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HQ Reviewing Official Job Aid: Conducting Second Level Review
	Conducting Second Level Review	1
	Approving an Unacceptable Rating	6

EPCS requires a Second Level Review of annual ratings. This is an overall review to observe trends, consistency, potential disparities and other relevant factors, which may reflect concerns that should be addressed. The purpose is not to approve every individual rating; second level approval is required only for Unacceptable ratings.

You are designated as the Reviewing Official for all employees listed on the Second Level Review tab. You will conduct only one review; you will not be able to click “Complete Review” until all ratings have been submitted and you have recorded a reason for any ratings that are legitimately incomplete. 

When conducting your Second Level review, you must provide any guidance on finalizing ratings to Rating Officials outside of SPACE. Changes made to ratings will not be submitted to you for another second level review.

· [bookmark: _Toc444182344]Conducting Second Level Review
1. Log into SPACE using https://space.ksc.nasa.gov/ 
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the drop down arrow in the Select Performance Year field and select the current performance year (if not already selected)
2

3. Click the Second Level Review tab
3

[bookmark: _GoBack]

Take note of the following features when reviewing proposed ratings:
a. Click the link titled “Click here for Second Level Review Instructions” for detailed information on conducting your second level review.
b. The Complete Review button is disabled until all ratings are submitted, or incomplete reasons have been selected.
c. Rating of “Unacceptable” are highlighted in yellow.
d. Reasons for delayed ratings, or ratings which are not required can be selected by the Rating Official and edited prior to completing your review.
e. Ratings completed early will be marked with a colored in star. Hover over the star to see the date the rating was signed. (Also note: Once you have completed your second level review and clicked the Complete Review button, all of the reviewed ratings will have a star outline next to them and will remain un-editable until the Center-wide Second Level Review period ends.  The star outline will be colored in once the ratings are signed).
f. Ratings can be returned to the Rating Official for revision by clicking on the Thumbs Down icon. Ratings returned for revision are considered reviewed and will not be resubmitted for Second Level Review.
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4. Click the column titles (e.g., Grade, Proposed Rating or Rating Official) to sort the list of reviewees as desired
[image: ]
5. To view a PDF version of a proposed rating, click the hyperlink, located in the Proposed Rating or Incomplete Reason column
Note: Clicking the hyperlink for a proposed Unacceptable rating will open the rating for review. Refer to Approving Unacceptable Ratings in this Job Aid
[image: ]
6. To review details of an employee’s performance record (e.g., progress reviews, employee self-assessments, supplemental performance feedback), return to the Supervisor View tab, select Non-Direct Reports (Second Level Review) from the Select View drop-down menu and click the employee’s name to access the employee's full performance record
· Note: Even if you do not observe potential disparities or inconsistencies, it is recommended that you review a sampling of individual ratings, to evaluate the quality of narrative justifications and consider the need for improvements to performance plans for the upcoming cycle.

7. Return to the Second Level Review tab to continue your review
8. To view an Excel version of proposed ratings, click the Excel button
8

· You may receive a pop-up notifying you that the file format and extension do not match. The prompt will ask you to confirm that you want to proceed with opening the file; click Yes
9. Within the Excel spreadsheet:
a. Sort by highlighting the title row and clicking the Filter button; proceed to sort as desired
b. Navigate to both the Second Level Review Report and Rating Not Submitted tabs

9a
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10. Return to SPACE to complete your review
11. Incomplete Ratings Only: If a rating has not been submitted for approval, or if the Rating Official has not already selected a reason for an incomplete rating, a drop-down menu is available in the Proposed Rating or Incomplete Reason column. Click to view the drop-down menu and select the reason the rating has not been submitted
· Note: An “incomplete reason” should only be selected if a rating has not been submitted for a legitimate reason (i.e., one of the reasons listed in the drop-down menu). The employee’s Rating Official should have selected an “incomplete reason.” Encourage the Rating Official to submit the missing rating if it does not meet the criteria of a legitimate incomplete rating. You can only complete your Second Level Review one time, therefore all eligible ratings must be submitted before you proceed to step 12.
12. When you have thoroughly reviewed all proposed ratings, click Complete Review
· Reminder: When conducting your review, provide feedback outside of SPACE to guide Rating Officials in finalizing ratings. Changes made to ratings will not be submitted to you for another second level review.
· [bookmark: _Toc444182345]Approving an Unacceptable Rating
As a Reviewing Official, you are required to approve all unacceptable ratings proposed by Rating Officials in your organization. You will receive a notification email with a link that takes you directly to the proposed Unacceptable rating in the Standard Performance Appraisal Communication Environment (SPACE).

1. Click the SPACE link in the notification e-mail
[image: ]
Note: Alternatively, you can click the hyperlink for the Unacceptable rating in the Second Level Review tab to be redirected to the employee’s proposed rating. See Conducting Second Level Review in this job aid.
[image: ]

2. Review the narratives and ratings for each element 
[image: ]



3. Review the summary narrative, summary rating and development discussion responses at the bottom of the page
[image: ]
4. Click Approve Rating at the bottom of the page and then click Confirm
[image: ]

Page 4 of 6

image2.png
You are viewing Performance Year 2015 Select Performance Year:| 2015 (05/01/2014 - 04/30/2015) v

Second Level Review | Your rmance Plan

Select View:  Direct Reports (Rating View) v Supervisor Tools: IS EEL]

Please select
2013 (05/01/2012 - 04/29/2013)
2014 (05/01/2013 - 04/30/2014)
2015 (05/01/2014 - 04/3012015)
2016 (05/01/2015 - 04/30/2016)

Self-ARSESAHACHES T T

Su| Vi





image3.png
Supervisor View | Second Level Review | Your Performance Plan

org Employee Grade Rating Official Prior Year Proposed Rating or Incomplete  Approve
+ - = + Rating + Reason 4+ Unacceptable ¢
Ratings

w Instructions

@ Click here for Second Level Revi




image4.png
Supervisor View | Second Level Review | Your Performance Plan

org Employee Grade Rating Official Prior Year Proposed Rating or Incomplete  Approve
+ - = + Rating + Reason 4+ Unacceptable ¢
Ratings

w Instructions

@ Click here for Second Level Revi




image5.png
Second Level Review

a b

1 Accomplished

@ Click here for Second Level Review Instructions

Rating Delayed - EI v

e [*]accomplished
f [elpistinguished

Privacy Act Notice

PRIVACY ACT NOTICE: Records contained in the Standard Performance Appraisal Communication Environment (SPACE) are subject
to the Privacy Act and must be safeguarded against unauthorized disclosure in accordance with 14 C.F.R. 1212.605. Unauthorized
disclosure of Privacy Act records may result in criminal penalties under 5 U.S.C. 552a(i)(1) and (2).





image50.png
Second Level Review

a b

1 Accomplished

@ Click here for Second Level Review Instructions

Rating Delayed - EI v

e [*]accomplished
f [elpistinguished

Privacy Act Notice

PRIVACY ACT NOTICE: Records contained in the Standard Performance Appraisal Communication Environment (SPACE) are subject
to the Privacy Act and must be safeguarded against unauthorized disclosure in accordance with 14 C.F.R. 1212.605. Unauthorized
disclosure of Privacy Act records may result in criminal penalties under 5 U.S.C. 552a(i)(1) and (2).





image6.png
Second Level Review

Compl

Click here for Second Level Review Instructions

% Accomplished

Rating Delayed - EI v

Privacy Act Notice

PRIVACY ACT NOTICE: Records contained in the Standard Performance Appraisal Communication Environment (SPACE) are subject
to the Privacy Act and must be safeguarded against unauthorized disclosure in accordance with 14 C.F.R. 1212.605. Unauthorized
disclosure of Privacy Act records may result in criminal penalties under 5 U.S.C. 552a(i)(1) and (2).





image7.png
Second Level Review

Compl

@ Click here for Second Level Review Instructions

‘ Rating Delayed - EI v

Privacy Act Notice

PRIVACY ACT NOTICE: Records contained in the Standard Performance Appraisal Communication Environment (SPACE) are subject
to the Privacy Act and must be safeguarded against unauthorized disclosure in accordance with 14 C.F.R. 1212.605. Unauthorized
disclosure of Privacy Act records may result in criminal penalties under 5 U.S.C. 552a(i)(1) and (2).





image8.png
Second Level Review | Your Performance Plan

Select View:  Non-Direct Reports (Second Le ¥ Supervisor Tools:

Establish Plan

Midpoint Review

Click a Name Status 05/01/2014-06/30/2014  10/01/2014-11/30/2014  01/01/2015-06/30/2015

Second Level Review




image9.png




image25.png
Second Level Review | Your Performance Plan

Select View:  Non-Direct Reports (Second Le ¥ Supervisor Tools:

Establish Plan

Midpoint Review

Click a Name Status 05/01/2014-06/30/2014  10/01/2014-11/30/2014  01/01/2015-06/30/2015

Second Level Review




image26.png




image10.png
Supervisor View | Second Level Review | Your Performance Plan

org Employee Grade Rating Official Prior Year Proposed Rating or Incomplete  Approve
+ + Rating + Reason ~ Unacceptable ¢
Ratings

@ Click here for Second Level Review Instruct

ns

o




image20.png
Supervisor View | Second Level Review | Your Performance Plan

org Employee Grade Rating Official Prior Year Proposed Rating or Incomplete  Approve
+ + Rating + Reason ~ Unacceptable ¢
Ratings

@ Click here for Second Level Review Instruct

ns

o




image11.png
H - B- - second_level_review (31) - Excel 7 @ - 0 %X

EERl HOME | INSIRT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  Wam, Kiisten N. (HQ-LEDOO)IBM GLOBAL SERVICES FEDERAL] -
B % |icamn ok a|= g [Gnent ]| B consion romating: | Eeimer - | X - IS g
Ba - $ - % * | [[FormatasTable~ B Delete - | [0~
pate o Bl U |- A- O ol Sort& Find &
T u-E & %  Celltyles~ Biormat- | € - [
Clipboard Font o Aiignment ol tumber stytes ceis 4] sotAtoz
A [ c [ 3 3

il sotZton

12015 (05/01/2014 - 04/30/2015) Glenn Research Center Second Level Review Report as of € 7 cyctom sor.

2 Y FEiter

3 LEmpluyeerhne Llinmhyeellllili |Employee Title [series |Grade is Employee a superv

4 [BAUMAN, BENJAMIN 389092650 BUDGET ANALYST 560 g

5 |FUSSELL, SHEENA 223041206 BUDGET ANALYST 560 12

6 |GLOBOKAR, MARY ANN 573462036 BUDGET ANALYST 560 13 BRSO |
7 |HACKNEY, DANIEL ‘945465444 BUDGET ANALYST 560 2 BREO

8 |HALSTEAD, THOMAS 900805001 BUDGET ANALYST 560 13 BRSO -

Second Level Review Report | Rating Not Submitted ® [ »





image12.png




image23.png
H - B- - second_level_review (31) - Excel 7 @ - 0 %X

EERl HOME | INSIRT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  Wam, Kiisten N. (HQ-LEDOO)IBM GLOBAL SERVICES FEDERAL] -
B % |icamn ok a|= g [Gnent ]| B consion romating: | Eeimer - | X - IS g
Ba - $ - % * | [[FormatasTable~ B Delete - | [0~
pate o Bl U |- A- O ol Sort& Find &
T u-E & %  Celltyles~ Biormat- | € - [
Clipboard Font o Aiignment ol tumber stytes ceis 4] sotAtoz
A [ c [ 3 3

il sotZton

12015 (05/01/2014 - 04/30/2015) Glenn Research Center Second Level Review Report as of € 7 cyctom sor.

2 Y FEiter

3 LEmpluyeerhne Llinmhyeellllili |Employee Title [series |Grade is Employee a superv

4 [BAUMAN, BENJAMIN 389092650 BUDGET ANALYST 560 g

5 |FUSSELL, SHEENA 223041206 BUDGET ANALYST 560 12

6 |GLOBOKAR, MARY ANN 573462036 BUDGET ANALYST 560 13 BRSO |
7 |HACKNEY, DANIEL ‘945465444 BUDGET ANALYST 560 2 BREO

8 |HALSTEAD, THOMAS 900805001 BUDGET ANALYST 560 13 BRSO -

Second Level Review Report | Rating Not Submitted ® [ »





image24.png




image13.png
Dear

This e-mail is to notify you that /s % s has proposed a rating of "Unacceptable” for S s W A second level approval is required for all Unacceptable ratings.

Please click on the following link lo review and approve the proposed rating. If you do not approve the rating, please communicate with (% % s 1 and your Center Employee Relations
POC outside of SPACE to resok er. 1

If you have any questions or experience any problems, please click the Reference Guide tab in SPACE or contact your Human Resources representative.

THIS 1S AN AUTOMATED EMAIL. PLEASE DO NOTREPLY TO THE ABOVE EMAIL ADDRESS




image14.png
-— - - Rating Not Required -
New NASA employee

# Accomplished

# Fully Successful

-— ——— -
—— — - Rating Not Required -





image15.png
— “ W Performance Rating

Element 1: Supervisory Competencies ELEMENT RATING:
Click to Expand. 1+ Fails to Meet Expectations

Failed to meet expectations.





image16.png
[~ Narrative Summarv
Narrative Summary
Narrative Summary
Narrative Summary
Narrative Summary
Narrative Summary
Narrative Summary

Narrative Summary Narrative Summary Narrative Summary Narrative Summary
Narrative Summary Narrative Summary Narrative Summary Narrative Summary
Narrative Summary Narrative Summary Narrative Summary Narrative Summary
Narrative Summary Narrative Summary Narrative Summary Narrative Summary
Narrative Summary Narrative Summary Narrative Summary Narrative Summary
Narrative Summary Narrative Summary Narrative Summary Narrative Summary

[~ Summary Rating

(overall) Performance Rating is: 1 - Unacceptable 3

~ Development Discussion

Rating officials must (at m
and the Rating. You have

inimum) discuss training and development needs with employees during at least one Progress Review
addressed this requirement by stating that:

« Training and development needs Yes/No selection has not yet been completed by the Rating Official
« An Individual Development Plan (IDP) Yes/No selection has not yet been completed by the Rating Official.





image17.png
Development Discussion

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

« Training and development needs Yes/No selection has not yet been completed by the Rating Official.
« An Individual Development Plan (IDP) Yes/No selection has not yet been complted by the Rating Official.

Reviewing Official Signature
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