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SAMPLE FORMAT FOR APPOINTING PAY POOL ADMINISTRATOR
[Note:  This memorandum may be adapted for use in appointing 
sub pay pool administrators]
MEMORANDUM FOR [fill in]
SUBJECT:  NSPS Pay Pool Administrator [or Sub Pay Pool Administrator] – Appointment to Pay Pool  [insert Pay Pool name and ID Number] 
1. Reference:  

     a. 5 CFR, Part 9901 DoD NSPS, Performance Based Pay

     b. DoD 1400.25-M, Subchapter 1940, Performance Management, December 1, 2008

     c. DoD 1400.25-M, Subchapter 1930, Performance-Based Pay, December 1, 2008

     d. Army NSPS Policy, AP-SC 1940.11
2.  I certify that you meet the qualifications and certification requirements (Encl 1) to serve as a Pay Pool Administrator.  In accordance with the above references, you are appointed as a Pay Pool Administrator for the subject pay pool consisting of [specify type of civilians, e.g., non-bargaining unit, supervisory, nonsupervisory, engineers, budget analysts, scientists or other describing feature] civilians within the [insert organization name and location].  
3.  As pay pool administrator, you are required to abide by the provisions listed in paragraph 1, supplemental Army policy/guides, and the business rules established for this pay pool.  

Enclosure 2 contains specific information regarding pay pool administrator responsibilities.  In executing your responsibilities, you may not participate in pay pool panel deliberations that directly impact your performance rating or pay.
4.  This appointment is contingent upon completing the enclosed Nondisclosure Statement (Encl 3).  Once signed, your appointment is effective immediately and will remain in effect for the year of execution or until reassignment from your current position, whichever occurs first.
3 Encls                                                                               [Signature of Pay Pool Manager]
                                                                                           [Name of Pay Pool Manager]

                                                                                             Pay Pool Manager

CF:
Servicing CPAC
Pay Pool Administrator
 Department of Army NSPS Policy
Appendix 3 

Rating Official AND Pay Pool Official Qualification/Certification Requirements
Rating Official.  Managers and supervisors (including military supervisors) must complete the NSPS HR Elements/Performance Management for Supervisors Course (alternate title: Army NSPS Supervisors Course), or the Executive Leadership Course to be designated as a Rating Official under NSPS.  A copy of the certificate of course completion must be provided to the Pay Pool Manager (PPM) for documentation and record.

Sustainment Training:  In the post conversion environment, NSPS sustainment training will be offered for new supervisors. Managers and supervisors (including military supervisors) must complete the NSPS HR Elements/Performance Management for Supervisors Course (alternate title: Army NSPS Supervisors Course), or the Executive Leadership Course. A copy of the certificate of course completion must be provided to the Pay Pool Manager for documentation and record. 
Pay Pool Managers.  Pay Pool Panel Participants and Pay Pool Managers must complete the NSPS Pay Pool Management course in addition to the NSPS HR Elements/Performance Management for Supervisors Course (alternate title: Army NSPS Supervisors Course), or the Executive Leadership Course. A copy of the course completion certificate must be provided to the higher-level Pay Pool Manager (for sub pay pools) or the Performance Review Authority (PRA) for documentation and record. 
The Pay Pool Manager will ensure that each rating official and pay pool panel member in his/her pay pool meets all of the Army qualification/certification requirements necessary to participate in the pay pool process. The Pay Pool Manager may withdraw supervisors’ authority to rate employees for the following reasons and/or as determined by the Performance Review Authority Chair:
-Failure of a rating official to set performance expectations for assigned employees in compliance with local pay pool policies and procedures
-Failure of a rating official to conduct appropriate mid-cycle performance reviews with assigned employees 
-Failure of a rating official to distinguish levels of performance for assigned employees in documentation provided to pay pool for review during annual review process, or
 -Failure to complete required training
-Other reasons appropriate to compliance with NSPS performance management rules,

regulations, implementing issuances or to the effective management of performance

under NSPS
The Performance Review Authority will certify in writing that each Pay Pool Manager
meets the Army qualification/certification requirements. A copy of the certification is

provided to the Pay Pool Manager and the servicing Civilian Personnel Advisory Center.
Enclosure 1
RESPONSIBILITES OF PAY POOL ADMINISTRATORS

Pay Pool Administrators.  The pay pool administrator provides administrative and technical support to the pay pool manager and panel.  The primary duties of the pay pool administrator are to:

· Prepare the necessary documentation as requested by the Pay Pool Manager to facilitate panel deliberations.  Such materials may include: electronic or paper copies of performance plans and recommended ratings and assessments from the employee, rating official, and higher level reviewer; copies of the performance indicators and contributing factors; copies of current pay bands; list of promotions and reassignments that occurred during the cycle; identification of employees and documentation of early annual ratings, closeout assessments, transfers from other pay pools, etc.
· Distributes and collects nondisclosure statements from pay pool members. 

· Maintains appropriate certification records.
· Schedule pay pool panel meeting rooms and ensure availability of telephone, computer, and other equipment necessary for pay pool panel deliberations.

· Maintain the pay pool identifier, pay pool roles, and pay pool membership in the Defense Civilian Personnel Data System (DCPDS).

· Extract appraisal information from the Performance Appraisal Application (PAA) (or other sources when appropriate); securely store and make this information available for the panel’s use.

· Populate the Compensation Workbench (CWB) tool with data from DCPDS and the PAA.

· Identify specially situated employees and make initial determinations pertaining to rating and payout eligibility.  This includes employees who are subject to prorating, employees who are separating, employees on LWOP or working part time, new employees or others who do not meet minimum period of service to qualify for a rating, etc.  Adjust CWB accordingly.

· Operate automated tools during panel meetings to provide data for the panel’s use, to include updating the CWB with rating, share assignment, and payout distribution decisions.  Track and document the changes made for subsequent notification to rating officials.

· Extract rating, shares, and payout data from the CWB tool after ratings, shares, and payouts have been finalized during the pay pool panel meeting; upload this data to DCPDS, correct errors, and finalize appraisals.

· Work with CPAC as needed to process payout actions.
· Stay up to date and provide advice to the Pay Pool Manager and panel concerning DoD, DA, and local business rules governing NSPS performance and pay pool management.

                                                                                                                   Enclosure 2
Department of Army NSPS Policy

Appendix 4 

Pay Pool

NONDISCLOSURE AGREEMENT

As a pay pool panel member, manager, administrator, or observer, I participate in, or am privy to, decisions related to pay pool administration, as well as the final rating and assignment of performance shares through the pay pool process.  I understand that pay pool process information (whether written or oral) is confidential, is for official use only (FOUO), and may consist of personal information protected by the Privacy Act.  (See AP-SC 1940.11.2 for additional guidance)

Pay pool process information includes information related to pay pool discussions and deliberations; funding determinations; recommended and final ratings; recommended and final numbers of shares; recommended and final performance payout amounts; and recommended and final distribution of performance payouts between salary increases and bonuses.  Pay pool process information also includes information related to the administrative reconsideration of a rating.

I agree not to disclose pay pool process information to persons other than a pay pool panel member, the pay pool administrator, the performance review authority, and consultants, except as specifically authorized or required by DoD NSPS Implementing Issuances (DoD 1400.25-M), Army NSPS policy, or applicable regulation or statute.  I understand that, if I have questions about my obligations pursuant to this Nondisclosure Agreement, I may contact the servicing legal office prior to releasing such information.

I understand that violation of this Nondisclosure Agreement may subject me to disciplinary action, discharge and/or to the civil and criminal penalties of the Privacy Act.

_____________________________

__________________________

Signature





Date

____________________________                    

Printed Name






Enclosure 3
