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[bookmark: _GoBack]HQ Employee Job Aid: Conducting a Rating 

· [bookmark: _Toc345917090]Review and Sign-Off on a Rating
1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal: http://space.ksc.nasa.gov

2. Select the Ratings tab
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Note: Supervisors may need to click Your Performance Plan tab
3. Click the View/Sign button
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Note: A discussion of your performance should have already been conducted by your Rating Official. At this point you are signing to acknowledge that you have been informed of your rating and have had a performance discussion with your Rating Official.
4. Review the individual performance element ratings
Note: Your Rating Official may choose to provide separate and distinct narrative feedback for each element.
5.  Review the Narrative Summary and Summary Rating
6. 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
7. 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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Note:  The responses your Rating Official provided to these two questions are shown.  If your responses are not the same as your Rating Officials, you should discuss this with your Rating Official before signing the Progress Review.
8. Click the Sign button

9. Click the Confirm button
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Note: Once you have signed your rating, a summary view will be available on your Ratings tab. You can print the summary view, or you can open the full view and print your entire rating.
10. To print a summary of you annual rating, click Print PDF
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11. To view and print the full rating, click View Full
[image: ]
12. Click Print PDF
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Note: In order to request reconsideration, click the Reconsideration button from the Summary or Full View. A message will appear stating that an email has been sent to you, your Rating Official, and Human Resources with information about the reconsideration process.  Alternatively, you may request reconsideration outside of SPACE by emailing your rater of your intent to request reconsideration of your rating. 
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—Development Discussion

Rating officials must (at minimum) discuss training and development needs with employees during at least one
Progress Review and the Rating. Your Rating Official has addressed this requirement by stating that:

« Training and development needs were discussed during this Progress Review.
« Anindividual Development Plan (IDP) was offered for the current appraisal period

Pleas es or No regarding the following statements to address completion of the requirement.
Yes No  Training and Development needs were discussed during this Progress Review or Rating.
Yes 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

Employee Signature-

By clicking the confirmation button located below, I certify that I am Hibah Rahmani
(NEA40) and that my Rating Official informed me of my element and overall ratings and
conducted a discussion with me that included feedback regarding my performance.
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To view the full (expanded) version of the Rating, click the View Full Rating button. To print the Summary View
of the Rating select the Print PDF button.

Critical Element Element Rating

1. Perform technical insight and approval of contractor activities for adherence 3 - Fully Meets
to design and contract requirements to ensure successful processing of Expectations
aerospace vehicles, equipment, or hardware.

2. Provide engineering and research and techn services to meet 5 - Substantively
customer needs for mission: Exceeds Expectations

Provide services for safe and efficient Launch Services Program processing
and launch while meeting the flight manifest and associated reviews (FRR,
LRR, etc.) and deliverables (CoFR, award fee evaluation, etc.).

Summary Rating Accomplished





image6.png
To view the full (expanded) version of the Rating, click the View Full Rating button. To print the Summary View
of the Rating select the Print PDF button.

Critical Element Element Rating

1. Perform technical insight and approval of contractor activities for adherence 3 - Fully Meets
to design and contract requirements to ensure successful processing of Expectations
aerospace vehicles, equipment, or hardware.

2. Provide engineering and research and techn services to meet 5 - Substantively
customer needs for mission: Exceeds Expectations

Provide services for safe and efficient Launch Services Program processing
and launch while meeting the flight manifest and associated reviews (FRR,
LRR, etc.) and deliverables (CoFR, award fee evaluation, etc.).

Summary Rating Accomplished
1

& Print PDF View Full
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—Narrative Summary-

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean lacinia facilisis tortor, sit amet volutpat eros
aliquet a. Donec pulvinar magna eleifend imperdiet luctus. Sed eu purus faucibus, ullamcorper erat in, porta
enim. Morbi luctus nulla et elit ullamcorper, quis eleifend nunc luctus. Vestibulum sit amet odio in neque semper
lobortis. Nunc eget neque eget lacus interdum suscipit. Suspendisse convallis semper sollicitudin. Nullam nec
accumsan augue, eget mollis ipsum. Maecenas vitae porttitor tellus. Integer quis nis! facilisis, interdum nulla at,
tincidunt est. Etiam sit amet lacus scelerisque, suscipit sapien id, ultricies sem.

—Summary Rating

Summary (overall) Performance Rating is: Accomplished
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Date Established  Type of Rating Current Status

03/26/2014 Annual Rating Completed. Waiting for
Employee Signature
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@ SPACE

Standard Performance Appraisal Communication Environment

www.nasa.gov




