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1.  NSPS Implementing Issuances (SC1940.11.3) require that a notice to employees be issued concerning pay pools – preferably during the first 90 days of the performance cycle, but no later than 90 days before the end of the cycle (i.e., before 3 Jul 2009).  
2.  General Pay Pool Notices provide information describing the composition and membership of the pay pool, the identity of pay pool officials, their roles and responsibilities, employee responsibilities, and general business rules.  A sample General Pay Pool Notice is embedded in this document and will also be available from the Pay Pool Management link on the CPOL NSPS web page.  
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3. We do not have final guidance on pay pool funding at this time; therefore, we can only provide an estimate in the notice, with the proviso that it is subject to change.  The NSPS Program Executive Office and HQ, Department of Army is developing funding guidance for this performance cycle, and we will pass that along as it becomes available.  The sample notice contains recommended language that addresses funding levels.  
4.  For questions or further assistance, please contact Greg Wert (703) 325-1840, email greg.wert1@us.army.mil, or Daniel Hester (703) 325-1124, email Daniel.hester@us.army.mil. 
Lee Ann Eudaily
Program Manager, NSPS

HQDA, Asst G-1 for Civilian Personnel
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SAMPLE GENERAL NOTICE for PAY POOLS 

Following is a sample Pay Pool Notice to Employees.  The sample provides a framework upon which you may build your own notice.  Modifications may be made, but must be consistent with DoD and Army NSPS Issuances and Instructions.   Your notice should carefully consider the DoD NSPS Implementing Issuances, Army NSPS Policy , desired business rules and any associated stipulations that you may wish to communicate to your workforce.  

The minimum information disclosure requirements for NSPS Pay Pools are described in DoD 1400-25-M, SC 1940.11.3.  The following example includes the minimum information as well as optional information.  Information that is discretionary or that requires a decision or insertion of text has been highlighted.  

DoD NSPS Implementing Issuances


DoD 1400.25-M  SC1940.11.3.  Notice to Employees  




SC1940.11.3.1.  To the extent that the information does not compromise the procedural neutrality or the confidentiality of participants (e.g., employees, rating officials, reviewers, etc.), the following information will 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., NSPS workforce covered by that pay pool) will be advised of:



SC1940.11.3.1.1.  Roles and responsibilities of the Performance Review 

Authority (PRA), the pay pool manager, and the pay pool panel;





SC1940.11.3.1.2.  Identity or membership of the PRA, the pay pool 


manager, and the pay pool panel;

SC1940.11.3.1.3.  Pay pool composition (organizations, functions, etc. 


that describe the makeup of the pay pool);





SC1940.11.3.1.4.  General pay pool policies; 




      SC1940.11.3.1.5.  Factors that may be considered in making specific share assignments and allocations between base salary and bonus.

SAMPLE  -  PAY POOL NOTICE TO EMPLOYEES 

MEMORANDUM FOR _____

SUBJECT:  General Notice – Pay for Performance Evaluation Process – Rating Period Ending September 30, 2009

1.  The Department of Defense (DoD) National Security Personnel System (NSPS) uses a pay pool concept to distribute pay based on performance.  The information in this memo describes the composition of the pay pool to which you are assigned; the identity of the pay pool officials and their roles and responsibilities; and your role and responsibility in the pay pool process.  This is for the rating cycle ending on September 30, 2009.  In this notice, we have identified pay pool officials (e.g., pay pool manager, pay pool panel) by (name and by) position.  If, during the appraisal period, a job change occurs, the new incumbent of the identified position will assume the role identified in this notice.  Please ask (e.g., your supervisor, Pay Pool Administrator, other POC)  if you are unsure, at any time,  who is serving as your pay pool manager or panel members.     


2.  Pay Pool Name and ID.  You are a member of the (provide clear text name for Pay Pool, e.g., NWCPOC) pay pool.  The Pay Pool identification number for this pay pool is  (10 character Pay Pool ID, e.g., AR3W6D817A).     (If you are using sub pay pools, the sub pay pool information should be included here as well as the main pay pool information.) 


3.  Pay Pool Composition.  This pay pool is comprised of (provide narrative description of pay pool, e.g., all the nonsupervisory, nonbargaining unit employees in the Northwest Civilian Personnel Operations Center (CPOC) (UIC W#####).

4.  Pay Pool Officials.  Your Pay Pool is operated and overseen by a Performance Review Authority, the Pay Pool Manager, and the Pay Pool Panel.  The officials associated with your pay pool are:


a.  Performance Review Authority:  (indicate the title (and name) of the person(s) that comprise the Performance Review Authority, e.g., the Assistant G-1 for Civilian Personnel).  


b. Pay Pool Manager:  (provide organizational title (and name), e.g., CHR Director, Northwest Region, CHRA). 


c.  Pay Pool Panel:  (Provide organizational titles (and names), e.g.,

 -CHR Director, Northwest Region, CHRA; 

           - Director, Northwest CPOC;

           - Deputy Director, Northwest CPOC; 

           - Customer Focused Division A Chief 

           - Customer Focused Division B Chief; and the  

           - IT Division Chief, Northwest CPOC.)

5.  Roles and Responsibilities of Pay Pool Members:


a. Employee Responsibilities:  You are responsible for providing your supervisor (rating official) with a self-assessment describing your accomplishments during the rating cycle by the date(s) specified by the rater.  Although this is optional it is highly recommended.  It should show how you met or exceeded your job objectives and how your accomplishments have contributed to meeting your organization’s mission.  Your self-assessment and your supervisor’s assessment will be evaluated against the performance indicators and contributing factor benchmarks appropriate for your position, so it is recommended that you review those documents when preparing your self-assessment.  Your self-assessment should be provided using the NSPS Performance Appraisal Application (PAA) which is accessible through My Biz in the CPOL portal (www.cpol.army.mil).  To facilitate summarizing this information at the end of the rating cycle, you are encouraged to document accomplishments relative to your job objectives as they occur rather than waiting until the end of the performance cycle.  Unlike earlier versions of the PAA, the current version of the PAA requires that you provide your assessment for each job objective individually (rather than in one long text block).  

b.  Rater Responsibilities:  Raters are responsible for:


(i) Ensuring all employees covered by NSPS are provided performance objectives within 30 days of the beginning of the performance period, entrance of duty of a new employee, or a change in position as appropriate;  

(ii) Providing subordinate employees with regular performance feedback and at least one interim review during the performance cycle;


(iii) Requesting employee self assessments at the conclusion of the rating cycle;

(iv) Completing preliminary performance rating, share assignment, and payout distribution recommendations; and

(v) Forwarding these recommendations to higher level reviewers for review, concurrence, and submission to the sub pay pool panel or pay pool panel NLT (Date), or the date specified by the higher level reviewer. 

(vi) Employees on temporary assignment from another NSPS position will be assigned a recommended rating of record by the supervisor/rating official of the permanent position ( DoD 1400.25-M, Subchapter SC1940.12.1).


c. Higher Level Reviewer Responsibilities:  Higher Level Reviewers (HLR) are responsible for:


(i) Reviewing supervisor assessments of the individual performance and contributions of ratees from the broader perspective of overall mission accomplishment;


(ii) Reviewing the preliminary performance appraisals submitted by subordinate supervisors to ensure consistency, accuracy, and completeness during the period (Dates);


(iii) Discussing disapproved recommended ratings, share assignments, and payout distributions with the subordinate rater(s) in an attempt to resolve disagreement with initial recommendations – if the disagreement cannot be resolved, the higher level reviewer directs changes to recommended ratings, shares, payout distribution, and/or rater comments; and


(iv) Forwarding all preliminary performance appraisals to the respective sub pay pool / pay pool panel no later than (Date), or the date specified by the Pay Pool Manager (PPM).

d. Sub Pay Pool / Pay Pool Panel Responsibilities:  

(i) Prior to (Date), the Sub Pay Pool / Pay Pool Panel will convene to review and discuss recommended ratings, share assignments, and payout distributions.  Using these discussions to attempt to reach panel consensus, the final ratings of record, share assignments and payout distribution will be determined.  

(ii) If recommended ratings are changed by the panel, the new recommended rating will be communicated back to the rating official along with the rationale for the change(s).  The rating official will then be afforded the opportunity to provide further justification before the change(s) become final.  The pay pool panel should make adjustments which, in the panel’s view, would result in equity and consistency across the pay pool.  

(iii) In those instances where panel members cannot reach consensus or where necessary to ensure meaningful performance distinctions or consistency of application of rating levels, share assignments, and payout distribution across the pay pool, the pay pool manager will make the final decision.   

e. Pay Pool Manager (PPM) Responsibilities:  The PPM will provide oversight of the performance management and pay pool panel by ensuring that: 

(i) Supervisors and management officials tasked with recommending a rating, share assignment, and payout distribution for review at the pay pool panel have been adequately trained; 

(ii) Rating officials comply with timely issuance of interim reviews, closeout assessments, early annual recommended ratings, and recommended ratings, share assignments, and payout distribution; 

(iii) Pay pool panels are convened in a timely manner to meet payout timelines;

(iv) Procedures and policies are exercised in  a consistent manner throughout the pay pool process and comply with merit system principles; and 

(v) Pay pool funds are distributed in compliance with DoD, Army, and Performance Review Authority financial management policies and based on employee performance and contributions.  The PPM is the final approval authority for ratings of record within the pay pool.  


f. Pay Pool Administrator:  

(i) Creates the Pay Pool Identifier, maintains pay pool membership, and identifies pay pool officials within the HR system (Defense Civilian Personnel Data System (DCPDS));   


(ii) Prepares for and assists in pay pool panel meetings by updating pay pool recommendations in the Compensation Workbench automated tool and providing assessment information from the Performance Appraisal Application for panel use; and   

(iii) Distributes final rating and payout results to supervisors NLT (Date).  


g. Performance Review Authority (PRA):  The PRA oversees the operation of one or more pay pools ensuring procedural and funding consistency among pay pools under its authority.  The PRA:


(i) Provides guidance to pay pool managers; 

(ii) Oversees composition of pay pools; 

(iii) Manages the civilian pay-for-performance budget, discretionary performance payout fund, and pay-for-performance reserve fund; 

(iv) Monitors and adjusts pay pool fund distribution; 

(v) Oversees publication of any notices to employees; and 

(vi) Decides second level challenges to ratings of record.

6.  Pay Pool Funding:    The funding for this pay pool is comprised of money to be paid out as an increase to base salary and money to be paid out as a performance bonuses.  Funding levels for the (pay pool name, e.g., NWCPOC Pay Pool) for the performance cycle ending September 30, 2009 have not yet been finalized; I will notify you of our anticipated funding levels as soon as this information is available.  In any event, Army must certify that, in the aggregate, the amount paid out for compensation has not been less than the amount that would have been paid out for employees had they not converted into NSPS.  

I anticipate that this year’s funding will be similar to the following – but the actual amounts are not known at this time and are subject to change: 

a. Funding for Performance Based Salary Increases:  Last cycle, Army in the aggregate had to meet a floor of 2.26% for funding element 1, plus an additional 1.16% (representing 40% of the General Pay Increase) was added in for funding element 2, for a total of 3.42% for salary increases, calculated using the base salaries of covered employees on the last day of the rating cycle.   

b. Funding for Performance Based Pay Pool Bonuses:  x% of the aggregate base salaries of covered employees as calculated on the last day of the rating cycle.


7.  Discretionary Performance Pay:  Discretionary pay for Extraordinary Performance Recognition (EPR) and/or Organizational Achievement Recognition (OAR) awards will / will not be funded for this performance cycle.

a.  Extraordinary Performance Recognition (EPR):  EPR awards are paid in addition to the pay pool payout.  They are awarded to recognize exceptionally high performance for which the pay pool payout is not adequate recognition.  To be eligible for an EPR, an employee must have received a Level 5 performance rating.  

i. The PRA is the only official who may approve EPRs for employees.  EPR nominations will be submitted to the pay pool panel for review and recommendation to the PRA.  


b.  Organizational Achievement Recognition (OAR):   OARs are paid out to eligible members in a particular organization in addition to the pay pool payout.  Pay pool members must receive a Level 3 rating or higher to be eligible for an OAR.  The OAR will be awarded based on accomplishment of the following organizational objective:  (state organizational objective).  Funding applied to the OAR will be distributed based on rating and share assignments determined under the pay pool process.

8.  Share Assignments:  The only factors that may be used in determining share assignments are complexity of the work, level of responsibility, compensation (e.g., recent salary increases, current salary in relation to control points or pay band maximum, current salary in relation to labor market), overall contribution to the mission of the organization, organizational success, and raw performance scores [5 CFR, 9901.342 (f)(2)]  (This portion of the document should reflect the methodology that your pay pool will use. For example, this pay pool will award shares within the share range for each eligible rating level based on the unrounded sum of the adjusted weighted job objective ratings.)  

9.  Pay Pool Payout: 

a.  Compensation received during the rating cycle for promotions, reassignments, or incentive awards, may be considered in making payout allocations from pay pool funds (that is, deciding how much of payout will be awarded as an increase to base salary versus bonus).

b.  Employees who are no longer covered by NSPS at the time of the January 2010 payout are not entitled to a performance-based payout. 


c.  In accordance with Army NSPS Policy AP-SC 1930.9.6.2.2 and Appendix 2, the payouts of employees who are absent due to leave without pay (excluding those on leave without pay to perform military service), part time or intermittent employment, and/or entry into an NSPS position from a non-NSPS position during the rating cycle will be pro-rated as shown below.  In the case of part-time or intermittent employment, only the bonus portion of the payout will be prorated since base pay increases for these employees are automatically prorated based on the number of hours they work.  (use the appropriate table depending on your rating cycle start date)

Full cycle (rating cycle started 1 Oct 2008):


		Hours Worked

		% of Payout



		1561 – 2087

		100%



		1041 – 1560

		75%



		520 - 1040

		50%





Rating cycle started 7 Dec 2008 (Spiral 23E):


		Hours Worked

		% of Payout



		> 1433

		100%



		956 – 1433

		75%



		< 956

		50%





10.  Employee Notification of Rating of Record and Payout:  Employees will NOT be notified of their rating, share assignment, or payout distribution until completion of the pay pool panel process and final approval of ratings of record by the pay pool manager.  The rating official shall only communicate the final rating of record, share assignment, and payout distribution awarded to the employee and such notification will only be after the pay pool manager’s approval prior to the actual payout.  Raters will conduct final appraisal conversations with employees during the period (Indicate from and to dates).  

11.  Unacceptable ratings will be coordinated with the servicing Civilian Personnel Advisory Center (CPAC) for appropriate follow on action.


12.  Reconsideration Process:  Employees dissatisfied with the results of their performance appraisal may request reconsideration in accordance with the procedures outlined in DoD 1400.25-M, Subchapter 1940.13 and Army NSPS Policy, AP-SC 1940.13.  The Pay Pool POC for information on the reconsideration process is:  (provide name and contact information; this person may be the Pay Pool Administrator, Pay Pool Manager, or other designated individual). 

13.  Point of Contact for this memorandum is (name and contact information - telephone number and e-mail address).  General questions concerning pay for performance should be directed to (POC Name and contact information.  This POC might be the Pay Pool Administrator, NSPS POC, Other designated individual).

 




PAY POOL MANAGER OR







PERFORMANCE REVIEW AUTHORITY 

                                                      Signature Block 
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