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· [bookmark: _Toc444157942]Conducting a Rating
1. Log into SPACE using: http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Supervisor View tab (if not already selected)
3. Click the Rating Not Started hyperlink associated with the employee’s name
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4. If available, click the button to review submitted Employee Self-Assessment(s)
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Note: If no Self-Assessment is available, the button will be disabled.	
5. Click the arrow in the Element Rating field and select a rating from the drop down menu
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6. The Element Feedback tab is open by default. Enter any written feedback you wish to provide for each critical element 
Note: Content from Supervisor Notes will automatically be included in the element feedback and narrative summary fields of the rating, where you can edit the notes as needed. After you have signed the employee’s rating, SPACE will automatically delete all Supervisor Notes from the Supervisor Notes tab. 
You can also add content from the following sources if it is available (indicated by a check mark inside the applicable tab):
· Employee-Provided Self-Assessments
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· Previous Progress Reviews (e.g., a Midpoint Progress Review)
[image: ]
7. To add content directly from one of these sources, click the appropriate tab (e.g., Add content from Self-Assessment) within each Rating Official Element Feedback textbox

8. Click the checkbox next to the content you wish to copy and then click Copy Notes
[image: ]
9. Edit content as appropriate
10. Repeat steps 8 – 12 for each Element
11. Provide a summary of at least 100 characters in the Narrative Summary field
Note: In addition to the options discussed in step nine, you can also add content from Supplemental Feedback (feedback from a third party reviewer) entered in SPACE.
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12. Click the Calculate Rating button
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13. When you have completed all edits, click the Proposed Rating button to submit the rating for Second Level Review
Note: To help ensure that the performance rating process is fair and contributes in a meaningful way to the accomplishment of NASA objectives, the Employee Performance Communication System (EPCS) requires second level review of all ratings. The purpose of the Second Level Review is to look at rating levels across an organization, to observe trends, consistency, potential disparities and other relevant factors, which may reflect concerns that should be addressed.
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14. Read the confirmation text in the pop-up window and then click the Proposed Rating button 
Note: The Reviewing Official will conduct his or her second-level review of all ratings. During this time, you will not be able to edit the rating. You will be informed when the second-level review process is complete and you can conduct your rating discussion with your employee(s). If the rating needs to be completed early (e.g., for a within-grade increase), contact your SPACE Center Administrator for assistance with finalizing it. Ratings of Unacceptable require a higher level approval. 
Conduct your rating discussion with the employee
15. Click the View/Sign button
Note: Click Print to PDF to open a PDF of the employee’s rating. This can then be printed for a hard copy or emailed as an attachment to review with the employee.
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16. As applicable, click the Yes or No radio button which corresponds with your response to whether Training and Development needs were discussed during this Progress Review
17. As applicable, click the Yes or No radio button which corresponds with your response to whether an Individual Development Plan (IDP) was offered for the current appraisal period
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18. Click the Sign button
19. Click the Confirm button
[image: ]

20. Click Confirm again on the pop-up message
Note: You can click the Recall Employee Notification button to recall the Rating and make additional updates.
Note: The employee must now sign to complete the Rating. The status will update once the employee has signed and the progress bar will turn green to indicate completion.

· [bookmark: _Toc444157943]Conducting an Early Rating

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal: http://space.ksc.nasa.gov  
  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Supervisor View tab (if not already selected)
3. Click the hyperlink associated with the employee’s name
3

4. Select the Ratings tab
[image: ]
5. Click the Create Rating button
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6. Early Ratings Only: If you are initiating a rating before the Annual Rating Period begins, you will be asked to identify the reason you are completing the rating early. 
a. Select the radio button next to the applicable reason
b. Click the Create Rating button 
[image: ]
7. If available, click the button to review submitted Employee Self-Assessment(s)
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Note: If no Self-Assessment is available, the button will be disabled.	
8. Click the arrow in the Element Rating field and select a rating from the drop down menu
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21. The Element Feedback tab is open by default. Enter any written feedback you wish to provide for each critical element 
Note: Content from Supervisor Notes will automatically be included in the element feedback and narrative summary fields of the rating, where you can edit the notes as needed. After you have signed the employee’s rating, SPACE will automatically delete all Supervisor Notes from the Supervisor Notes tab. 


You can also add content from the following sources if it is available (indicated by a check mark inside the applicable tab):
· Employee-Provided Self-Assessments
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· Previous Progress Reviews (e.g., a Midpoint Progress Review)
[image: ]
22. To add content directly from one of these sources, click the appropriate tab (e.g., Add content from Self-Assessment) within each Rating Official Element Feedback textbox

23. Click the checkbox next to the content you wish to copy and then click Copy Notes
[image: ]
24. Edit content as appropriate
25. Repeat steps 8 – 12 for each Element


26. Provide a summary of at least 100 characters in the Narrative Summary field
Note: In addition to the options discussed in step nine, you can also add content from Supplemental Feedback (feedback from a third party reviewer) entered in SPACE.
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27. Click the Calculate Rating button
[image: ]
28. When you have completed all edits, click the Proposed Rating button to submit the rating for Second Level Review
Note: To help ensure that the performance rating process is fair and contributes in a meaningful way to the accomplishment of NASA objectives, the Employee Performance Communication System (EPCS) requires second level review of all ratings. The purpose of the Second Level Review is to look at rating levels across an organization, to observe trends, consistency, potential disparities and other relevant factors, which may reflect concerns that should be addressed.
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29. Read the confirmation text in the pop-up window and then click the Proposed Rating button 
Note: The Reviewing Official will conduct his or her second-level review of all ratings. During this time, you will not be able to edit the rating. You will be informed when the second-level review process is complete and you can conduct your rating discussion with your employee(s). If the rating needs to be completed early (e.g., for a within-grade increase), contact your SPACE Center Administrator for assistance with finalizing it. Ratings of Unacceptable require a higher level approval. 
30. Conduct your rating discussion with the employee
31. Click the View/Sign button
Note: Click Print to PDF to open a PDF of the employee’s rating. This can then be printed for a hard copy or emailed as an attachment to review with the employee.
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32. As applicable, click the Yes or No radio button which corresponds with your response to whether Training and Development needs were discussed during this Progress Review
33. As applicable, click the Yes or No radio button which corresponds with your response to whether an Individual Development Plan (IDP) was offered for the current appraisal period
[image: ]
34. Click the Sign button
35. Click the Confirm button
[image: ]

36. Click Confirm again on the pop-up message
Note: You can click the Recall Employee Notification button to recall the Rating and make additional updates.
Note: The employee must now sign to complete the Rating. The status will update once the employee has signed and the progress bar will turn green to indicate completion.

· [bookmark: _Toc444157944]Submitting a Reason for No Rating
1. Log into SPACE using http://space.ksc.nasa.gov
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Supervisor View tab (if not already selected)
3. Click the hyperlink associated with the employee’s name
3

4. Select the Ratings tab
[image: ]
5. Click No Rating
[image: ]


6. Select a reason why the rating will be delayed or not completed
7. Click Save
[image: ]
Note: The employee’s status will update to Rating Not Required and the Reviewing Official be able to view/edit the Rating Not Required reason during the Second Level Review.


· [bookmark: _Toc444157945]Reconsideration Process
You will receive an email informing you if the employee requests reconsideration of the rating through SPACE.  Alternatively, an employee may request reconsideration outside of SPACE by emailing you of their intent to request reconsideration of their rating. 
Proceed with appropriate actions to respond to and resolve the reconsideration request, in consultation with the employee and the assigned Human Resources Specialist. If such actions result in a decision to change the rating, the Center SPACE Administrator will “rollback” the rating to enable you to make the applicable changes.
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Employee Self-Assessment

Please review the appropriate Employee Self-Assessment(s) before conducting the Progress Review/Rating. (If no Self-

Assessment is available, the button will be grey.)
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— Narrative Summary

In the space below, summarize Louis's overall performance for this Performance Year. The narrative must clearly and completely
justify the rationale for the summary (overall) rating level assigned. You may also provide feedback regarding individual elements
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse vehicula erat non lacus vulputate mollis. Cras rhoncus

\gravida consequat. Cras faucibus nulla ut nunc cursus euismod. Aliquam faucibus ipsum eleifend, sollicitudin enim at,

tincidunt tellus. Nunc eget orci tortor. Praesent augue erat, commodo a sapien in, rhoncus sodales est. Vestibulum

malesuada in eros sed dignissim. Fusce sit amet sagittis nisl, eget dictum arcu. Ut scelerisque, dolor in iaculis lobortis, tellus

mauris luctus purus, ac laoreet turpis turpis sit amet quam. Morbi ligula nibh, scelerisque non maximus nec, vehicula
osuere purus.
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Summary Rating

John's Summary (overall) Performance Rating is: Not Available. Please Select Calculate Rating.
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Summary Rating

John's Summary (overall) Performance Rating is: Accomplished
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Summary Rating

Vernon's Summary (overall) Performance Rating is: Accomplished





image11.png
Development Discussion (EACH QUESTION MUST BE ANSWERED BEFORE THE REVIEW CAN BE FINALIZED)

Rating officials must (at minimum) discuss training and development needs with employees during at least one Progress Review
and the Annual Rating. Please Select Yes or No to the following statements to address completion of this requirement. The
Employeepso be asked to answer these questions when signing the Progress Review and Final Rating.

Yes yﬁaining and Development needs were discussed during this Progress Review or Rating.

Yes No Ine ual Development Plan (IDP) was offered for the current appraisal period.
(Note: the offer of an IDP is optional unless required by Center policy.)
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Development Discussion (EACH QUESTION MUST BE ANSWERED BEFORE THE REVIEW CAN BE FINALIZED) ———

Rating officials must (at minimum) discuss training and development needs with employees during at least one Progress Review
and the Annual Rating. Please Select Yes or No to the following statements to address completion of this requirement. The
Employee will also be asked to answer these questions when signing the Progress Review and Final Rating.

® Yes O No Training and Development needs were discussed during this Progress Review or Rating.

® Yes O No Individual Development Plan (IDP) was offered for the current appraisal period.
(Note: the offer of an IDP is optional unless required by Center policy.)

I Print PDF 4 Save Draft + Calculate Rating + Sign
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Rating Official Signature

The Annual Rating has been completed.

By clicking the confirmation button located below, | certify that | am Cheryl Vivian (LE050) and that |
have discussed this rating with Larry Box (AH000) to include communicating the element and

'summary (overall) ratings, providing performance feedback, and discussing training/development
needs.

Sign Later
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To create a new Rating click the Create Rating button. If the Annual Rating will be delayed or not completed, click the No
Rating button.

Date Established Type of Rating Current Status Rating Action
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No Rating Create Rating
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Conduct an Early Annual Rating
A rating may be completed early (finalized/signed without Second Level Review) for one of the following reasons:

6a Employee's within-grade increase is due
Employee will be on extended absence at annual rating time (e.g., student, military, maternity)
Employee's position change on or after February 1 warrants an early rating (e.g., move to another Center,
promotion to SES) and you and the gaining Rating Official agree you will conduct the rating
Employee retiring, resigning, or moving to another Federal Agency on or after February 1
You are leaving your position on or after February 1 and organization determines you will conduct the rating
rather than the new or acting supervisor

After submitting a rating for any one of these reasons, contact your Center SPACE Administrator for assistance in finalizing it.

Start an Annual Rating Before Center Start Date
D 6a None of the circumstances above apply; | just want to get a head start preparing ratings. | will not submit the
rating until after the Center's annual rating start date. @
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Employee Self-Assessment.

Please review the appropriate Employee Self-Assessment(s) before conducting the Progress Review/Rating. (If no Self-

Assessment is available, the button will be grey.)
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Employee Self-Assessment.

Please review the appropriate Employee Self-Assessment(s) before conducting the Progress Review/Rating. (If no Self-

Assessment is available, the button will be grey.)
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— Narrative Summary

In the space below, summarize Louis's overall performance for this Performance Year. The narrative must clearly and completely
justify the rationale for the summary (overall) rating level assigned. You may also provide feedback regarding individual elements
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse vehicula erat non lacus vulputate mollis. Cras rhoncus

\gravida consequat. Cras faucibus nulla ut nunc cursus euismod. Aliquam faucibus ipsum eleifend, sollicitudin enim at,

tincidunt tellus. Nunc eget orci tortor. Praesent augue erat, commodo a sapien in, rhoncus sodales est. Vestibulum

malesuada in eros sed dignissim. Fusce sit amet sagittis nisl, eget dictum arcu. Ut scelerisque, dolor in iaculis lobortis, tellus

mauris luctus purus, ac laoreet turpis turpis sit amet quam. Morbi ligula nibh, scelerisque non maximus nec, vehicula
osuere purus.
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Summary Rating

John's Summary (overall) Performance Rating is: Not Available. Please Select Calculate Rating.
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Summary Rating

John's Summary (overall) Performance Rating is: Accomplished
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Development Discussion (EACH QUESTION MUST BE ANSWERED BEFORE THE REVIEW CAN BE FINALIZED):

Rating officials must (at minimum) discuss training and development needs with employees during at least one
Progress Review and the Annual Rating. Please Select Yes or No to the following statements to address
completion gf this requirement. The Employee will also be asked to answer these questions when signing the
Progres: w and Final Rating.

Yes No  Training and Development needs were discussed during this Progress Review or Rating.

No  Individual Development Plan (IDP) was offered for the current appraisal period.
(Note: the offer of an IDP i optional unless required by Center policy.)
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Summary Rating

Summary (overall) Performance Rating is: Accomplished
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Rating Official Signature

The annual rating has been completed.

By clicking the confirmation button located below, I certify that I am Douglas Lindhorst
(NEA40) and that I have discussed this rating with Hibah Rahmani (NEA40) to include
communicating the element and summary (overall) ratings, providing performance
feedback, and discussing training/development needs.
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To create a new Rating click the Create Rating button. If the Annual Rating will be delayed or not completed, click the No
Rating button.

Date Established Type of Rating Current Status Rating Action

5
No Rating Create Rating
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— Select a reason why the Annual Rating will be delayed or not completed

Rating Delayed - rating will be completed at a later date

v Employee unavailable due to extended absence
Employee has not yet completed 90 days under a performance plan
Employee in a Performance Improvement Period (PIP)

Rating Not Required — employee did not work at least 90 days under a performance plan

© pNew NASA employee
Pathways intern

Extended or intermittent absence (e.g., medical, military, sabbatical)
Rating recorded outside of SPACE (applies only to former Goddard/GESTA employees)

The selected reason will be displayed to the Reviewing Official. If the Rating is subsequently completed and the second level
review has already been conducted, SPACE will not require a second level review unless the Rating is Unacceptable.
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