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Purpose:  The purpose of this guide is to assist Army NSPS managers and employees in distinguishing between interim reviews, closeout assessments, and early annual recommended ratings.  This guide provides summary information about each of these events, and includes decision logic tables (DLTs) to address appropriate actions for various supervisor or employee movement scenarios.  
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Definitions:
· Interim Review is an assessment describing an employee’s year-to-date progress on performance expectations, including job objectives and associated contributing factors. 
· Closeout Assessment is a narrative description of an eligible employee's performance under an approved performance plan. The closeout assessment is completed by the supervisor or rating official and conveys information regarding the employee's progress toward the completion of job objectives. A closeout assessment is not a rating of record, but should be used to inform the rating official of employee accomplishments and/or needed improvement.
· Early Annual Recommended Rating is a recommended rating of record issued within 90 days before the end of the appraisal period.
INTERIM REVIEW

References: 5 CFR 9901.409(a), DoD 1400.25-M, SC1940.6.4.

· An interim review is normally conducted mid-way through the performance cycle, but can be done at any time.  At least one interim review should be conducted during the rating cycle.  
· An interim review is required when an employee occupies an NSPS position under an approved performance plan for more than 180 days in a rating cycle.  Any number of interim reviews may be conducted, but at least one such interim review must be documented in writing (usually in the Performance Appraisal Application (PAA)).  The exception to this rule is when the appraisal period is less than 180 days (e.g., a short-term temporary appointment or an employee who joins an NSPS organization late in the rating cycle).  In these situations, an interim review is required but need not be in writing; however, a documented (written) interim review is still recommended, particularly if an employee’s performance is not meeting expectations or a complaint, grievance, or appeal is anticipated.
· A formal interim review shall acknowledge achievements and suggest areas for employee improvement based on job objectives and contributing factors assigned and shall foster meaningful dialogue between the rating official and the employee. 

· Although not mandatory, employees are strongly encouraged to provide a self-assessment to document accomplishments and help judge progress.  
· Army requires higher level reviewer approval of any official interim reviews (AP-SC 1940.4.8)
· Supervisors shall not share a recommended numerical rating or share assignment with employees during interim performance reviews.
· Interim review for temporary assignment:  At the time of an employee's temporary assignment, the temporary supervisor and the supervisor of the permanent position jointly determine, with input from the employee, whether to adjust the employee’s assigned job objectives.  Both supervisors will also jointly determine when to provide feedback on performance to the employee so that at least one formal interim review is completed and documented.  

PAA Impact (PAA version 3):
Interim reviews are documented under the “Interim Review” tab of the PAA version 3.

The RO can request or document higher level review, and document communication of the interim review to the employee, using the “Apply Action(s) to Multiple Employees (PAA).”

Any number of interim reviews may be documented in the PAA.  In PAA version 3, all completed interim reviews will print.
CLOSEOUT ASSESSMENT
Reference:  DoD 1400.25-M, SC1940.6.5.

· A rating official shall prepare a closeout assessment for an employee when it is known that either the employee or the rating official will change position (due to job change, retirement, etc.) resulting in a new rating official for the employee. 

· If the rating official or employee movement occurs within 90 days before the end of the rating cycle, the rating official will prepare an early recommended annual rating of record (see next section) instead of a closeout assessment.  The pay pool manager may allow exceptions to the 90 day requirement based on individual circumstances.
· A supervisor shall prepare a closeout assessment for employees when they complete a temporary reassignment (detail, temporary assignment, etc.) or a rotational assignment (employees in developmental positions, interns, etc.), as input for the employee’s recommended rating of record.

· If a rating official leaves before providing an employee with a written closeout assessment, the higher level reviewer (HLR) will prepare the closeout assessment.  

· A closeout assessment is required if an employee has been assigned to a specific supervisor and has been on an approved performance plan for more than 30 consecutive days.  

· Although it is not mandatory, employees are strongly encouraged to prepare a self-assessment specifically for the closeout assessment.
· When an employee changes NSPS jobs during mid-cycle, the rating official is required to prepare a closeout assessment in the PAA.  Depending on the timing of the employee’s or the rating official’s departure, it may also be necessary to perform an interim review (see above); in which case the rating official can use the same assessment to fulfill both requirements.
· Impact of closeout rating when employee works under more than one NSPS performance plan during a rating cycle:   When an employee has been in more than one NSPS jobs during the rating cycle, the rating official at the end of the cycle will prepare the supervisory assessment for the annual appraisal and the recommended rating.  In most cases of this type, the employee will be under a new NSPS performance plan, not the one for which he/she received a closeout assessment.  The rating official should examine the closed NSPS performance plan and the previous supervisor’s closeout assessment under that plan.  If there are overlapping job objectives (e.g., both performance plans contain a job objective related to “advisory services”), the rating official can make direct use of the former supervisor’s comments on that objective in arriving at a recommended rating for that objective.  Absent such similar job objectives, the rating official shall make every attempt to apply information from the closeout assessment when evaluating the employee’s performance for the cycle.  

· Use of closeout assessments by pay pool panels:  Closeout assessments shall be considered by the pay pool panel during pay pool deliberations in recommending the rating of record, share assignments, and /or payout distribution.  Depending on the pay pool’s business rules, the closeout assessment might warrant increasing (or decreasing) the number of shares awarded to an employee or, where appropriate, to vary the distribution of the payout between salary increase and bonus.  The length of time spent in the former NSPS job (performance covered by the closeout assessment) may also be a consideration.
· Closeouts, LWOP and Terminal LWOP:  Some employees who go on (usually extended) LWOP may be entitled to a rating for the performance cycle.  This includes those going on Terminal LWOP (T-LWOP).  [Terminal LWOP is leave without pay extended to employees who are accompanying their family or head of household to a new location, usually in conjunction with the end of an overseas tour.  These employees intend to seek Federal employment in the new location, but if they are unable to find a new job, they usually have a resignation that will go into effect when the LWOP period is over.]  When the period of LWOP occurs during the last 90 days of the rating cycle, an early annual recommended rating should be prepared (see next section); however, at all other times a closeout assessment is appropriate.  Employees getting a closeout assessment should be advised that, if they are still on LWOP at the end of the rating cycle, they will be rated by the pay pool, and they should therefore be encouraged to do a thorough self-assessment for the closeout since it may be used when arriving at their recommended annual rating.
· Terminology:  The term “closeout assessment” should not be confused with “closing” an appraisal, or conducting and end of cycle annual review (which includes an assessment).  A closeout assessment is a specific event which is only used when an employee or supervisor are changing jobs during the rating cycle.  

PAA Impact (PAA version 3):  
In PAA version 3, closeout assessments are found under the “Other Assessments” tab of the appraisal.
Supervisor Leaving:

Supervisors shall complete a closeout assessment on all their employees assigned under an approved NSPS performance plan for more than 30 days, and transfer the performance plan(s) to the new rating official (using the “Change RO and/or HLR” option from the “Action” drop down menu on the PAA main page).  The RO can also transfer multiple plans to a new RO using the “Apply Action(s) to Multiple Employees (PAA).”
· If the new rating official (RO) is not known, the supervisor should transfer the plan(s) to the HLR by changing the RO name to the HLR’s name (the HLR will be both the RO and HLR); the HLR can transfer the plan(s) to the new RO when known.  

· Transfers can also be performed by the pay pool administrator or pay pool manager using NSPS Appraisal Administration V3 under the CIV Pay Pool Administrator menu.  This can also be done for multiple employees at once by selecting the “Apply Action(s) to Multiple Employees (PAA).  Transfers of plans can also be done by the CIVDOD Performance Management Administrator (HR role).  
· Transfers of plans can be done either before or after the RO has left.

Employee Leaving – will require new performance plan 

If the employee changes NSPS jobs, a new performance plan may be necessary.  The closeout assessment should be completed first, with employee input (this is initiated under the “Other Assessments” tab on the appraisal), then the plan dates should be updated to reflect a rating cycle end date of one day prior to the effective date of the job change.  Finally, the performance plan will need to be closed by the rating official using the “Close” selection from the “Action” drop down menu on the main page – after the closeout assessment process is completed.  The new performance plan is initiated with a Rating Cycle Start Date equal to the effective date of the job change

A new plan would be indicated if the new job is different, and/or organization mission/goals are different.  In this scenario:

· Once closed, the snapshot of the closed appraisal with the closeout assessment will be available to the old RO, the new RO (when the employee is part of a new rating chain), and the employee.  

· The closeout assessment should be accessible to the pay pool panel via the Employee Appraisal Report (in PAA version 3), as required by the implementing issuances.  
· This is the only situation in which the RO does not need to transfer the plan to the new RO.

Employee leaving – performance plan remains the same:

This would be somewhat rare, but an example would be a YA-2 HR Specialist being reassigned from one CPAC to another, same type of job, same type of organization with common mission and goals and standard job objectives.  In this scenario:

RO should complete a closeout assessment (with employee input), and then transfer the plan to the new RO (using the “Change Rating Official” selection from the “Action” drop down menu on the main page.  The plan should not be closed and no dates should be changed.

The closeout “snapshot” will be available to the old RO, the new RO, and the employee.  The new RO can continue to update the existing (original) performance plan.  

EARLY ANNUAL RECOMMENDED RATING

References:  5 CFR 9901.412, DoD 1400.25-M, SC1940.10.8
· When the rating official or employee leaves the organization (reassigned, promoted, demoted, etc.) resulting in the rater and ratee relationship ending, and if this change occurs within 90 days before the end of the rating cycle, the rating official shall prepare an early annual recommended rating of record for the employee.  The pay pool manager may allow exceptions to the prescribed timeline based on individual circumstances.

· An early annual recommended rating is essentially the same as an annual recommended rating, other than the timing of when it is conducted.  If the employee is changing jobs and moving into a different pay pool, the early annual recommended rating is reconciled (taken into consideration during deliberations) by the gaining pay pool panel.  If the employee is leaving NSPS during the early annual period, they are still entitled to a rating of record for that performance cycle, and the early annual recommended rating must be approved through the pay pool panel process (5 CFR 9901.412(l)(2)).  If the supervisor is leaving, the early annual recommended rating will be reconciled by the employee’s current pay pool panel.  
· The period of time between the date of the event that triggered the early annual recommended rating of record and the normal end of the rating cycle shall be carried forward into the following appraisal period, resulting in a longer rating period for the following rating cycle.  For instance, if an employee is promoted 60 days before the end of regular appraisal period, the supervisor shall prepare an early annual recommended rating of record as of that date which, when reviewed, reconciled, and approved by the pay pool panel, shall be the employee’s rating of record.  The 60 days that were not covered or rated by the early recommended rating of record shall be appended to the new rating cycle, making it 14 months in length.
· Employees are strongly encouraged to prepare a self-assessment for an early annual rating of record, just as they would for a regular annual appraisal.

· Rating officials should address achievements for each job objective and the associated contributing factor(s), and must include the recommend rating of record, share assignment, and payout distribution – just as they would for an annual recommended rating.

· Higher level review is required for the recommended rating of record, share assignment, and payout distribution prepared by the rating official.

PAA Implications (PAA version 3): 
On the Annual Appraisal tab, change the type to “Early Annual – NSPS,” and the appraisal period end date to reflect the day before the event that is causing the early annual (employee or rating official departure date).  
Employee leaving to a different NSPS job): 
Rating official (RO) should do an early annual recommended rating (with employee input).  The supervisor will submit the recommended ratings to the higher level reviewer (HLR), or document higher level approval, following the same process used for regular annual appraisals. The appraisal needs to be transferred to the employee’s new rating official; this will have to be done by the pay pool administrator using the “NSPS Appraisal Administration V3” from the CIV Pay Pool Administrator menu – the RO will not be able to select the “Change RO and/or HLR” action since it is in Pending PPM Approval status and not available for change.   The employee should have a new performance plan set up in the new job, with an extended rating cycle (from the on board date until 30 Sep of the following year).  
Supervisor leaving:

RO should do early annual recommended ratings for all employees (with employee input), then submit the recommendations to the HLR, or document higher level approval, following the same process used for regularly scheduled annual appraisals.  Appraisal needs to be transferred to the employee’s new rating official; this should be done by the pay pool administrator the “NSPS Appraisal Administration V3” from the CIV Pay Pool Administrator menu – the RO will not be able to select the “Change RO and/or HLR” action since it is in “Pending PPM Approval” status and not available for change.  

Early annual recommended ratings completed outside the 90-day window:  Sometimes an RO will be leaving during the early annual period (starting 3 July) but will not be available to complete the early annual process at that time – they need to do the early annual recommended ratings early.  In those cases, they will not be able to submit the recommended ratings to HLR since that functionality will not usually be available until after 1 July.  They can still enter the ratings and the supervisory assessment.  They should then transfer the appraisal(s) to another RO or the HLR, so this new member of the rating chain can complete the process after 3 July.   This is done with the “Change RO and/or HLR” option from the “Action” drop down menu on the PAA main page.  The RO can also transfer multiple plans to a new RO using the “Apply Action(s) to Multiple Employees (PAA).”
…

SUPERVISOR LEAVING 

Note:  required actions must be completed before the supervisor leaves (supervisor may not have appropriate system access after departure)
	Time of Year…
	Employee Under NSPS…
	Appraisal Action by RO
	Dates to Use
	Performance Plan Disposition
	Action by New RO

	Within 90 days of rating cycle end date
	90 days or more
	Early annual rating (to be used by Pay Pool Panel)
	Rating Cycle End Date:  RO’s last day.

Appraisal Effective Date:  1 Jan 20XX (following new year).
	Change rating official 1
	Start a new performance plan; Rating Cycle Start Date is the day after the former RO left (time counts toward following cycle’s rating).

	
	More than 30 days, less than 90 days
	Closeout assessment
	No changes to plan dates 
	Change rating official 1
	Continue using existing performance plan

	
	Less than 30 days
	No action
	N/A
	Change rating official (if plan has been established) 1
	Continue using existing performance plan or create plan if not done yet

	All other times
	More than 30 days 
	Closeout assessment
	No changes to plan dates
	Change rating official 1
	Continue using existing performance plan

	
	30 days or less
	No action
	N/A
	Change rating official (if plan has been established) 1
	Continue using existing performance plan or create plan if not previously done 


1 If the new supervisor is not available or not on board yet, the higher level reviewer or other designated management official should be identified as the new rating official.  At such time as the new rating official is on board, the identity of the rating official will be changed to reflect the new rating official.  If the RO is leaving Army employment (account will be disabled), the change of RO must be accomplished prior to the separation.
EMPLOYEE CHANGING POSITIONS - WITHIN NSPS 2 (reassignment 3, promotion, change to lower grade/level/band)

Note:  required actions must be completed before the employee begins new position
	Time of Year…
	Employee Under NSPS…
	Appraisal Action by RO
	Dates to Use
	Performance Plan Disposition
	Action by New RO 

	Within 90 days of rating cycle end date
	90 days or more
	Early annual recommended rating (to be used by new pay pool panel)
	Rating Cycle End Date:  employee’s last day.

Appraisal Effective Date:  1 Jan 20XX (beginning of the following new year)
	Transfer plan (with the recommended rating) to new rating official (pay pool administrator or HR) 3
	Start a new performance plan3; Rating Cycle Start Date is the day employee begins new job (time counts toward following cycle’s rating).

	
	More than 30 days, less than 90 days
	Closeout assessment
	Rating Cycle End Date:  employee’s last day.

Appraisal Effective Date:  1 Jan 20XX (beginning of the following new year)
	Close plan 3
	Start a new performance plan 3; Rating Cycle Start Date is the day employee begins new job (time counts toward following cycle’s rating); otherwise N/A

	
	30 days or less
	No action
	N/A
	Close if plan has been approved; otherwise delete. 3
	Start a new performance plan 3; Rating Cycle Start Date is the day employee begins new job (time counts toward following cycle’s rating); otherwise N/A

	All other times
	More than 30 days
	Closeout assessment
	Rating Cycle End Date:  employee’s last day.

Appraisal Effective Date:  1 Jan 20XX (beginning of the following new year)
	Close plan 3
	Start a new performance plan 3; Rating Cycle Start Date is the day employee begins new job (time counts toward following cycle’s rating); otherwise N/A

	
	30 days or less
	No action
	N/A
	Close if plan has been approved; otherwise delete. 3
	Start a new performance plan 3; Rating Cycle Start Date is the day employee begins new job (time counts toward following cycle’s rating); otherwise N/A


2 If the employee is moving to a different component (non-Army, or not serviced by Army, performance plans cannot be transferred through the system – a DD Form 2906 (NSPS Performance Appraisal) can be generated and emailed to the new organization.
3 If the reassignment is within the same organization and the position remains the same or very similar, the existing plan should not be closed or deleted, instead use the “Change RO and/or HLR” action to transfer the plan to the new RO.
EMPLOYEE GOING ON LWOP (LWOP, LWOP-US, T-LWOP)

Notes:  
· See section on Closeouts, LWOP, and Terminal LWOP above.
· Required actions should be completed before the employee starts LWOP.  
· If an early annual recommended rating is called for, delay submitting the recommended rating to the Pay Pool Manager until after 30 Sep.  
	Time of Year…
	Employee Under NSPS…
	Appraisal Action by RO
	Dates to Use
	Performance Plan Disposition

	Within 90 days of rating cycle end date
	90 days or more
	Early annual recommended rating (to be used by pay pool panel)
	Rating Cycle End Date:  employee’s last day.

Appraisal Effective Date:  1 Jan 20XX (beginning of the following new year))
	Retain for possible pay pool panel use

	
	More than 30 days, less than 90 days
	Closeout assessment
	Rating Cycle End Date:  employee’s last day.

Appraisal Effective Date:  1 Jan 20XX (beginning of the following new year)
	Retain for possible pay pool panel use or as input to annual rating

	
	30 days or less
	No action
	N/A
	Close if plan has been approved; otherwise Delete.

	All other times
	More than 30 days
	Closeout assessment
	Rating Cycle End Date:  employee’s last day.

Appraisal Effective Date:  1 Jan 20XX (beginning of the following new year)
	Retain for possible pay pool panel use or as input to annual rating

	
	30 days or less
	No action
	N/A
	Close if plan has been approved; otherwise Delete.


EMPLOYEE SEPARATING OR LEAVING NSPS (separation, retirement 4, transfer to non-DoD agency or non-NSPS position in DoD)
Note:  required actions should be completed before the employee leaves.
	Time of Year
	Employee Under NSPS…
	Appraisal Action by RO
	Dates to Use
	Performance Plan Disposition

	Within 90 days of rating cycle end
	More than 90 days
	Early annual recommended rating
	Appraisal Cycle End Date:  use employee’s last day.
	Submit to HLR for panel use.5

	
	More than 30 days, less than 90 days
	Closeout assessment 
	Appraisal Cycle End Date:  use employee’s last day.
	Close.

	All other times
	More than 30 days
	Closeout assessment
	Appraisal Cycle End Date:  use employee’s last day.
	Close.

	
	30 days or less
	No action
	N/A
	Close if plan has been approved; otherwise delete.


4 If employee is retiring and is being rehired as an annuitant without a break in service of more than one workday, treat like any other active employee.  If the reemployment is to the same position, no closeout or early annual recommended rating of record is needed, performance will be considered continuous.  If the reemployment is to a different position, treat like a reassignment.  Note, however, that In both cases, the former appraisal will need to be re-created since the employee’s DCPDS employee ID number will be new and no longer associated with the former appraisal.
5 If employee separates and a rating is called for (e.g., transferring to a Federal position outside of NSPS), a PDF version of the appraisal will need to be generated for the panel’s use. If the employee is completely separating (not being reemployed), a rating is not required.

EMPLOYEE ENTERING NSPS
	Time of Year…
	Appraisal Action by RO
	Dates to Use
	Pay Pool Panel Action
	Comments

	Within 90 days of rating cycle end date
	Create performance plan (RO or empl)
	Rating Cycle Start Date:  Employee’s entry on duty date.

Appraisal Effective Date:  1 Jan 20XX (beginning of the 2nd new year)
	Employee’s salary is part of the pay pool but employee is not rated and does not get payout.
	Rating cycle will be longer than 12 months.

	All other times
	Create performance plan (RO or empl)
	Rating Cycle Start Date:  Employee’s entry on duty date.

Appraisal Effective Date:    1 Jan 200XX (beginning of the following new year).
	Employee gets recommended rating and is eligible for a payout.
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