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HQ EPCS Rating Official Guide
Completing Ratings for the 2015 - 2016 Appraisal Cycle 
Establishing Performance Plans for the 2016 - 2017 Appraisal Cycle

Completing Ratings for the 2015 - 16 Appraisal Cycle 

NOW!	Make sure all employees have an active, signed performance plan
· Go to your “Home” screen in the Standard Performance Appraisal Communication Environment (SPACE) to check the status of each employee’s performance plan.
· You will not be able to create a rating in SPACE for an employee until his/her plan has been in place for at least 90 days.  
· Avoid updating a plan for a current or new employee in the 60 days before the  appraisal cycle ends; instead, establish the employee’s plan for the new cycle, on or about May 1

1. Obtain/gather information needed to assess the performance of your employees:
· Request input from individuals who supervised/managed employees during details or matrixed assignments of 90 days or more (see below for more information)
· As appropriate, request or gather input from customers, colleagues, etc.
· Encourage employees to submit a self-assessment in SPACE and set a due date.  
· Self-Assessments provide an opportunity for employees to share information about their progress and accomplishments.  
· Self-Assessments must be reviewed and considered when completing the employee’s Annual Rating, and will be stored in SPACE with other performance-related records. 
· Self-assessments can be broader and more meaningful than only a listing of accomplishments.  Provide guidance regarding the type of information you recommend that employees include. 
· Review employees’ work products and notes/records about your performance-related communications with them during the appraisal cycle (e.g., midpoint reviews)

Requesting Employee Self-Assessments
Rating Officials can request Employee Self-Assessments in SPACE using the Self-Assessments button located in the Supervisor Tools section of their Supervisor View. 

This feature enables Rating Officials to include details about the type of information employees should include in their self-assessments and additional guidance on submitting self-assessments (including a due date for submission). An email will be sent to the selected employee(s) which includes the information entered by the Rating Official as well as a link to SPACE. For more information on Self-Assessments, refer to the Progress Reviews/Midpoint Job Aid (see the Learn More section below for information on job aids).
 



 Requesting/Providing Input on Employee Performance
a) If your employee was detailed/matrixed or is currently detailed/matrixed to another organization for 90 days or more during the performance cycle, the Rating Official must request feedback from the detail/matrix supervisor or Project Manager(s), to be considered in appraising the employee’s performance on the elements and standards relative to the detail/matrixed assignment.  Rating Officials are encouraged to also request feedback from other appropriate individuals, such as customers or team leads.
b) If an employee has been detailed/matrixed to your organization, you are required to provide input when requested by the rating official. Provide feedback to the Rating Official to be considered in appraising the employee’s performance on the elements and standards relative to the detailed assignment. Enter feedback directly into SPACE when possible.
Refer to the Request or Enter Supplemental Feedback Job Aid for more information

2. Prepare and submit proposed ratings by May 20, 2016 
· Using the information gathered, assess performance for each element against the standards and indicators in the performance plan – record the element ratings in SPACE.
· Select the Calculate Rating button to calculate the summary (overall) rating.        

Element Rating Levels:
Individual performance elements under EPCS are rated at one of only three levels: 
· Substantively Exceeds Expectations (Level 5) – Performance that consistently exceeds the performance standards to a substantial degree for the element
· Meets Expectations (Level 3) – Performance that fully and consistently meets the performance standards identified for the element
· Fails to Meet Expectations (Level 1) – Performance that fails to meet the established performance standards for the element

Summary Rating Levels:  
Summary ratings are determined by calculating the average of all 3 and 5 element ratings with the following thresholds:
· 5.0 = Distinguished (Level 5) 
· 4.X = Accomplished (Level 4) 
· 3.X = Fully Successful (Level 3) 
· If any element is rated 1, the summary rating is Unacceptable (Level 1)
What is a Narrative Summary?

A narrative summary addresses an Employee’s significant achievement(s), result(s) or observable behavior(s) during the appraisal cycle, relative to the performance elements and standards/indicators.  It must fully justify the rating the Employee received.  

In addition to the Rating Official’s own observations and assessment, the narrative summary should factor in information from the Employee’s self-assessment and supplemental input provided by appropriate third parties.

The narrative summary should serve as the primary supporting information for the rating discussion between the Rating Official and the Employee.  

· Prepare and enter written feedback
· Enter a narrative summary (required) 
· If desired, provide feedback for each element. In addition to content from the Supervisor Notes tab and feedback from previous progress reviews (automatically copied into the employee’s rating for you to edit), you may also copy in content from the employee’s Self-Assessment and from any Supplemental Feedback.




           New for SPACE v4.2!
           Submit reasons for Incomplete/Not Required Ratings
When an employee’s rating will be delayed, or when a rating is not required for an employee, a drop down menu is now accessible to Rating Officials with the following reasons for late/incomplete ratings:
· Rating Delayed – Employee unavailable due to extended absence
· Rating Delayed – Employee has not yet completed 90 days under a performance Plan
· Rating Delayed – Employee in a Performance Improvement Period
· Rating Not Required – New NASA Employee
· Rating Not Required – Pathways Intern
· Rating Not Required – Extended or Intermittent Absence
· Rating Not Required – Previous GESTA Employee
This functionality was previously only available to Reviewing Officials.  However, as the first line supervisor, you are best suited to provide justifications for late or incomplete ratings.  When completing ratings, you will now be required to select a reason why employees’ ratings are incomplete or not required. To submit a late/incomplete rating, select the employee from your Supervisor View tab in SPACE, and then click on the Ratings tab. Click the No Rating button and then select a reason why the rating will be incomplete or delayed from the list displayed. Once you click Save, 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. Detailed steps for Rating Officials are provided in the Conducting a Rating job aid.

Submit Proposed Ratings for Second Level Review
[bookmark: _GoBack]A second level review is required for all ratings (except when the Rating Official is an AA or Official in Charge, or his/her direct report). The purpose of the second level review is to look at rating levels across the organization and 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 as Reviewing Officials are only required to sign individual ratings of Unacceptable.   
· After rating each element, completing the narrative summary, and calculating the summary rating, click Proposed Rating to submit the draft rating for second level review.
· Once a draft rating is submitted, it cannot be edited until second level review is complete.
· When the second level review is complete, you will be notified so that you can finalize the ratings, conduct face-to-face ratings discussions, and sign ratings.

3. Finalize Ratings, Conduct Face-to-Face Ratings Discussions, and Sign Ratings by June 30, 2016

· Finalize rating
· Make any edits based on feedback from the second level review process or for other appropriate reasons (e.g., additional information provided by the employee)
· Changes to ratings at this point do not require an additional second level review; consult with the Reviewing Official as appropriate regarding changes
· Conduct a face-to-face meeting with the employee, in which you should:
· Review and discuss the element and summary ratings and your written feedback
· Explain how you determined each element rating; cite specific examples
· Share any supplemental feedback you received
· Explain how the summary rating was derived from the element ratings
· Discuss training and development needs
· Ask the employee to sign the rating in SPACE after he/she receives an email stating that the rating is available for his/her signature. (This email will be generated after you sign the rating.)  Advise the employee that he/she may print a copy of the rating in SPACE.
· Sign rating 
· If the employee refuses to sign the rating, contact your Human Resources Specialist

Reconsideration.  Employees may request Reconsideration in SPACE or outside of SPACE. A request for Reconsideration in SPACE sends an email to the Employee providing the reconsideration procedures with a copy to the Rating Official, Center Administrator, and designated Human Resources (HR) Specialist. All other Reconsideration actions will occur outside of SPACE. Consult with your assigned HR Specialist for assistance or if any changes to a rating are required.



	
Establishing Performance Plans for the 2016-17 Appraisal Cycle
Performance Plans for the 2016-17 appraisal cycle should be created, reviewed, discussed, and signed by May 27, 2016. 
Learn More

Jobs Aids and other reference materials are available on the HQ HRMD Portal.  For additional questions and guidance please contact the SPACE Help Desk at HQ-GS-PerformanceManagement-Inquiries@mail.nasa.gov  or contact Mr. Ronald “Ronnie” Farrell, Performance Management Program Manager, at (202) 358-1479.
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