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	New version for rating cycle ending 30 Sep 2009
	This guide will be updated as needed to reflect new tools, revised policies, etc.  When viewed on-line, table of contents entries and links in this guide are active and can be accessed by using Ctrl-Click.  
If you have recommendations for changes or improvements to this guide, please contact greg.wert1@us.army.mil or Daniel.hester@us.army.mil (AG-1 CP HR Program Development Division).


	Citations to NSPS regulations and implementing issuances 
	The NSPS regulations refers to Title 5, Code of Federal Regulations (CFR), Part 9901 (5 CFR 9901) published in the Federal Register on September 26, 2008 and effective on November 25, 2008.  In this guide, regulatory citations show as “5 CFR 9901.xxx” (e.g., 5 CFR 9901.407).  
The NSPS Implementing Issuances refers to DoD 1400.25M dated 12/1/08.  In this guide, Implementing Issuance citations show as “SC 19xx” (e.g., SC 1940.9.3).
See the Regulations button of the Army NSPS website on CPOL for copies of these regulations and issuances. 


	Changes in this version
	The following significant changes are reflected in this version of this guide.  All changed text (other than this section) is presented in red type.

· Updated Manage Pay Pool ID user guide (see Create Pay Pool ID, identify pay pool officials, update employee records, p. 9)

· Alternate pay pool administrators and sub pay pool administrators and alternates (see Pay pool administrator roles in DCPDS, p. 9).
· Pay pool funding (see Pay pool funding levels, p. 12).
· Rate range adjustments (see Pay pool funding levels, p. 12).

· Retention of recommended ratings (see Rating official actions, p. 6, and Retention of recommended ratings, p. 14).

· Updated Extract and Upload user guide (see DCPDS extract, p. 14).

· New CWB versions 4.0 and 4.1, and version 4 user guide (see CWB version 4.0 or 4.1 required, p. 15).  
· Updated special situations guidance (see Specially-situated employees, p. 16).

· Payouts for developmental employees are limited to bonus only (see Control points for developmental employees, p. 18)

· Updates to EWB and ECC spreadsheets for assisting in making payout distribution decisions (see Payout distribution options, p. 19)

· Criteria for checking reconsideration statistics added (see Reconsideration statistics, p. 31)

· New PAT version 4 and user guide (see Pay pool analysis tool, p. 32) 


Purpose and Overview
	Purpose
	The purpose of this guide is to provide information to assist Army NSPS organizations with end of cycle pay pool processes.  This guide is specifically for the rating cycle corresponding to Fiscal Year 2009, ending on 30 September 2009, with a rating effective date of 1 Jan 2010 and a payout effective date of 3 Jan 2010.  


	How to use this document
	This guide is arranged sequentially according to the major events that should occur in order to successfully complete end of cycle processes.  These major events are reflected in the table of contents.  Where applicable, each section provides links to additional, more detailed, information, such as guides for using automated tools. 


	Glossary
	Common acronyms used in this guide are listed below:


	Acronym
	Description

	CPOL
	Civilian Personnel Online, civilian personnel website for Army which provides access to various HR applications (cpol.army.mil)

	CWB
	Compensation Workbench, a spreadsheet application used to document pay pool decisions

	DCPDS
	Defense Civilian Personnel Data System, DoD’s primary HR system for civilian employees

	PAA
	Performance Appraisal Application, an automated appraisal system used in NSPS

	PPM
	Pay Pool Manager

	RPA
	Request for Personnel Action, a document used to request a personnel action for an employee (used to generate a Notification of Personnel Action, or Standard Form 50) 


	Updates and related information
	Most of the documents referenced in this guide, as well as other information pertaining to NSPS, are available on the NSPS pages of CPOL.  When changes are posted on CPOL, an email message summarizing the changes is sent to subscribers to the NSPS Updates mailing list in AKO.  Instructions for subscribing to this list are found in the upper right corner of the CPOL NSPS home page, or click here.   


	Collecting lessons learned information
	Army and DoD are always looking for feedback and recommendations that will make NSPS work better, more efficiently and more effectively.  Toward that end, organizations should anticipate being asked for lessons learned at the conclusion of the end of cycle processes; keep track of things that worked and areas that need improvement.


Major Changes for this Cycle

	New this year
	This section lists the most significant changes to NSPS that will be effective this rating cycle as a result of changed regulations or policies, or changes to automated tools and processes.  


	Regulatory and policy changes
	· Minimum period of time to be eligible for a rating:  The minimum period of time under an approved NSPS performance plan to be eligible for a rating is 90 days (no change), but now periods of leave (paid or unpaid) cannot be counted toward meeting that 90-day period (5 CFR 9901.407) (see Eligibility for rating, p. 4).
· Retention of recommended ratings:  The Privacy Act requires that copies of recommended ratings be retained.  This affects both the rating official’s original recommendation and changes resulting from pay pool panel actions.  See Rating official actions, p. 6, and Retention of recommended ratings, p. 14.
· A revised Army NSPS Policy document was issued in May 2009.  The new policy document supersedes the Army Interim NSPS Policy and Army Interim NSPS Instruction documents from May 2007.   Very few changes have been made that directly affect pay pool policies and processes; one such change pertains to higher level reviewers (AP-SC 1940.9.3.4) (see Higher level review, p. 6).
· Rate range adjustments:  All NSPS employees whose rating of record for this cycle is level 2 or higher, as well as NSPS employees who are not eligible for a rating, will receive 100% of the general pay increase given to General Schedule employees in January 2010.  None of the general pay increase will be used toward pay pool funding (element 2).  See Pay pool funding levels, p. 12.


	Systems (tools) changes
	The following system changes have been made and are referenced in this document: 


	Change
	See

	Separate assessment blocks for each job objective in the Performance Appraisal Application (PAA)  
	See Assessment by objective, p. 4

	Guest participants  (guest raters and guest reviewers) and trusted agents in the PAA
	See Trusted agents and guest participants, p. 5

	Additional pay pool administrators and new sub pay pool administrator roles
	See Pay pool administrator roles in DCPDS,  p. 8

	Scheduled systems maintenance activities
	See System access, p. 9

	New version of CWB
	See CWB version 4.0 or 4.1 required, p. 16

	Updated specially situated employee documentation
	See Specially-situated employees, p. 17


	Updated EWB and ECC tools for assisting in payout distribution decisions
	See Payout distribution options, p. 20

	Transfer of appraisals between DoD components
	See Movement between components, p. 23

	Updated Pay Pool Analysis Tool (PAT) 
	See Pay pool analysis tool, p. 32


Employee and Rating Official Actions
	Overview
	This section discusses the processes that occur prior to pay pool panel meetings, including the following:
· Employee self-assessment.

· Recommended rating, supervisory assessment, and set up of new performance plans by the rating official.

· Higher level review of the recommended rating.


	Eligibility for rating 
	NSPS regulations state that periods when an employee is in a leave status cannot be counted toward meeting the minimum 90 calendar day period of performance under NSPS approved performance plan(s).   See NSPS Perf Mgmt Bulletin:  Minimum Period of Performance (under the Bulletins button on the NSPS pages of CPOL) which provides more information.


	Assessment by objective
	The current version of the Performance Appraisal Application (PAA version 3) now uses an assessment-by-objective approach for employee and rating official assessments.  Unlike prior versions, assessments are provided for each job objective individually, rather than having one long text block for assessments.  This helps to insure that employees and rating officials address each job objective individually, and that the pay pool panel can more readily identify what assessment language applies to which job objective.  
Assessment text for each job objective can be up to 2,000 characters for both employee and rating official assessments.  The same structure and size is applicable to all performance management events in the PAA, i.e., interim reviews, closeout assessments, and annual assessments.


	Guides for using the PAA and writing assessments
	A step-by-step (illustrated) guide to completing annual appraisals in the PAA is available (it also covers early annual appraisals).  Various other guides (e.g., “How Do I” guides for employees, rating officials, and higher level reviewers) are also available by navigating to the Automated Tools button on the CPOL NSPS website, and scrolling to the section on the Performance Appraisal Application.   

Guidance for employees on writing their self-assessments is available under the Performance Management button on the CPOL NSPS website.  Other resources are available through the NSPS Connect link at the DoD Civilian Personnel Management Service (CPMS) NSPS website, such as the iSuccess training course.


	Trusted agents and guest participants
	The PAA now has trusted agent and guest participant functionality:  

A trusted agent is an employee who has been given the ability to document performance management events in the PAA on behalf of a rating official or higher level reviewer, such as entering dates on performance plans or documenting interim reviews or closeout assessments.  

The guest participant function allows rating officials to invite other parties to provide recommended ratings or feedback relating to an employee’s performance.  The rating official uses this feedback when reviewing an employee’s accomplishments during the rating cycle.  Guest participants are identified as either guest raters or guest reviewers, and the term “guest participant” applies to both functions.

See NSPS Perf Mgmt Bulletin:  Trusted Agents and Guest Participants (under the Bulletins button on the NSPS pages of CPOL) which provides more information about these new functions.


	Rating official actions
	Rating officials need to prepare supervisory assessments of their employees’ performance and enter recommended ratings for each job objective into the PAA.  Rating officials should refer to the appropriate Performance Indicators and Contributing Factor benchmarks when doing this (accessible in the PAA via links within the employee’s appraisal).  Rating officials can also enter their recommendation as to the number of shares and the payout distribution.
· As part of the rating process, AP-SC 1940.5.2.1 requires that rating officials address the employee’s positive support of Army values in the Component Unique tab of the PAA (these remarks are not seen or used by the pay pool panel in evaluating employees).  
· If the employee has any closeout assessments (because of a job change or change in rating official during the cycle), the rating official should consider the closeout assessment(s) when determining the recommended rating.  See the Quick Reference Guide to Interim Review, Closeout Assessments, and Early Annual Recommended Ratings on the CPOL NSPS website for more information.
· Rating officials should make and store a copy of their original recommended ratings prior to making changes directed by the higher level reviewer.  See NSPS Perf Mgmt Bulletin:  Retention of Recommended Ratings (under the Bulletins button on the NSPS pages of CPOL) which provides more information.  
· The rating official then forwards the appraisal(s) (with the recommended ratings) to the higher level reviewer (or documents that higher level reviewer approval has been obtained).    


	Higher level review
	The higher level reviewer is responsible for reviewing the assessments and recommended ratings from subordinate rating official(s), conferring with these subordinates as needed to make sure that the recommendations reflect the employee’s individual contributions to overall mission accomplishment.  When satisfied with the recommendations, they are submitted to the pay pool manager.  

Per AP-SC 1940.9.3.4, the higher level reviewer may provide bullet comments about the employee’s performance and ability to perform higher-level duties in the Component Unique tab of the PAA (these comments shall not be used to determine or substantiate the performance rating).
NOTE:  Once an appraisal has been submitted to the pay pool manager, the appraisal has the status of “Pending PPM Approval” and no further changes can be made.  Both rating officials and higher level reviewers need to insure that their recommendations and assessments are ready for pay pool panel use before submitting an appraisal to the pay pool manager (although the pay pool manager is shown as the “owner” of these appraisals, he or she does not have direct access to them).  


	Setting up new plans
	During the first 30 days of the new rating cycle, rating officials need to start new performance plans for the next cycle.  Plans can be initiated by either the employee or the rating official.  [The requirement to set up a performance plan within 30 days also applies when employees join the organization at any time of the year.]
A step-by-step (illustrated) guide to setting up a new performance plan in the PAA is available.  


Preliminary Preparation: Things to Do Now

See 

	Timeframes and Deadlines
, pg. 9.  A timeline is a must in order to accomplish many pay pool-related tasks in the allowed time.  It should be created as far ahead of the pay pool panel meetings as possible since the panel meetings tend to fall around the holiday season, and rating officials, higher level reviewers, and panel members need to have dates locked in.
	


	Early annual recommended ratings
	Early annual recommended ratings are given when either an employee is changing jobs or a rating official is moving or separating during the 90 days prior to the end of the rating cycle.  The 90-day window comes into effect on 3 July each year; however, the pay pool manager may allow exceptions to extend this window based on individual circumstances (SC 1940.9.3.2).  See the Quick Reference Guide to Interim Review, Closeout Assessments, and Early Annual Recommended Ratings on the CPOL NSPS website for more information.  


	Pay-affecting personnel actions effective before end of cycle
	Pay-affecting personnel actions (e.g., promotions, reassignments with a pay change, changes to lower band, ACDP increases, etc.) that are effective on or before the last day of the rating cycle (30 Sep) need to be processed in DCPDS (before the pay pool administrator pulls data for the pay pool panel.  Managers need to be aware that, as a general rule, any pay-affecting action needs to be in the HR processing center no later than 4 weeks prior to the end of the rating cycle to ensure the action gets processed in time.  Managers should carefully monitor suspenses for actions that are due prior to the end of the cycle.
Salary information must be correct in DCPDS as of the last day of the rating cycle to ensure that the total base pay, on which pay pool funding is based, is accurate.  Any retroactive personnel action effective before the end of cycle but processed after the pay pool data is pulled will require modification of the CWB with the attendant recalculation of the pay pool fund amount and share value.


	Pay pool administrator training
	There is an on-line training course for pay pool administrators that will assist in familiarizing them with the tools and techniques they will need to follow.  It is strongly recommended that all pay pool administrators take this course.  In addition, some organizations conduct classroom training in these functions.  


	NSPS Pay Pool knowledge center in AKO
	All pay pool administrators should be members of the AKO Knowledge Center “NSPS Pay Pool”.  This AKO group allows the Army NSPS Program Management Office to send messages directly to all pay pool administrators as the need arises during the end of cycle.  Pay pool administrators who are not part of this group should request access via email, specifying your AKO user name (e.g., John.Doe4) and your pay pool role (e.g., Pay Pool Administrator) to greg.wert1@us.army.mil or Daniel.hester@us.army.mil..  Alternate pay pool administrators, sub pay pool administrators and alternate sub pay pool administrators, pay pool and sub pay pool managers and alternates, and NSPS transition managers are also welcome to join.  


	Create Pay Pool ID, identify pay pool officials, update employee records
	In DCPDS, pay pool administrators can create their Pay Pool IDs (PPIDs), identify the pay pool officials (pay pool manager, pay pool administrator, pay pool panel members, alternates, and any sub pay pool officials), and update employee records with the pay pool ID.  Pay pool officials, once identified, should be updated as they change; for instance, if a pay pool manager leaves, that person’s role as pay pool manager should be end dated, and the name of the new pay pool manager entered.  Likewise, pay pool members (employees) should be updated periodically, since access to employee data for many of the DCPDS functions used by pay pool administrators are contingent upon having the pay pool ID in the employee’s record (for example, performance plan status reports are only provided for employees who are part of the administrator’s pay pool in their DCPDS record).  
An updated Manage Pay Pool ID User Guide (Sep 2009) has been issued that covers many of these processes.  Also see the Pay Pool IDs section (all documents) accessible via the Automated Tools button on the CPOL NSPS web pages.


	Pay pool administrator roles in DCPDS
	DCPDS has been modified to allow for more alternate pay pool administrators to be identified.  The prior limitation was one administrator and one alternate per pay pool ID.  In addition, a new sub pay pool administrator role has been created, also allowing for more than one alternate.  
The sub pay pool administrator roles will have most of the same functionality as primary pay pool administrators, the primary difference being that they will only have access to those employee records that are part of that sub pay pool.   Also, only the primary pay pool administrators are able to request and download the extract file used to populate the CWB (see DCPDS extract, p. 13.


Timeframes and Deadlines
	Critical deadlines
	The NSPS performance payout is effective on the first day of the first full pay period in January of each year – 3 January 2010 for this cycle.  In order to process payout actions with that effective date, all rating and payout information must have been uploaded to DCPDS and errors corrected by 11 December 2009.
A second deadline has been established for employees who are getting a payout that is being processed “manually,” that is, outside of the CWB and mass payout processes.  The deadline for submitting Requests for Personnel Actions (RPAs) in these situations is 24 December 2009.  See Calculating salary increases based on modal ratings, p. 24, and Movement between pay pools, p. 25.


	System access 
	Systems used during NSPS pay pool cycles include CPOL and DCPDS.  CPOL provides access to DCPDS, the Employee Data portal, Business Objects, and other applications.  DCPDS includes My Biz, My Workplace, the PAA, and various pay pool administrator applications such as Manage Pay Pool ID, View/Print Employee Appraisal Information, Request CWB Extract File, Appraisal Administration, Load Payout Files, the PAA Correction Process, and others.  
These systems require periodic maintenance when they may not be available.  Pay pools should take this into account when developing calendars for pay pool-related events.  Known maintenance dates are shown below.  These dates are subject to change, and system problems may result in unscheduled down-time for maintenance or repair activities.
CPOL maintenance:  CPOL is normally taken down for maintenance on the third weekend of each month; the maintenance period begins at 2100 hrs on Friday and extends until 1700 hrs on Sunday.  For the next few months, the scheduled weekends are 18-20 Sep, 16-18 Oct, 13-15 Nov, 18-20 Dec, and 22-24 Jan 2010.  
Unless DCPDS is being patched, it can be accessed with the following URL whether CPOL is up or down:  https://compo.dcpds.cpms.osd.mil/ .  

DCPDS patch schedule:  DCPDS is normally taken down briefly each Sunday morning.  In addition, major patches are scheduled for loading on the following dates, which will normally make DCPDS unavailable for the entire day on Sunday:  10 Oct, 1 Nov, 22 Nov, and 13 Dec 2009.


	Rating cycle ending 30 Sep 2009
	A notional timetable for key events in the end of cycle processes for the rating cycle ending on 30 Sep 2009 is presented below.  This is an example only as each pay pool will have its own requirements and unique characteristics.

Each pay pool will need to prepare its own timetable to accomplish the end-of-cycle processes to meet these deadlines.  Some of the factors that need to be considered include:

· The size of the pay pool (affects the time that will be necessary for individual pay pool panel meetings).

· Whether sub pay pools and sub pay pool panels are being used.

· Geographic dispersion of organizational components, rating officials and higher level reviewers, pay pool panel members, etc.

· Complexity of pay pool structures and requirement for some pay pool officials to participate in more than one panel meeting.

· Mission-related requirements. Dates may have to be adjusted to accommodate unique organizational needs.


	Event
	Who
	Date(s)

	End of rating cycle
	N/A (milestone date)
	30 Sep 2009

	Prepare self-assessments
	Employees
	1-9 Oct 2009

	Prepare supervisory assessments and rating, shares, and payout distribution recommendations; obtain higher level review
	Rating officials and higher level reviewers
	10-23 Oct 2009

	Conduct sub pay pool panel meetings (if used)
	Sub pay pool panel members
	26 Oct – 6 Nov 2009

	Conduct pay pool panel meetings
	Pay pool panel members and pay pool manager
	9 Nov – 27 Nov 2009

	Upload rating and payout data to DCPDS; correct rating mismatches in the PAA 
	Pay pool administrator and rating officials
	30 Nov – 11 Dec 2009

	Submit RPAs for manual payout actions
	Pay pool administrator and rating officials
	24 Dec 2009

	Conduct performance appraisal discussions with employees
	Rating officials
	14 Dec 2009 – 2 Jan 2010

	Payout effective date
	N/A (milestone date)
	3 Jan 2010

	Process pay actions
	Processing Centers
	4 – 15 Jan 2010

	Payday including payout
	N/A (milestone date)
	28 Jan 2010


	Calendar
	The calendar below shows the key milestone dates and holidays for this pay pool cycle to assist in preparing your own pay pool timetable.  Although not shown, payouts will be in employee paychecks on 29 January 2010 (the pay day for the pay period 3 to 17 Jan 2010):


	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	27
	28
	29
	30 Sep End
	 1 Oct
	2
	3

	4
	5
	6
	7
	8
	9
	10

	11
	12 Hol
	13
	14
	15
	16
	17

	18
	19
	20
	21
	22
	23
	24

	25
	26
	27
	28
	29
	30
	31 

	1 Nov
	2
	3
	4
	5
	6
	7

	8
	9
	10
	11 Hol
	12
	13
	14

	15
	16
	17
	18
	19
	20
	21

	22
	23
	24
	25
	26 Hol
	27
	28

	29
	30
	1 Dec
	2
	3
	4
	5

	6
	7
	8
	9
	10
	11
	12

	13
	14
	15
	16
	17
	18
	19

	20
	21
	22
	23
	24
	25 Hol
	26

	27
	28
	29
	30
	31
	1 Jan Hol
	2

	3 Eff Dt
	4
	5
	6
	7
	8
	9


Preparation for Pay Pool Panel Meetings
	Recommended rating and higher level review
	Prior to the pay pool administrator pulling data from DCPDS and the PAA for the CWB, rating officials must have completed a recommended rating of record and either transferred the appraisal to the higher level reviewer, or documented in the PAA that this review has occurred.  All appraisals should be in “Pending PPM Approval” status.  The Performance Plan Status Report, accessible to pay pool administrators, can be used to track the status of appraisals (see the “Performance Plan Status Reports” subheading under the automated tools button on the NSPS pages of CPOL).
If an employee is not eligible to receive a rating for this performance cycle (e.g., a new employee who did not have sufficient time under an approved NSPS performance plan), the rating official should not prepare or submit an assessment or recommended rating.  These employees should, however, have your organization’s pay pool ID in their records as long as they were part of the organization 30 September 2009.  


	Pay pool funding levels
	Guidance on pay pool funding levels for this rating cycle has been issued by ASA(FM&C).  However, funding levels should always be treated as being subject to adjustments, and any information about funding levels shared with employees should always be accompanied with a caveat that they are subject to change.  
Funding levels are expressed as percentages of base pay and should be known prior to the start of the pay pool panel meetings since they control the pool fund size and all the payout calculations.  See the Army Pay Pool Funding section of the CPOL NSPS Pay Pool Management web page which will be updated as new guidance becomes available.  Once funding levels have been determined, they are entered onto the CWB (see Funding tab, pg. 17).  Funding guidance for the January 2010 payout is as follows:
· Element 1:  Generally 2.26%.  Funding can be lower than that amount with historical precedent or approved exception; additional funds can be added to that amount, but Element 1 funding cannot exceed 2.5%.

· Element 2:  Will not be used this cycle (element 2 is set to 0% in the CWB and cannot be changed).

· Element 3:  Follow local or command guidance on setting Element 3 funding levels.  


	Pay Pool IDs (PPIDs)
	Pay pool IDs must be updated in all pay pool members’ HR records and must be accurate as of the last day of the rating cycle.  The presence of the pay pool ID governs the selection of records for a given pay pool (records cannot be “manually” added to the CWB), so this must be done prior to the pay pool administrator pulling the extract from DCPDS to populate the CWB.  Identification of pay pool members may require review by others besides the pay pool administrators (e.g., rating officials, pay pool manager, administrative officer, manpower office, etc.).  See the Manage Pay Pool ID User Guide (Sep 2009).  
Also, if PPIDs were entered into records earlier in the cycle (e.g., for a mock pay pool or to pull interim review status reports), pay pool administrators should check to make sure that the PPID is end-dated in the records of any employees who were in the pay pool at that time but have since left.  However, if an employee has moved into a different pay pool, when the new pay pool ID is entered into that employee’s record this process will automatically end date the former pay pool ID.  


	DCPDS extract
	Once the pay pool IDs are in pay pool members’ records, the pay pool administrator runs a process in DCPDS that creates a text file (“extract”) that is imported into the CWB.  See the updated Extract and Upload User Guide (Sep 2009), section on Extract Process.  This process pulls data both from DCPDS (e.g., employee name, base salary), and from the PAA (e.g., job objective ratings, recommended shares, etc.).  Data pulled from DCPDS cannot be changed within the CWB so it must be accurate in DCPDS.  Data from DCPDS reflects records as of the last day of the rating cycle (30 Sep).  Data from the PAA is current as of the day the extract is generated.
Note:  Although extract files can be pulled at any time to begin identifying issues or problems, the final extract for use in populating the CWB that will be used during the pay pool panel meeting should be done as close to the meeting date as possible.  The earliest practical date that pay pool administrators should pull a final extract file is mid-October; this helps to ensure that any personnel actions that were effective on or before 30 Sep would have been processed in DCPDS.  Also, employees, rating officials, and higher level reviewers should have completed their assessments and recommended ratings in the PAA prior to the final extract.  These factors should be taken into account when developing your pay pool timeline.
Note:  You cannot create extract files for individual sub pay pools; one extract file covers a pay pool and any of its sub pay pools.  Sub pay pools can subsequently and easily be identified during the CWB import process.  See Sub pay pool CWBs, pg. 16.


	Obtaining appraisal data for the panel
	The View / Print Employee Appraisal Report generates rating and assessment data for pay pool panel use.  It is available to pay pool administrators, pay pool managers, and their alternates.  See the Employee Appraisal Reports User Guide.  Recommended sections to print for pay pool panel use:

· Relevant Organization Mission / Strategic Goals

· Job objectives

· Employee Self-Assessment for Closeout Assessment

· Rating Official Assessment for Closeout Assessment

· Employee Self-Assessment for Annual Performance Appraisal

· Rating Official Assessment for Annual Performance Appraisal
· Performance Rating, Shares, and Payout Distribution 


	Retention of recommended ratings
	The Privacy Act and Freedom of Information Act require that recommended ratings entered into a system of records need to be retained.  Rating officials should retain a copy of their original recommended ratings and assessments (see Rating official actions, p. 6) and pay pool administrators should generate a copy of all appraisals going into the pay pool panel meetings (using the View/Print Employee Appraisal Info selection on the CIV Pay Pool Administrator menu).  If sub pay pools are used, the same report should be generated and saved after the sub pay pool panel(s) have completed their work.  See NSPS Perf Mgmt Bulletin:  Retention of Recommended Ratings (under the Bulletins button on the NSPS pages of CPOL) which provides more information.  


	Preparation of panel reference materials 
	Each panel should have the following available (as a minimum):

· Populated CWB or equivalent (see next section).
· Hard or electronic copies of appraisals (see above).

· Your Pay Pool Business Rules.
· Nondisclosure agreements for signature by panel participants (August 2007 version).

· Performance Indicators and Contributing Factor Benchmark Descriptors (this document combines the performance indicators and contributing factors by pay band and is therefore easier to use by pay pool panels).

· Job objective rating descriptors, contributing factor descriptors, and converting average adjusted rating to rating of record (this is a one-page reference sheet for panel use).

· 2009 NSPS Pay Schedules and any pay band market ranges applicable to your pay pool (2010 NSPS Pay Schedules when available).

· Contact information (phone numbers and/or e-mail) of rating officials and higher level reviewers.


	Logistics
	Arrangements may need to be made for some or all of the following:
· Meeting room(s) (consider privacy issues).
· Computer and projector.
· Computer(s) or laptop(s) for panel members’ use (with appropriate network access).
· Printer for generating hard copies of appraisals or other documents.

· TDY arrangements and travel orders for panel members.
· Telephone(s) and/or email access.


	Discretionary performance payouts
	If your organization is using Extraordinary Performance Recognition (EPR) and/or Organizational Achievement Recognition (OAR) awards, determine how the recommendations will be submitted. 


Preparing the Compensation Workbench (CWB)
	CWB version 4.0 or 4.1 required
	CWB version 4.0 (Oct 2009) or CWB version 4.1 (30 Oct 2009), must be used for this year’s pay pool panel meetings.  The DCPDS extract process (see DCPDS extract, p. 14) and the upload process (see Upload and Preview, p. 22) are both programmed to work only with the specified current versions of the CWB.  Earlier versions (e.g., those used for mock pay pools) cannot be used.
CWB version 4.1 must be used by pay pools that have employees in the following pay schedules and pay bands:  YG 2, YG 3 or YJ 4.  Pay pools that do not have employees in these pay schedules and pay bands are encouraged to use CWB 4.1 but it is not required.   CWB 4.1 Release Notes provide additional information.  

CWB version 4.1, CWB version 4.0, CWB version 4.0 User Guide, and related documents (advisory and sample data file for testing and training) are available under the Automated Tools button of the NSPS pages on CPOL.
Some of the bigger changes to CWB include:
· Local Market Supplements are displayed (initially using 2009 rates; updates will be provided when next year’s locality rates are published). 

· CWB does calculations for modal ratings.

· When copying and pasting graphs from the CWB, the underlying spreadsheet data will not paste with the chart.

· Capability added to change shares on the Objectives tab.

· When filtering, CWB will show how many records are in the filtered group.

· Wildcards can be labeled, and an additional wildcard column is being added.

· Some changes are being made to the DD Form 2906 Supplement.


	Preparing the CWB
	Shortly before the panel meeting, the CWB needs to be prepared.  This includes populating the spreadsheet using the extract file pulled from DCPDS (see DCPDS extract, pg. 14), completing the funding tab, identifying specially-situated employees, setting up control points (if used), and identifying employees who may require prorating of their payout.  These are discussed briefly below; for more information, see the CWB User Guide (version 4.0).


	Importing records
	The CWB is populated from the extract file created in DCPDS.  Remember, you cannot “manually” add records into the CWB.  All entries must come from the DCPDS extract file, which means that all pay pool members must have the correct pay pool ID in their DCPDS record.  See the Extract and Upload User Guide (new version released Sep 2009).


	Sub pay pool CWBs
	One extract file is created per pay pool, which includes any sub pay pools.  

If sub pay pools are being used, the pay pool administrator will need to make a copy of the CWB for each sub pay pool (naming the copies appropriately) and import only the members of that sub pay pool (pay pool IDs, including sub pay pool IDs, are displayed when importing data to the CWB).  See the CWB User Guide (version 4.0) section on Importing Data into the Spreadsheet.


	Combining sub pay pool CWBs 
	Once sub pay pool panel meetings have been concluded, their updated CWBs need to be provided to the (main) pay pool administrator so they can be combined into one master CWB for the entire pay pool.  This is done using the “Import” function on the “Instructions” tab, and selecting the “Pay Pool Data from Sub Panel Spreadsheets” option.  See the CWB User Guide (version 4.0) section on Importing Data into the Spreadsheet.


	Funding tab
	On the funding tab, set the three funding element percentages assigned to your pay pool, set the “Select Share Value” to the “calculated” option, and set the “Assign Salary Increase” option to either percentage or amount depending on how your pay pool panel is going to work the payout distribution.  See the CWB User Guide (version 4.0) section on Funding Worksheet, and Pay pool funding levels, p. 12. 


	Specially-situated employees
	Specially Situated Employee guidance (Oct 2009) has been updated by the NSPS PEO.  
The CWB requires that employees have been identified as to whether or not their salary is to be included in the pool, whether they are eligible for a rating, and whether they are eligible for a payout.  See the CWB User Guide (version 4.0) section on Pay Pool Panel Worksheet, “Eligibility and Specially Situated Employees (Modal Ratings)”) and the Specially Situated Employee Guidance referenced above, which contains helpful information about how to handle different employee situations within the CWB.  The specially situated employee guidance contains instructions for calculating payouts based on the modal process as well as instructions for submitting manual payout actions.  


	Employee Profile Report
	The Employee Profile Report is used to assist in identifying employees who fall into a variety of special situations.  This report is to be used in conjunction with the specially situated documentation (above).  


	Control points
	If control points are being used, set them by pay schedule-pay band on the Control Points tab, or by individual employee on the Pay Pool Panel tab.  See the CWB User Guide (version 4.0) section on the Control Point Worksheet.


	Control points for developmental employees
	Army NSPS policy prescribes that career interns and developmental employees who are eligible for a performance payout are only eligible to receive a salary increase up to the percentage of Element 2 funding.  Since element 2 funding is 0% this year, payouts for these employees are limited to bonuses only.


	Prorating of individual records
	Prorating is not optional for those employees who fall into one of the covered situations.  See Army NSPS Policy, AP-SC 1930.9.6.2.2 and Appendix 2), and the NSPS Pay Pool Mgmt Bulletin:  Prorating (under the Bulletins button on the NSPS pages of CPOL). 
Army’s prorating scheme reflects prorating at 50% and 75% only, based on hours worked (an employee who works less than the amount shown as the lower bound for 50% prorating would not be eligible for a rating).  These are the only two prorating percentages that should be used (in the CWB).  

If prorating is required, it always applies to bonuses.  It does not apply to salary increases for part time or intermittent employees.  


Pay Pool Panel Meeting

	Panel meeting agenda
	An agenda for the panel meeting should be developed in advance, based on the pay pool’s business rules.  Some suggested items for inclusion on the pay pool panel agenda include:  
· Sign nondisclosure agreements.

· Examine rating patterns by rating official.

· Examine rating patterns for similar jobs (see immediately below).

· Review and consider EPR and OAR recommendations.

· Recuse panel members from final review of ratings by pay pool manager.


	Recommended review steps
	The NSPS Performance Indicators and Contributing Factor Benchmarks are arranged by career groups (one set for technician / support, one set for professional / analytical, and one set for supervisors), and then by pay band.  Therefore, we recommend the pay pool panel review appraisals grouped into these broad categories, possibly further broken down by pay schedule and pay band within those groups.  

There are advantages to doing this, as opposed to a random or alphabetical review.  This may result in more consistent ratings within each group, since the comparison is among similarly-situated employees.


	Sub pay pool panel meetings
	The primary function of the sub pay pool panel is to reconcile the recommended ratings of the members of that sub pay pool.  Other sub pay pool panel functions will depend on the organization’s business rules (e.g., review recommended shares, recommended payout distribution, nominations for EPR and OAR awards, etc.).


	Contact with rating officials
	5 CFR 9901.412 requires that 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 will then be afforded the opportunity to provide further justification before the change(s) becomes final.  The panel will need to determine how, and by whom, this contact will be made.  
If the original rating official is not available to respond to the pay pool panel's request for further justification (has separated, changed jobs, on TDY, etc.), either the new rating official or the higher level reviewer should provide this input.  


	Payout distribution options
	Two automated tools are available to assist pay pools in making payout distribution decisions as an alternative to the default payout split option in the CWB.  These include the Equitable Compensation Curve (ECC) and the Enhanced Workbench (EWB).  They both use data copied from the CWB after the pay pool panel has completed the basic work, and then do payout distribution calculations with parameters supplied by the user.  They, with their respective user guides, can be found on the NSPS pages of CPOL, under the Automated Tools button (“Other Tools” at the bottom of the page); both tools have been updated to work with CWB version 4.0 or 4.1.  


	End result
	The end result of the pay pool panel process and the pay pool manager’s final approval is a completed and accurate CWB (including sub pay pools if used).   The CWB must be validated, and the pay pool manager must certify that the CWB is correct; see the CWB User Guide sections on Validating Data and Certifying Data.  By certifying the CWB, the pay pool manager is attesting to his or her approval of the final ratings and payout information therein.  


	Certification checklist
	The certification process is not a purely ministerial or cursory step.  When the “certify” checkbox on the CWB is checked, and the data is uploaded to DCPDS, payouts, ratings, and other decisions will be entered into employee records and personnel actions initiated that affect employees’ pay.  It is crucial that pay pool managers, with assistance from their administrators, review the panel and pay pool decisions and make sure they are accurately reflected in the CWB before certifying and uploading the data.   Some things to check for:
· Make sure all final ratings reflect the pay pool manager’s final decisions.  

· Share awards:  if you are awarding shares based on raw scores, double-check that share awards have been appropriately adjusted by re-sorting the spreadsheet by raw score.  This is easy to overlook, but errors can cause problems with payouts.
· If prorating is applied to an employee’s salary increase, it must also be applied to his or her bonus. 

· If control points are being used, make sure they are being used consistently across the pay pool.

· Make sure payout distributions are accurate and reflect the pay pool decisions.

· Make sure that the amount allocated in payouts is as close as you can get it to the amount budgeted (without going over), this is for both salary increases and bonuses.


	Changing ratings and assessments in the PAA
	When the pay pool panel or pay pool manager directs a change to a recommended rating, the rating official must modify the performance appraisal in the PAA to reflect the final decisions.  This may also require some re-wording of the supervisory assessment.  

To “unlock” the PAA in order for the rating official to make changes:  
· The Appraisal Administrator has to change the status of an appraisal that needs to be changed to “PPM Returned for Review.”  That “unlocks” the appraisal and allows the RO to make changes.

· Once the changes are made, the RO uses the “Re-submit” button.  That returns the appraisal to “Pending PPM Approval” status.

For more information on the appraisal administrator function, see the Appraisal Administrator User Guide.  


Upload and Preview

	Deadline
	11 December 2009 is the deadline by which rating and payout data from the CWB must be uploaded to DCPDS and errors fixed.


	Upload and preview
	As soon as the pay pool panel is done and the pay pool manager has certified all ratings, shares, and payouts, the pay pool administrator creates an export file from the CWB and uploads it to DCPDS.  This creates a “preview” screen listing all members of the pay pool and showing any error conditions (alert messages).  See the Extract and Upload User Guide (Sep 2009) (sections on Loading NSPS Payout Files, Reconciling Mismatches, and Attachments 2 and 5).  Also, the preview can be “refreshed” periodically to see the progress on correcting errors.  Some errors may require coordination with or assistance from the servicing HR processing center.
The upload and preview is always performed at the pay pool level, not at a sub pay pool level.  If you are using sub pay pools, the CWB data from the sub pay pools must be merged into the main pay pool CWB before exporting and uploading the data.


	Preview naming conventions
	The process of uploading appraisal data into DCPDS and generating the preview screen (with the alert messages) requires a name.  The actual upload and creation of the preview is done by the pay pool administrator, but the finalization process has to be done by HR Processing Centers (see Finalization Process, pg. 29).  Therefore it is crucial that pay pool administrators follow a naming convention when creating the process.  For Army, that convention is:
CWB + (underscore) + Pay Pool ID + (underscore) + date (format 25Nov2009).  Example: 

CWB_SE3W6D2AAB_25Nov2009.

Only one preview per pay pool can reside in DCPDS at a time; if a subsequent preview is uploaded, it will overwrite the first (alternately, existing previews can also be “refreshed” to check on progress of error fixing).  Use the same naming convention but with a different date.  


	CWB changes
	If base data in the CWB has to be changed (e.g., a retroactive salary change effective before the end of the rating cycle), or if a rating is changed or the number of shares awarded is changed, the share value and all payout amounts change.  The pay pool administrator will need to create a new extract from DCPDS for the records that changed and import these individually into the CWB.  See the CWB User Guide (version 4.0) on Importing Data into the Spreadsheet.

For practical purposes, this does not apply if these types of errors or changes are discovered or made after 11 December 2009.  


	Alerts and mismatches
	The most common errors resulting from the upload/preview process are rating mismatches between the PAA and the CWB.  The pay pool administrator needs to unlock the PAA and contact the rating official to make the change(s).  This is done by changing the appraisal status to “PPM Returned for Review.”  After the changes are made, the rating official re-submits the ratings (using the Re-Submit button in the PAA), which changes the appraisal status back to “Pending PPM Approval.”  This is the status that all appraisals should be in prior to the finalization process (see Finalization button, pg. 29). See the Appraisal Administrator User Guide. 
A list of alerts and mismatches is available in Attachment 2 of the Extract and Upload User Guide (Sep 2009).  


	Resolving mismatches
	Rating officials need to resolve mismatches promptly.  Appraisals will not finalize until all mismatches have been corrected.  Reconsideration timelines are affected by this, and the process becomes much more difficult as time goes by and employees and rating officials change jobs, separate, etc.  


	Calculating salary increases based on modal ratings
	Certain employees who were not eligible for a performance rating because they were not under an approved performance plan for at least 90 days are still eligible for a salary increase.  Per NSPS enabling regulations (5 CFR 9901.342(i), (j), (k), (l)), this includes:
· Employees returning after performing honorable service in the uniformed services;

· Employees returning to duty after being in workers’ compensation status;

· Employees in an NSPS position on the date of the payout who did not meet the minimum performance period due to performing activities on official time (union officials), serving on a long-term training assignment, or on approved paid leave; and

· Employees returning from temporary assignments outside of NSPS for which no NSPS performance plan was assigned. 

Salary adjustments for these employees will be made based on the average base salary increase (expressed as a percentage) granted to other employees in the same pay pool who received the same rating as the employee’s last NSPS rating of record or the average base salary increase (expressed as a percentage) granted to employees who received the modal rating for the pay pool, whichever is most advantageous to the employee.  Specially Situated Employee guidance (Oct 2009) provides more details on the calculation process.  


	Movement between pay pools
	Movements between pay pools occurring after the end of the rating cycle but before the payout date need to be tracked carefully and payouts for these employees must be handled manually outside of the CWB and mass payout processes.  See Specially Situated Employee guidance (Oct 2009) for more details on this process.      

The two basic rules:

· The employee's actual location as of 30 September will govern which pay pool the rating is reconciled in.  The losing pay pool determines the final rating. 
· The employee's actual location as of 3 January will govern which pay pool pays the payout.  The gaining pay pool determines the number of shares to be awarded, and its (the gaining pay pool’s) share value is used to calculate the payout and the distribution of the payout between salary increase and bonus.
Contact and coordination among pay pool administrators is crucial during this period to make sure that all employees get their payouts calculated correctly and their payout actions submitted.  The NSPS Pay Pool knowledge center in AKO has a file that helps to identify pay pool administrators based on pay pool IDs.   See Specially-situated employees, p. 17, and NSPS Pay Pool knowledge center in AKO, p. 8.

Gaining pay pools and losing pay pools need to coordinate these actions.  If there are changes required in the appraisal due to pay pool panel or pay pool manager decisions, these must be promptly accomplished by the losing rating official.  Once the appraisal reflects the correct final rating and/or any other changes, the appraisal can be transferred to the employee’s new rating official (by the losing rating official), and the gaining pay pool can update the employee’s Pay Pool ID to reflect the new ID.  This will generate an alert message in the upload preview of the losing pay pool.  All payout actions in these situations have to be submitted manually.  


	Movement between components
	New functionality is being added to DCPDS that moves current performance appraisals between component databases when an employee moves to a different component (e.g., from Army to Navy).  More information will be provided when available.


	Notifying HR Processing Centers 
	Pay pool administrators need to send an email message to their servicing HR Processing Center (below) once they have uploaded their final preview, giving the name of the preview (see Preview naming conventions, pg. 22) and an approximate number of employees in that pool.  If the pay pool crosses HR region lines, the HR region that services the pay pool administrator should be used.  Processing Centers will use these names to double-check progress during the finalization process.  
Korea


cpockor.helpdesk@korea.army.mil 

Northeast

CPOCNERModernHelpdesk@conus.army.mil  
North Central

ROCK-NCCPOC.CWBExtract@conus.army.mil 

South Central

reds.cpocscr.helpdesk@conus.army.mil 

Southwest

rile.SWRHelpDesk@conus.army.mil 

West 


chrwcp.helpdesk@conus.army.mil
Europe


nsps.payout@eur.army.mil 


Performance Appraisal Conversation

	When to conduct
	After ratings are approved by the pay pool manager, but before the payout effective date (3 January 2010), rating officials are expected to conduct a performance appraisal conversation with the employee.  There will be exceptions, e.g., employee or rating official on TDY or use or lose leave, however, rating officials should make every effort to meet this deadline.  As a practical matter, employees will be able to see their annual rating in their record (through My Biz) after the finalization process is run in early January, so an earlier conversation is recommended.


	What to provide
	During the conversation, the rating official:

· Should provide the supplement to the DD Form 2906 (see below).  
· May present overall pay pool statistics so the employee can see where he/she fits.

· May provide information on the reconsideration process (see Processing of Reconsideration Requests, pg. 33).
Note, the appraisal form (DD Form 2906) is a “working copy” and is not final until the finalization process has been run in January and the rating official has documented the date of this conversation and closed the appraisal.  Because of the possibility of mismatches in the working copy version, we recommend that rating officials not provide the working copy to the employee at this time.  Rating officials can, if desired, use the working copy as the basis for their conversation, but a copy should not be given to the employee.


	Supplement to DD Form 2906
	The CWB provides the functionality to “Generate Employee Notices” which include but are not limited to the final rating, number of shares awarded, the value of a share, the amount of the payout, the distribution of the payout, and (optionally) individual job objective ratings.  The pay pool administrator can generate these notices for each rating official separately by filtering on each rating official, generating the sheets for that rating official, then emailing the file to the rating official.  The supplements are in the form of Excel worksheets and are formatted to print one per page.  See the CWB User Guide (version 4.0) section on Generating Employee Notices.  
Rating officials should notify employees that any last minute changes in pay pool calculations could result in small changes to the share value, which will also affect the payout amount (up or down); also, any change in the employee’s salary between the end of the rating cycle and the payout date could affect the payout distribution.  The Employee Notice is, therefore, an estimate.


	Documentation of conversation
	After the conversation, the rating official must document that the conversation took place in the PAA.  This is done in the PAA after the finalization process in January, so if the conversation was held prior to that (which it should have been), the rating official needs to keep track of the date(s) to be entered in the PAA.  See Documenting the performance appraisal conversation, pg. 29.


	OPF filing and signature requirements
	If the performance plan has been built and the annual rating documented in the PAA, no hard copy of the appraisal is needed for the performance folder of the Official Personnel Folder (OPF).  

However, if a hard copy or fillable form version of the DD Form 2906 was used instead of the PAA, it must be printed out in final form, signed, and sent to the servicing CPAC for forwarding and filing in the performance folder of the OPF. 


Finalization Process
	Finalization button
	After 1 January 2010, the actual “finalization” button on the upload process screen will be activated.  This button is only available to HR users; this will be done in the Processing Centers (dates to be provided).  The finalization process causes the following:

· Final ratings are updated in employee records in DCPDS (employees will be able to see their ratings through My Biz when this is done).

· PAA status changes to “Approved by PPM” (for all appraisals that do not have errors or mismatches).

· Payout data is “staged” in DCPDS for processing the payout actions.

See the Extract and Upload User Guide (Sep 2009) (section on Finalizing Appraisals).  


	Mismatches after finalization
	Failure to make changes in the PAA to match data from the CWB will prevent appraisals from finalizing.  This means that the status of the appraisal will not change to “Approved by PPM” and there will be no “final” appraisal – the appraisal remains a “working copy” until mismatches have been corrected.

After finalizing, the status of all appraisals with mismatches will automatically be changed to “PPM Returned for Correction,” and the rating official will have access to make necessary changes.  After making the changes, the rating official uses the “Validate” button which will check against the data uploaded from the CWB; if OK, the appraisal will switch to “Approved by PPM” status and will be able to be finalized and closed.  


	Documenting the performance appraisal conversation
	After the finalization process has been completed, all appraisals that do not have mismatches will be in “Approved by PPM” status.  At that point, rating officials need to open each appraisal and document the date of the performance appraisal conversation.  They can also, if necessary, change the name of the rating official who actually conducted the conversation (if different).  Those are the only changes that can be made to the appraisal at this point.  
When done, the rating official selects the “Complete” button which moves the appraisal to the “Completed Plans / Appraisals” area, at which time the completed, approved appraisal is accessible to both the rating official and the employee.  


	Timeliness and notification to employees 
	Rating officials need to be prompt in completing appraisals (as described in the above section); until this process has been completed, the clock for submitting a reconsideration request has not started.  

Rating officials should notify employees when they have closed the appraisal.  At that time employees can access the final appraisal through My Biz (in the “Completed Plans / Appraisals” area of the PAA main page).  This will mark the start of the 10 calendar day period after which employees can no longer submit a request for reconsideration.  This can be done via email (use of an email “read receipt” is recommended) or other means.  See Reconsideration request timeframes, pg. 33.


Processing of Payout Actions

	Processing Center action
	The CHRA Processing Centers will process the payout actions (some special cases may require support from the pay pool administrator or manager).  These actions are being processed at the same time as other general pay actions are being processed for other employees, so it requires close coordination between the Processing Centers.  The NSPS pay actions will be done using two mass processes:  
1. Rate range adjustments and local market supplement changes are processed first for all eligible NSPS employees.  The rate range adjustment is a change to base pay, with the local market supplement increase calculated automatically based on each employee’s duty location.  
2. All NSPS performance payout actions are generated by a second mass process.  Employees who are receiving a performance-based payout will receive one or more personnel actions documenting the payout.

Manual pay actions will also be processed during this time frame for actions that cannot be done through the mass processes; see Manual payouts, pg. 32.


	Types of actions
	The table below shows the type of personnel actions that can potentially be generated during the payout process:


	NOAC
	Text
	Description

	894
	Pay Adj
	Rate range adjustment and local market supplement

	891
	Reg Perf Pay
	Salary increase portion of the NSPS performance payout

	885
	Lump Sum Perf Payment RB-ILPA
	Bonus portion of the NSPS performance payout (RB-ILPA = rating-based, in lieu of pay adjustment)

	886
	Lump Sum Perf Payment RB-NILPA
	Bonus portion of any Extraordinary Performance Recognition (EPR)

	889
	Group Award-Other
	Bonus portion of any Organizational Achievement Recognition (OAR) award 

	890
	Misc Pay Adj
	Used to terminate pay retention 

	892
	Irreg Perf Pay
	Salary increase portion of any Extraordinary Performance Recognition (EPR)

	896
	Group Incr
	Salary increase portion of any Organizational Achievement Recognition (OAR) award


	Manual payouts
	Some pay actions and payouts are not handled by the mass processes.  RPAs need to be generated and submitted to the Processing Centers for these manual actions by 24 Dec 2009 in order for the HR Processing Centers to process these RPAs for the 3 January 2010 effective date.  These manual payout actions will be processed as soon as the rate range adjustments have been completed.  See Specially Situated Employee guidance (Oct 2009) for more information about how to create and submit these manual actions.


Processing of Reconsideration Requests

	Reconsideration request timeframes
	Pay pool members (employees) should be aware of the reconsideration request timeframes and exclusions as specified in the Implementing Issuances (SC1940.13) and Army NSPS Policy (AP-SC 1940.13).
The date on which the final rating and appraisal is available to the employee is the date that starts the clock running for the submission of reconsideration requests.  This occurs after the finalization process has been run and the rating official has opened the appraisal, documented the date of the performance appraisal conversation, and closed the appraisal.  See Documentation of conversation, pg. 28.


	Form letters
	Standard templates for use during the reconsideration process are available on the Performance Management button of the CPOL NSPS web pages (“Reconsideration Request” subheading).  


	Payout calculations
	Reconsideration requests that have been resolved in the employee’s favor may result in an increase in the rating of record and the number of shares.  The pay pool manager or pay pool administrator needs to provide the following information to the servicing CPAC in order to process these actions:  

· New rating of record.

· New performance payout salary increase.

· New performance payout bonus amount.
These changes do not affect the rest of the pay pool.  See Specially Situated Employee guidance (Oct 2009) for instructions on completing and submitting manual RPAs.


	PAA Correction Process
	The PAA Correction Process allows Pay Pool Administrators and Pay Pool Managers to make changes to completed NSPS performance appraisals resulting from either reconsideration requests or administrative errors.  See the “PAA Correction Process” subheading under the automated tools button on the NSPS pages on CPOL.


	Reconsideration records
	Per AP-SC 1940.13.15, pay pool managers are required to create a file for each reconsideration request, containing all relevant documents and any decision issued by the Pay Pool Manager and/or the PRA.  These files will be retained by the servicing CPAC for four years.


	Reconsideration statistics
	The NSPS PMO will periodically solicit numbers pertaining to reconsideration requests.  Pay pools should keep track of the following for this purpose:  
1. Number of reconsideration requests filed.

2. Number returned without action by the PPM (untimely or the requested relief was not subject to the reconsideration process).

3. Number accepted by the PPM and subsequently returned disapproved by the PPM. 

4. Number accepted by the PPM and resolved in the employee's favor (rating of record changed). 

5. Number accepted by the PPM and resolved in the employee's favor (however, rating of record not changed). 

6. Number elevated to the PRA.

7. Number returned without further action by the PRA (untimely).

8. Number accepted by the PRA and subsequently returned disapproved by the PRA.

9. Number accepted by the PRA and resolved in the employee's favor (rating of record changed).

10. Number accepted by the PRA and resolved in the employee's favor (however, rating of record not changed).
11. Number on-going (at PPM or PRA level).

12. Number returned by the PPM because the employee indicated discrimination, and it was determined action should be pursued through the EEO channels.

13. Number that sought relief through ADR (counted separately from reconsideration requests).

14. Total pay pool population represented.
When tracking these numbers, the following cross-checks should be met:

· Item 1 = sum of items 2 + 3 + 4 + 5 + 11 (portion on-going at the PPM level) + 12.

· Item 6 = sum of items 7 + 8 + 9 + 10 + 11 (portion on-going at the PRA level).


Analysis of Results

	Lessons learned
	Some of the lessons learned may result in a need to modify pay pool business rules to improve the process in the next cycle.  For instance, pay pools may need to be restructured, or there may be some recommendations for improvements to the automated tools. 


	Sharing results with the workforce
	The NSPS enabling regulations (5 CFR 9901.342(g)(10)) and the 1 Dec 2008 Implementing Issuances (SC1940.11.3.3) require that as a minimum the following results will be shared with the workforce:

· Number of employees rated

· Average rating

· Average share assignment

· Ratings distribution

· Shares distribution

· Share value (or average share value)

· Average payout (expressed as a percentage)

· Number of pay pools (if applicable)

Organizations will ensure that the sharing of these or any other pay pool results will be presented in a manner that does not violate the Privacy Act.  No statistical data should be published that would identify a specific individual (e.g., pay pool stats by pay schedule including a pay schedule with only one person represented).  In some cases this may require aggregation of pay pool results at a level higher than the individual pay pool.  


	Pay pool analysis tool
	The Pay Pool Analysis Tool (PAT), with an accompanying PAT User Guide, can assist in analyzing pay pool results.  This tool allows analysis of one or several pay pools and automatically generates most of the types of data described above, in addition to others.  Input for this tool is either the actual CWB files from the desired pay pool(s), or the extract files created from the CWB that are uploaded to DCPDS.  This tool will greatly assist in the collection and presentation of both individual and multiple pay pool data, and is particularly well suited to an analysis across PRA lines, or even up to the Command level.   
The tool, user guide, and related materials are available on the Automated Tools tab of the CPOL NSPS website under the heading “Pay Pool Analysis Tool (PAT)”.  PAT version 4 must be used for this cycle; version 3 cannot be used.


Help and Resources

	Policy questions and assistance
	For pay pool policy questions contact Daniel Hester (daniel.hester@us.army.mil), phone 703-325-1124 dsn 221-1124, or Greg Wert (greg.wert1@us.army.mil), phone 703-325-1840 dsn 221-1840.
For performance management policy questions contact Tony Wai (tony.f.wai@us.army.mil), phone 703-325-4391, dsn 221-4391, or Richard Leviner (Richard.leviner@us.army.mil), phone 703-325-0352 dsn 221-0352.


	Automated tool help
	For individual issues with logons, accounts, etc., employees may submit a helpdesk ticket through CPOL.

For other technical problems, a tiered support system is in place:.

1.  Servicing CPAC (who will submit a helpdesk ticket if they are unable to resolve the problem).
2.  Helpdesk at the servicing Processing Center.
4.  HQDA G-1(CP) central helpdesk.


	References and resources
	All resources referred to in this document are available on Army CPOL under the NSPS logo, or through this link:  

http://cpol.army.mil/library/general/nsps/
Updates occur frequently so readers should check often to make sure you have the most current information.  Subscribers to the AKO group, NSPS Updates, will receive email notification when changes are made to the NSPS web pages (see Updates and related information, p. 2).
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