. General descriptions of levels or thresholds of
employee performance used to measure, evaluate, and score an employee’' s achievement
of his/her job objective(s). The performance indicators are provided at Level 3 and Level
5 for each pay schedule and pay band. (See Appendix 5, Performance Indicators.)

SC1940.AP2.22. Performance Management. Applying the integrated processes of
setting and communi cating performance expectations, monitoring performance and
providing feedback, devel oping performance and addressing poor performance, and
rating and rewarding performance in support of the organization's goals and objectives.

SC1940.AP2.23. Performance Management System. The policies and requirements for
setting and communi cating employee performance expectations, monitoring performance
and providing feedback, devel oping performance and addressing poor performance, and
rating and rewarding performance. The performance management system will address the
elements set forth in section 9901.401 of Reference (b).

SC1940.AP2.24. Performance Review Authority. A senior management official or an
organizational unit or group that manages and oversees the payout process, payout funds
and pay pool decisions.

SC1940.AP2.25. Performance Payout. The total monetary value of a performance pay
increase and bonus provided under section 9901.342 of Reference (b) and SC1930.

SC1940.AP2.26. Performance Plan. A written or electronic document that contains at
least one, and generally three to five, job objective(s) and associated contributing
factor(s) for each job objective.

SC1940.AP2.27. Performance Share. A unit of performance payout awarded to an
employee based on performance.

SC1940.AP2.28. Rating Official. A representative of management, usually the
immediate supervisor, who is approved by the pay pool manager to evaluate and assess
employee performance and recommend arating of record for review by the pay pool
panel.
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SC1940.AP2.29. Rating of Record. A performance appraisal prepared (1) at the end of
an appraisal period covering an employee's performance of assigned duties against
performance expectations over the applicable period, or (2) as needed to reflect a
substantial and sustained change in the employee’ s performance since the last rating of
record as provided in this subchapter.

SC1940.AP2.30. Self-Assessment. An employee’ s narrative description of his/her year-
to-date accomplishments related to his’her job objectives and the associated contributing
factors.

SC1940.AP2.31. Unacceptable Performance. Performance of an employee which fails
to meet one or more performance expectations, as amplified through work assignments or
other instructions, for which the employeeis held individually accountable.

SC1940.AP2.32. Work Behaviors. Activities and skills related to a contributing factor
that describe how performance is exhibited on the job. (These are described in Appendix
6).
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SC1940.AP3. APPENDIX 3TO SUBCHAPTER 1940

RATING OFFICIAL QUALIFICATIONS

SC1940.AP3.1. Qualified Rating Official. Only management officials will be permitted
to recommend arating of record for NSPS payout purposes to the pay pool panel for
consideration. Pay pool managers will ensure that each rating official has received the
appropriate training in the basic el ements of NSPS performance management. Normally,
the immediate supervisor issues the recommended rating of record. If theimmediate
supervisor is not qualified to render arecommended rating, the responsibility will be
assigned to a management official who has been authorized by the pay pool manager. To
maintain rating official qualification status, rating officials are, at a minimum, required
to:

SC1940.AP3.1.1. Link employees’ job objectivesto the organization's mission and
goal(s);

SC1940.AP3.1.2. Make meaningful distinctions in performance levels, as
appropriate, and appraise employees redistically;

SC1940.AP3.1.3. Document job objectives and associated contributing factors for
their employees;

SC1940.AP3.1.4. Conduct interim reviews with their employees,

SC1940.AP3.1.5. Adequately deal with employees’ performance deficienciesin a
timely manner; and

SC1940.AP3.1.6. Be prepared to discuss employees' performance and contributions
at apay pool review.
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SC1940.AP4. APPENDIX 4 TO SUBCHAPTER 1940

EARLY ANNUAL AND SPECIAL PURPOSE RATINGS OF RECORD

SC1940.AP4.1. Early Annual Recommended Rating of Record. An early annual
recommended rating of record shall be issued when: (1) the supervisor (or rating official,
if different) ceases to exercise the duties relative to monitoring, developing, and rating
employee performance within 90 days before the end of the appraisal period or (2) the
employee is reassigned, promoted, or demoted within NSPS resulting in the assignment
of anew rating official within 90 days before the end of the appraisal period. The pay
pool manager may allow exceptions to this policy based on individual circumstances.

SC1940.AP4.1.1. Inthese situations, the departing or "losing” supervisor (or rating
official, if different) shall assess employee performance and contribution in accordance
with SC1940 and shall recommend a rating of record, share assignment, and payout
distribution. This recommendation will go to the pay pool panel to which the employee
isassigned at the close of the appraisal period for reconciliation. The "new" supervisor
(or rating official, if different) may add comments to the record in support of, or in
disagreement with, the recommended rating of record for consideration by the pay pool
panel.

SC1940.AP4.1.2. The period of time between the date of the event that triggered the
early annual recommended rating of record and the normal end of the rating cycle shall
be carried forward into the next appraisal period. For instance, an employee is promoted
60 days before the end of the regular appraisal period. The supervisor shall prepare an
early annual recommended rating of record as of that date which, when reviewed,
reconciled, and approved by the pay pool panel, shall be the employee’ s rating of record.
The 60 days that were not covered or rated by the early recommended rating of record
shall be appended to the new performance year, making it 14 monthsin length, and shall
be assessed and rated at the normal end of the new appraisal period.

SC1940.AP4.2. Special Purpose Rating of Record. The special purpose rating may only
be applied in the case of an employee with aLevel 1 rating of record who exhibits
significant and sustained improvement (not less than 90 days) in his or her performance
that equatesto Level 2 performance or higher. A special purpose rating of record may be
assigned during the appraisal period in addition to the regularly completed rating of
record.

SC1940.AP4.2.1. The assignment of a special purpose rating of record has no impact
on pay, retroactive or prospective. To the extent practicable, specia purpose ratings, like
end-of-year ratings, are subject to the same pay pool panel process as are end-of-year
ratings. A consistent approach in performance assessment and employee ratingsis
critical to the credibility and transparency of the pay-for-performance system.

SC1940.AP4.2.2. At aminimum, the pay pool panel must be convened and consider
the appropriateness and validity of the special purpose rating.

6/10/08 39 SUBCHAPTER 1940



	 Table SC1940-2. Contributing Factors Descriptors….……………………………...18
	Table SC1940-2. Contributing Factor Descriptors
	Table SC1940-3.  Converting Average Adjusted Rating to Rating of Record

