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1.   Prorating of Employee Payouts:  The Department of the Army has elected to exercise its discretion to require prorating of pay pool payouts in situations where employees have worked fewer hours than the number ordinarily contained in a twelve month rating cycle.  In accordance with Army NSPS Policy (AP-SC 1930.9.6.2.2, and Appendix 2), an employee’s performance-based pay pool payout is to be prorated if the employee does not meet a specified threshold number of hours worked.  In determining the number of hours worked pay pool managers must take into account certain types of Leave Without Pay (LWOP), Part Time and Intermittent Employment, and/or entry into an NSPS position from a non-NSPS position.  “Hours worked” will, however, include hours in an approved paid leave status (annual, sick, holiday, etc.).
a)  For the standard annual NSPS performance cycle (1 October to 30 September), employees who are subject to prorating will have their performance payout prorated as follows:
	Hours Worked
	NSPS Entry on or before*
	% of Payout

	1561 – 2087
	1 Jan 2009
	100%

	1041 – 1560
	31 Mar 2009
	75%

	520 - 1040
	1 Jul 2009
	50%


b)  For a shortened performance cycle resulting from conversion of Spiral 23E, employees eligible for a payout who accumulate fewer than the maximum number of hours worked should be prorated as follows:

	Hours Worked
	NSPS Entry on or before*
	% of Payout

	>1308
	25 Feb 2009
	100%

	872-1308
	12 May 2009
	75%

	520-871
	3 Jul 2009
	50%


* Dates have been added for convenience on the tables above to reflect entry on duty dates for employees joining NSPS and working full time.  If the entry on duty or move into an NSPS position is close to the indicated date, actual hours worked should be calculated.  Additionally, actual hours worked should be calculated if there has been significant LWOP, or part time/intermittent employment.  
c)  Employees covered under the following circumstances will not have their payout prorated:
· Employees who move from one NSPS position or pay pool to another (and whose total time in NSPS during the rating cycle is above the threshold where prorating would be applied)
· Employees on LWOP to perform uniformed service
· Employees on LWOP as a result of a work-related injury 
· Employees with approved absences from their permanent positions to perform service in support of a military contingency or emergency operation
· Employees who are temporarily assigned to a non-NSPS position

· Employees who are assigned to long-term training
· Employees who are on extended, approved paid leave 
d)  In some cases, both the salary increase and bonus portions of the payout are prorated; in others, just the bonus portion, as reflected on the table below (summarized from Army NSPS Policy, Appendix 2):  
	Condition
	Prorate Sal Incr
	Prorate Bonus

	LWOP (over 90 days)
	Yes
	Yes

	Part-time employment (less than 32 hours/week)
	No
	Yes

	Intermittent employment
	No
	Yes

	Movement to NSPS position from non-NSPS position
	Yes
	Yes


2.  Abbreviated Appraisal Periods: The Army prorating policy reflects limitations on the amount of time certain employees are able to contribute in a given rating cycle.  Therefore, rating officials need to consider the length of the performance period when developing job objectives for employees who are subject to prorating. NSPS job objectives should reflect only that portion of a major performance expectation that can be accomplished within the time remaining in an employee’s appraisal period.  
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