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Presenter Notes
Presentation Notes
Welcome to AcqDemo Giving and Receiving CCAS Contribution and Performance Feedback. It takes approximately 45 minutes to complete all sections.
 
This course is a continuation of the AcqDemo eLearning series. It complements the Contribution Planning course and Writing an Annual Appraisal Self-Assessment course. 
 
The goal of this course is to enhance your understanding of the giving and receiving of contribution and performance feedback throughout the appraisal cycle. This course will help you understand your role and responsibilities with the important discussions that need to happen to ensure your success in meeting your organization’s mission and goals.
 
It also provides you with tools and examples for effective feedback.
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Topics of Discussion ?_.',
* CCAS Required Conversations
e Constructive Feedback

e Difficult Conversations

* Communicating Appraisal Results
e Salary Appraisal Form

e Opportunities for Increased Contribution
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Presenter Notes
Presentation Notes
Workplace communication is very important because it allows organizations to be productive and operate effectively. It can increase morale, build teams, make things clearer, make things better, and solve problems.,
 
AcqDemo’s Contribution-Based Compensation and Appraisal System, or CCAS does require formal one-on-one meetings, but it also encourages informal feedback throughout the cycle.  We use contribution planning and assessments to document these. They are recorded in CAS2Net, the Contribution-Based Compensation and Appraisal System (CCAS) software tool.  Videos illustrate these conversations and associated documentation. 
 
After completing the course, you will understand:
 
CCAS Required Conversations
Constructive Feedback
Difficult Conversations
Communication Appraisal Results to include the Salary Appraisal Form and opportunities for increased contribution.


CCAS Required Conversations
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Presenter Notes
Presentation Notes
This section covers three areas:  

The 3 required conversations between employees and supervisors
The respective roles and responsibilities for each conversation
Example videos of contribution planning and appraisal review

Let’s take a closer look.


Three Required CCAS Conversations

Contribution
' Planning
Conversation

Midpoint
Review

Annual
Appraisal
Conversation
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Presenter Notes
Presentation Notes
The CCAS appraisal period coincides with the government fiscal year, beginning on 1 October and ending on 30 September of the following year.

At a minimum, three CCAS conversations are required annually. These conversations are:

Contribution Planning Conversation
Midpoint Review
Annual Appraisal Conversation (End-of-Cycle Discussion and Communicating Appraisal Results). 



GOAL
STRATEGY '

"LAN The Importance of a
Contribution Plan
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Contribution Planning Conversation "7.-.!0”“

* Contribution Planning Conversation should include the following topics:

Previous cycle review

Contribution expectations for new cycle and how they tie into the
organization’s annual goals

Career path broadband level factor descriptors applicable to
employee’s current salary

Expected OCS, expected contribution range and expected
categorical score (broadband level and low/med/high)
corresponding to current salary

Quality of performance expectations
e Understanding ratings of 1, 3, and 5

Contribution Plan must be completed within 30 days of October 1st
each year, within 30 days of starting a new position, and may need to

be modified throughout the appraisal period as priorities change.



Presenter Notes
Presentation Notes
The first required conversation occurs in the October timeframe and is called the Contribution Planning Conversation.

The result of this conversation is a formal, written Contribution Plan. The Contribution Plan must be completed within 30 days of October 1st each year, within 30 days of starting a new position, and may need to be modified throughout the appraisal period as priorities change. There is an additional course, Contribution Planning, available that shows you how to create one.  

Employees and supervisors meet to plan and discuss expected contributions to the mission during the appraisal year. You both discuss the contributions and results that are expected based on organizational goals, PRD or position requirements document, the 3 factors with associated descriptors and discriminators, and the expected contribution levels corresponding to the current salary. There is also a Quality of Performance Rating, also known as the Performance Appraisal Quality Level (PAQL). The performance expectations are discussed to reach a common understanding of the performance standards associated with a rating of 1 – Unacceptable, 3 – Fully Successful, or 5 – Outstanding. 


Ac

* Understand organization
mission/goals

* Be prepared to discuss
expected contribution

e Assess training and
development needs

e Ask questions

Contribution Planning Discussion Roles i“i(i
and Responsibilities Bouse

| Employees Supervisors

Schedule meeting

Review mission, goals, plans,
priorities

Establish contribution
expectations

Establish Quality of
Performance expectations

Ensure employee understands
your expectations

Document the discussion in
CAS2Net

It is imperative a well-constructed Contribution Plan be set in motion so the employee can

effectively contribute to the organization's mission at a level consistent with their pay.
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Presenter Notes
Presentation Notes
The contribution planning process can be initiated by either the employee or the supervisor (if the employee is new) in accordance with local business rules. Typically, employees draft an initial contribution plan for supervisory review and approval.  However, the supervisor may provide the employee with guidance for key contributions they would like to see in the employee’s contribution plan.  Begin with an understanding of the organization’s mission and fiscal year goals and identify the expected contributions to mission success appropriate for the position and current pay. This is the perfect opportunity to clarify those expected contributions, assess training and development needs, and ask questions.

If the supervisor initiates the process, they schedule the meeting. The primary purpose is to ensure that you both establish a mutual understanding. The Contribution Plan is a living document that may be updated as priorities and work change.  Supervisors document the discussion in CAS2Net under Contribution Planning.
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Presenter Notes
Presentation Notes
Ok, let’s go through an example of the Contribution Planning conversation.

Contribution Planning Video Script

(In a private office…)

MARGARET:    John, I’m glad you had a chance to look over all the information I sent to you before our meeting today.  That will save us a lot of time.  I’m sure you have quite a few questions after reading everything.  Before we get started, let me give you an overview of our organizational goals for the upcoming year. 
We have three main initiatives that all employees should focus on:
Affordability – achieving cost targets for all our programs
Effectiveness – delivering our programs on time
Efficiencies – finding ways to reduce total ownership costs

JOHN:  Right, I saw that.  I see how my work ties to the first two, but I don’t really see how I would have any impact on efficiencies.  For the most part, I document what gets decided, put it in the proper format, and then distribute the results to all the stakeholders.

MARGARET:  I disagree. I think you can contribute to efficiencies.  As a matter of fact, you have great insight. And I would like you to focus your energy on efficiencies this year. Here’s what I have in mind…

Looking down the list of deliverables for the upcoming year, I would like you to continue to document our instructions and keep them updated as necessary.

JOHN:  Great.  These will help everyone follow consistent instructions and I see how it clearly links to Goal 2--delivering our programs on time.

MARGARET:  Absolutely, but let’s reach for more.  Within our existing instructions, and definitely for any new instructions that get developed, I’d like you to analyze the processes, look for inefficiencies throughout our product lines, and see if there are ways we can do things better.  I think we all get in a rut of doing things the same way year after year.  And with all the work that keeps coming our way, we have to find ways to be more efficient.

JOHN:  That would be quite a change from what I currently do.  I don’t know if I am completely ready for that, but it would be a wonderful challenge to take on.  

MARGARET:  I think you are more than ready John. And I am here to assist you in whatever ways I can help.  Now, first of all, based on your current pay what is your Expected Overall Contribution Score?

JOHN:  70

MARGARET:  OK.  What categorical score falls in line with your Expected Overall Contribution Score?

JOHN:  It’s right at three medium (3M).

MARGARET:  Right.  Then since this is a writing-based objective, which factor do you feel is most relevant in this particular objective?

JOHN:  After looking at each one, I believe it falls under Communication and/or Teamwork.

MARGARET:  Perfect.  Let’s incorporate some of that factor descriptor language then into this first objective.  Using the CRI writing model; C- contribution, R- result, and I- impact, let’s capture your instruction documentation information.

C = Lead author of PEO Instructions, keeping them updated as necessary
R = Present briefings to gain consensus/approval from our stakeholders.  With that, introduce and implement innovative approaches to institutionalize our best practices.
I = Efficient processes will reduce the total ownership costs of our product lines. 

JOHN:  I understand all that. But I don’t see how reducing costs would be within my control.  I don’t have that level of authority.

MARGARET:  You may not have total control, but you do have a strong ability to influence. AcqDemo is focused on value to mission results.  Keep in mind you have an “Expected Contribution Range” of scores to try to hit.  Achieving the lower end of that range would mean successful completion of this objective, sure, but at a minimal impact level.  To achieve a higher score, you will need to show your work has had a significant impact on our ability to meet our organizational goals.  In this case, specifically toward Goal #3, this would be an example of finding ways to reduce total ownership costs through efficiencies.  All of us, me included, will need to strive to find better and more efficient ways to get our work done this year.

Also, successful completion of this objective will result in a Performance Appraisal Quality Level Rating of 3 – Successful (also known as PAQL for short). To obtain a PAQL Rating of 5– Outstanding, the results must substantially and consistently surpass expectations.

- End Scene -


. . . HG
Midpoint Review Conversation -

* Midpoint Review Conversation should include the following
topics:
* Employee strengths, contributions, and performance to date
* Changes in mission and goals

Contribution expectations and modifications, if needed

Quality of Performance expectations and modifications, if
needed

Clarification of expectations as needed

Review of factor descriptors and discriminators
* Areas of improvement, if needed

Midpoint Review Assessment completed

each cycle between March and May

10
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Presenter Notes
Presentation Notes
The second required conversation in the CCAS cycle is the Midpoint Review. 

Approximately midway through each appraisal cycle, employees are highly encouraged to complete the midpoint self-assessments and supervisors will complete a midpoint narrative assessment. The supervisor will not assign any scores to the midpoint review. Local business rules will include guidance on completing the employee midpoint self-assessments.

The results of this Midpoint Review, in accordance with local business rules, are the formal, written, employee Midpoint Review Self-Assessment and the supervisor’s formal Midpoint Review. The additional course, Writing an Annual Appraisal Self-Assessment, is available to show you how to create both a Midpoint Review and an Annual Appraisal Self-Assessment.

Let’s take a closer look at the midpoint of the cycle:

The meeting will discuss progress to mission success at the halfway point.  The conversation will include strengths, contributions, and performance to date; review any changes including new responsibilities to the mission or goals; review contribution expectations and modify them accordingly; review quality of performance expectations and modify as needed; clarify expectations; and review factor descriptors to include discussion on any areas of improvement, if needed.

Employees, enter your Midpoint Review Self-Assessment into CAS2Net under the Employee Menu. Supervisors, enter your Midpoint Review under the Supervisor Menu. Please refer to local guidance for due dates and requirements for the employee Midpoint Review Self-Assessment.


Midpoint Review i"i(i

Roles and Responsibilities st

* Review contribution and * Schedule meeting
performance expectations e Review mission, goals, plans,

* Prepare Midpoint Review Self- priorities, PRD
Assessment in CAS2Net (in * Prepare Midpoint Review in
accordance with local CAS2Net
business rules) * Modify contribution

* Prepare to discuss expectations, if needed
accomplishments, * Modify performance
contributions to date expectations, if needed

* Prepare to discuss potential * Discuss areas of success and
changes needed or obstacles ways to improve, if required
to success

* Expectations for continued

e Ask questions success
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Presenter Notes
Presentation Notes
The Midpoint Review can be initiated by either employee or supervisor in accordance with local business rules. Both parties should gather activities and major accomplishments achieved. Most of us tend to remember only the latest activities and achievements; therefore, it is a good idea to keep a personal record of those accomplishments as they occur. 

The Midpoint Self-Assessment is written by the employee and is meant to portray a complete, concise picture of contributions, and communicate impact made to the organization’s strategic goals. It is an opportunity to see if the expected contributions identified during the contribution planning phase are on track to be met or if any course corrections need to be made.

The Midpoint Assessment is written by the supervisor. Supervisors continuously monitor and document employee progress; give additional coaching and feedback throughout the cycle; address contribution/performance issues immediately upon identification; and provide mentoring for career development. The mid-year meeting provides a scheduled opportunity to discuss and formally document the employee’s progress.

The records used to support the midpoint review conversation may include reports, collected data, surveys, written notes collected during the appraisal cycle, such as emails from others or personal notes. Supervisors may also use the Additional Feedback module in CAS2Net to record comments to the employee at any time during the cycle.  Supervisors will document the discussion in CAS2Net.

It is recommended the supervisor and employee have a discussion prior to the end of the appraisal cycle to summarize employee contributions and performance during the annual rating cycle.  This is referred to as a Year-End Review.


1 1 i“i\i
Annual Appraisal Conversation

* Annual Appraisal Conversation covers:

* Final Annual Appraisal, factor scores and Overall
Contribution Score (OCS)

* Performance Appraisal Quality Level and Rating of
Record (RoR)

Contribution Rating Increase (CRI)

Carryover Award, if applicable
Contribution Award (CA)

Areas of success and opportunities for greater
contribution

 Areas for improvement

Review and signh Annual Appraisals,
Ratings and Payout Results in January
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Presenter Notes
Presentation Notes
The third and final required conversation in a CCAS cycle is the Annual Appraisal Discussion, also called the End of Cycle Discussion or Communicating Appraisal Results.

Once the Pay Pool review process is complete, the Pay Pool Manager finalizes and authorizes release of the ratings and payouts.  This occurs in the January timeframe.

Supervisors schedule a meeting with employees to discuss the final, approved Annual Appraisal. This includes the final appraisal narratives; factor scores including categorical and numerical; the overall contribution score; Performance Appraisal Quality Level and Rating of Record; and payout amounts. Payouts may include a General Pay Increase (GPI); basic pay increase known as the Contribution Rating Increase (CRI), and if applicable, Carryover Award; a one-time cash bonus known as Contribution Award (CA); a combination of the two; or depending on circumstances, none.

From CAS2Net, the supervisor may print a copy of the Annual Assessment and/or Salary Appraisal Form.  These documents are available in the Supervisor Menu under Reports. After the meeting and upon release by the supervisor, the documents are available in the Employee Menu under Reports.


< Py - . N (]
Annual Appraisal Conversation <
Roles and Responsibilities s

* Schedule meeting * Review the appraisal

¢ ReVieW the Annual Appraisa| ° Understand the ratings

e Communicate final outcomes of

the pay pool process * Ask questions

* Discuss Performance Appraisal * Discuss any adjustments to
Quality Level rating and RoR current Contribution Plan

* Discuss areas of success and and expected contributions,
ways to improve, if needed if needed

* Discuss options to request e Upon release in CAS2Net,
reconsideration, if needed sign the Salary Appraisal

* CAS2Net — enter date and Form

method of communication, sign,
and release
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Presenter Notes
Presentation Notes
When the pay pool process is completed, supervisors are notified.  Upon notification, supervisors schedule an appointment for the annual appraisal conversation.

Supervisors go over the details of the annual appraisal. This is an ideal time to discuss opportunities for greater contribution, as well as, areas for improvement in the new appraisal cycle. 

Employees review their appraisals, ensure they understand the ratings, ask questions for better clarity, and discuss any adjustments to the current Contribution Plan and expected contributions, if needed.
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Topics of Discussion /_.',

* How feedback shapes performance
and contribution

* Feedback opportunities
* Feedback guidelines

* Mapping constructive feedback
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Presenter Notes
Presentation Notes
This section covers constructive feedback.  There are four sections:

How feedback shapes performance – Slide title How Feedback Shapes�Performance and Contribution
Identifying feedback opportunities – Slide titles Feedback Opportunities
Some feedback guidelines – Slide Feedback Guidelines
Mapping constructive feedback
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Performance and Contribution f
Builds understanding of goals
Facilitates employee and supervisor engagement

Increases communication

Contributes to a more complete and accurately documented
appraisal

Encourages supervisors to
recognize accomplishments w
in a timely manner Q

Encourages continuous Dy %,
improvement and learning



Presenter Notes
Presentation Notes
Top performing organizations have a certain thing in common; they are continuously improving.  They are constantly striving to find ways to make their best even better.  One way this is done is by embracing feedback.  There is a focus on listening to the feedback from every stakeholder across the entire organization including clients, employees, suppliers, vendors, etc.

Effective feedback shapes performance by:

Helping us understand expectations of goals
Facilitating employee and supervisor engagement
Increasing communication
Contributing to a more complete and accurately documented appraisal
Encouraging supervisors to recognize accomplishments in a timely manner; and
Encouraging continuous improvement and learning

Feedback opens the door for initial and continuous communication, information exchange, collaboration, the creation of strategies, product and service development, improved relationships, and improved actions and responses.


” HC
Feedback Opportunities -

 Communicating contribution and
/ \ performance expectations and
employee progress

* Recognizing and praising
success

* Day-to-day, publicly,
verbally or written

* Addressing contributions and
performance not being met

e Building trust and respect

18
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Presenter Notes
Presentation Notes
Feedback is a good thing because everyone can benefit from it. 

You should always look for opportunities to give and receive feedback both formally and informally.  Here are some opportunities where feedback can be meaningful:

Recognizing that our responsibilities and workload are ever-changing, we should communicate our contribution and performance expectations, shared vision and direction, and progress made toward achievement regularly.

The key to motivating is by recognizing and praising success. Good leaders create a work environment wherein people feel important, valued, and appreciated.  Supervisors can do this by giving day-to-day recognition like “You did a great job in adjusting the production schedule to accommodate the delivery delays while still staying within our budget and timelines!” Public recognition at a team meeting “Let’s congratulate Mary for identifying a new vendor who can provide far superior material for 15% less in cost!”  Written congratulations can be used in formal feedback or even proudly displayed on their desk.

It is difficult to be 100% successful, sometimes we may miss the mark.  Addressing contributions and performance not being met is equally as important as recognizing success.  This gives us the opportunity to identify the gap and correct it, or better yet, improve it.

Feedback can create an atmosphere for building trust and respect. It opens the channels to build and maintain communication with others, internally and externally.

Let’s look at some guidelines for providing feedback.�


Feedback Guidelines s

* Plan ahead and be Give specific examples

prepared

Ask open-ended questions
* Open, pleasant atmosphere

Invite questions
* Avoid interruptions or
distractions

Listen—giving full attention

Summarize and reiterate
the key message

Highlight progress and
express confidence

* Thank the person
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Presenter Notes
Presentation Notes
Feedback can go very well or very badly.  Here are some guidelines for giving feedback:

Plan ahead and be prepared - create an outline of what to discuss; and review notes and documentation.  
Select an open and pleasant atmosphere. The environment should be welcoming and well-lit.
Avoid interruptions or distractions by planning.  The impact of interruptions or distractions can send a message that the person and their time is not important.
When providing feedback, avoid generalizing or referencing hearsay.  It’s best to be specific and give examples.
Asking open-ended questions to encourage two-way communication helps to identify the real causes and effects.
Invite questions. When you do so, it creates engagement and tells the other person that you value their input.
Listen. Whether feedback is written or verbal, it is important that we listen to the message with our full attention. 
To ensure that we are receiving feedback the way it was intended, we should summarize and reiterate the message. This is called active listening.
It is important to highlight progress and express confidence in each other and our abilities.
Acknowledge the value and appreciation for that feedback by thanking the person. 
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Mapping Constructive Feedback -

|dentify solutions and improvements
Recognize major strengths and significant contributions

BEHAVIOR B i :
e The When/Where - What did the behavior

cause?
* Be as specific as you * What did you see? * Make the experience |
can e Describe without internal to the individual

judgment
SITUATION IMPACT
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Presenter Notes
Presentation Notes
Constructive Feedback is not just praise or criticism.  It is a recommended set of instructions that aims to collaboratively improve the overall quality of a product or service. It is specific. It promotes positive change and engagement.

Constructive feedback is often mistaken as something negative.  It doesn’t have to be. Even though it might not sound right, constructive feedback is the best kind of feedback. It gives both the employee and supervisor an observation from another perspective that may not have seen or recognized. 

When handled tactfully and professionally, constructive feedback is a positive experience that helps the employee make the most of their talents and abilities; it moves the employee in the right direction; it creates positive change; and it directs the employee to solutions.

The Center for Creative Leadership created a tool to help us provide effective constructive feedback. The SBI Model contains three key elements:

Situation:   The When/Where.  Be as specific as you can. 
Behavior:   What did you see? Describe without judgement.
Impact:      What did the behavior cause? Make the experience internal to individual. 

 Let me give you an example.  The supervisor might start a conversation…

SITUATION:  During the last 2 months, I observed serious and significant payroll processing errors.
BEHAVIOR:  There were 5 reports of paychecks with the wrong amount and 7 reports of paychecks with the wrong locality pay.
IMPACT:  These errors create re-work, instill lack of confidence from our workforce, and can create stressful and negative consequences for our affected employees.

This can now begin the collaborative conversation:

“What do you think is causing these errors?  Can we create a check and balance or an automated way to ensure the errors don’t repeat? You have done a great job on other programs to create processes and systems that prevent these types of errors. Let’s work on this together.”
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Difficult Conversations

* Addressing inadequate
contribution and/or
performance

* Planning for difficult
conversations

* Giving and accepting
corrective feedback

e Difficult conversation video
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Presenter Notes
Presentation Notes
This section covers Difficult Conversations.  There are four areas:
Addressing Inadequate Contribution and/or Performance
Planning for Difficult Conversations
Giving & Accepting Corrective Feedback
Difficult Conversation Video

Let’s take a closer look at Addressing Inadequate Contribution and/or Performance.



’.
Inadequate Contribution and/or Performance Fix|

Goal of System: Appropriate compensation

for contribution to mission effectiveness

e Contribution Improvement Plans (CIPs) must be considered
when...

= Contributions and/or performance to mission
accomplishment are inadequate

Inadequate contribution Inadequate contribution
and/or performance occurs... and/or performance could
When employee’s OCS plots in result in...
the Overcompensated Region
Unacceptable performance,
PAQL rating of 1, in any
contribution factor

Reassignment

Reduction in pay and/or
broadband level

Removal from Federal
service
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Presenter Notes
Presentation Notes
As we’ve discussed, AcqDemo aims to go beyond just a performance-based rating system by linking rewards to the level of contribution. Therefore, the system also accounts for those whose contributions and performance are judged to be less than appropriate for their compensation level.

Inadequate contribution and/or performance occur:

When the overall contribution score places the employee in the overcompensated region (above the rail)
An unacceptable performance appraisal quality level (PAQL rating of 1) in at least one of the three contribution appraisal factors

Inadequate contribution and/or performance may be cause for reassigning employees, reducing their pay and/or broadband level, or removing them from Federal Service. This authority is similar to that of identifying poor performers under current Civil Service Rules. 


Planning for Difficult Conversations

* Prepare the * Get to the point early

conversation - Don’t play judge or
* Anticipate reactions make assumptions

* Stay on point e Summarize what has
been said and heard

 Manage toward the
desired outcome

* Collaborate to identify
the real problems and
possible solutions
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Presenter Notes
Presentation Notes
Difficult Conversations are just that, difficult. Preparing and planning will help you achieve the desired outcome.

Here are some helpful tips:

Prepare the conversation:  Write it out.  Identify the Situation, Behavior, and Impact (SBI) . Then identify what you (employee and supervisor) are hoping to accomplish. Envision an ideal solution. Do it with positive intent.
Anticipate reactions:  How can you avoid defense or finger-pointing reactions? Acknowledge emotions and energy.  Mentally practice for various reactions.
Stay on point:  Know, and return to, your purpose and focus on the specific.
Get to the point early: You don’t want your message lost.
Don’t play judge and don’t assume they can see things from your perspective.
Summarize what has been said and heard.
Manage toward the desired outcome – This is the opportunity for action planning.
Collaborate to identify the real problems and brainstorm solutions.
�
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Presenter Notes
Presentation Notes
Okay, let’s look at an example of a Difficult Conversation

Difficult Conversation Script

(IN A PRIVATE OFFICE, SUPERVISOR IS WORKING AT THE DESK. EMPLOYEE KNOCKS AND ENTERS THE ROOM. SUPERVISOR STANDS AND GREETS EMPLOYEE THEN CLOSES THE DOOR.)

MARGARET:  Hi, John. Come on in. Have a seat. Thank you for meeting with me. [Margaret sits.] I wanted to discuss the newest team project that I asked you to join. Your skill set is exactly what we need to drive this project.

JOHN:  Wow. Thank you, I appreciate that. I also want to thank you for this opportunity.

MARGARET:  You are welcome. You work hard. And I appreciate your work ethic. I did observe at the last meeting that you prefer to work independently and are eager to get things done fast?

JOHN:  I really do. (EXCITEDLY)

MARGARET:  For this team project, I believe that we need to be more deliberate in the process. It’s important to get input from each team member before we move on to the next phase to ensure that we don’t miss anything or create re-work.

JOHN:   (CONFUSED LOOK) I see.  (SHORT PAUSE) I appreciate the feedback, Margaret.  I get so excited and passionate about the work we are doing that I like to get the ball rolling and don’t want to slow the momentum. 

MARGARET:  There is nothing wrong with being excited or passionate about the work. Those are some of the reasons you are on this team.

JOHN:  But it’s the speed?

MARGARET:  Yes.

JOHN:  I don’t see what’s wrong with getting things done quickly. The sooner the better, right?

MARGARET:  Speed is always good if it is thorough and efficient. I want to make sure that we dot all our I’s and cross all our T’s as I’ve noticed some errors creeping into your work causing the team to have to backtrack and correct at times. There are many stakeholders and moving parts in this and I want to make sure that we do it the right way, the first time.

JOHN:  Okay, so what would you have me do?

MARGARET:  I’d like to ensure that all the team members have time to analyze the data and provide input, before we move on to the next phase. How do you think we can make that happen?

JOHN:  I can build some windows in our project schedule to allow sufficient time for analysis and feedback?

MARGARET:  That’s a great idea.  Please send me a new proposed timeline and I will review it and send it out to the team. Each team member was selected for their subject matter expertise, yours included, John. 

The input from everyone on this team is valuable and essential for our success. Your contributions will help us meet our mission and goals. Thank you.

JOHN:  Thank you.
- End Scene -
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Communicating Appraisal Results
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U HC
Topics of Discussion 2

 Communicating CCAS Results
e Salary Appraisal Form Review

* Opportunities for Increased Contributions

29
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Presenter Notes
Presentation Notes
This section briefly covers Appraisal Results.  There are three main topics:

Communicating CCAS results
Salary Appraisal Form Review and compensation
Discussing opportunities (or lack thereof) for increasing individual levels of contribution



HC

Communicating CCAS Results
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i HC
Communicating CCAS Results -

e Use the Part I: CCAS Salary Appraisal Form to guide the
conversation
* Convey the relationships between and among...

* Final factor OCSs, contribution expectations, and factor
level descriptors

* EOCS, OCS range, final OCS, and payout distribution
* Contribution and performance results

Ac
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i HC
Communicating CCAS Results -

* Arm yourself with a good understanding of the pay pool
process, especially...

* Pay pool funding levels

* How payouts are computed

* The organization’s business rules as they apply to...
 Compensation strategy and policies

* The relative value among positions in the
organization

* How control points (if applicable) are established
and applied and their impact on payout distribution
decisions

* What this all means to the employee

32
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Sub-Panel and Pay Pool Panel Deliberations "7.'!

Sub- and Pay Pool Panel

¥ Review the recommended contribution and + Are there any inconsistencies between
PACL scores given narratives and recommended scores?

¥ Review the appraisals to justify the v What categorical score is appropriate when
recommended scores factor descriptors have not all been met, but

v Decide how the value of the contribution the value of the contribution has made a
impacts the categorical score (i.e., a High versus significant impact?
a Medium)

v Discuss and reach consensus on approved
scores

¥" Review and resolve inconsistencies between @ Are there any inconsistencies within and/or
the categorical and numerical scores between the contribution rating, PAQL rating

and narratives?

v Resolve inconsistencies between the
contribution and PAQL scores

Pay Pool Panel

¥ Review compensation adjustments resulting = Any issues?
from the ratings # |5 the distribution fair and equitable across the
Pay Pool?

33
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Aggregate Pay Pool Results

HC

* Local business rules may provide aggregate results shown in this slide and the
next that may be useful when discussing employee contribution and

performance results if available at the time of the appraisal feedback discussion

Rails Report

Rail Zone

Number

NH

Percent

Number

NJ
Percent

Number

NK
Percent

Total

Number

Percent

A (Above the UR)
C1 (UR to SPL)
C2 (SPL to LR)
B (Below the LR)

0
8

1

0.0%
7.9%
91.1%
1.0%

0
0

0

0.0%
0.0%
100.0%
0.0%

0

0.0%
0.0%
100.0%
0.0%

0
8

1

0.0%
6.1%
93.2%
0.8%

Total

100.0%

100.0%

0
2
0
2

100.0%

Performance Rating of Record

100.0%

Rating of Record

NH
Number

Percent

NJ

Number

Percent

NK

Number

Percent

Total

Number

Percent

1 (Unacceptable)
3 (Fully Successful)
5 (Outstanding)

0
53
44

0.0%
54.6%
45.4%

0
21
8

0.0%
72.4%
27.6%

0.0%
100.0%
0.0%

0
76
52

0.0%
59.4%
40.6%

Total

Modal

97

100.0%

29

100.0%

100.0%

128

100.0%
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Aggregate Pay Pool Results 7\L

DOUSE

» Aggregate scatterplot, if available, may assist in discussing employee
contribution results

OCS Results: Current Pay and 2022 SPL
160000

140000

120000

100000

40 &0
0cCs

=l pper Rail SPL Lower Rail = NH & NJ NEK
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Part I: CCAS Salary
Appraisal Form Review
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Identifying
info

Signatures

Appraisal
Details

Ac
1

HCl

End-of-Cycle Discussion — Salary Appraisal Form s

Partl: CCAS Salary Appraisal Form

Series:
Broadband Level:

Name: Joe Confributor
CAS2NetID: 31
Organization: AMC/LHBB
Career Path: NH

Retained Pay:
Presumptive:

a0 Appraisal Period:

] From: 1-0ct-22
Mo To: 30-5ep-23
Mone

Approved By: Bob Arnold, Pay Pool Manager

Effective Date of Appraisal: January 1, 2024

Dizcuss evaluation with employee and obtain signature confirming discussion. Signature of employee does not constitute

agreement with CCAS appraisal.

Supervisor Print/Sign Date
Supervisor Print / Sign Date
2023 Performance Details PAQL 2023 Contribution Details Cat Score Num Score

w  Job Achievement andior Innovation 3 o Job Achievement and/or Innovath  3H 79

= [=]

=] Communication and/or Teamwork 3 - Communication and/or Teamwao aM 7

E Mission Suppart 3 & Mission Suppaort M 77

Overall Contribution Score T

Average Raw Score a7 Expected Contribution Score 75
Performance Rating of Record 3 Expected Contribution Range T2-78
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Presenter Notes
Presentation Notes
At the conclusion of the CCAS cycle once all pay pool decisions have been made final, an End-of-Cycle Discussion (also called the Annual Appraisal Conversation or Communicating Appraisal Results) is held between each employee and their supervisor.  The purpose is to discuss the employee’s appraisal, OCS, and the pay pool payout decision.


[ ] .’.
i\
= End-of-Cycle Discussion — Salary Appraisal Form = 2

s Of

Compensation Detail Employee Compensation Region Chart
The graph plot=the employee’s current basic pay versusthefinal OCE
$93,021 Current Rate of Basic Pay as of 30 Sep 2023 relative tothe rails and standard pay line [SPL); relating contribution o

compensation. The topand bottom linesare the Upper and Lower

*  § 1302 General PayIncrease 1.4% Rail ively. The middle lineizthe SFL AbovetheUpper Raili
ails, respectively. Themiddle lineist ovethe Upper Rail is
. * % 2907 CRI [Salar&.flncre;_ase} 3.13% the Overcompensated (Zone &), Underompensated [Zone B) is below
Compensatlon = $9?|23[] New Rate of Basic Pay the Lower Rail. Appropriately Compensated (ZoneC) ison or within
. + 516,043 Locality Pay 16.50% the railzs. Compensstion regions determine the eligibility for basic pay
Deta” = $113|273 New Total Salary increasesand awards. Thepoint onthegraph below isthe employee's
$ 3,337 Contribution Award sppraisalrasults
+ % - Carryover from CRI) g160,000 +

= $3,337 Total Award <140 000 4

120,000 1
100,000 4
550,000 4

2024 Expected Contribution Level =50 000 4

2023 Basic Salary

76 0 20 40 60 80 100

Expected Overall Contribution Score
Overall Contribution Score

Expected Contribution Range 7380

Remarks
*Basic pay on 30 September and does not include any prometion increase, temporary promotion increase, or ACDP basic that was approved

Privacy ot Statement (5522 of 5 UE.C)

1. AUTHORITY: cthon LD, Foderal Register Mothos dated Mowember 9, 2017,

Z. PURPOSE: dorm summarkes the annuzl evaluation of 2n employes’s contribation and performance through the COAS assessment

2. ROUTINE s form s 2 computer generated form that ks produced for employes and oont contribation soore, perfanmancs rating of record and spaos for the signature of the

supcrvisor, and the employos. The argina 5 form willl be madntadned in ¢ ket for no more than 4 yeas R Sccthon 293 402 and in accondance with agenoy procsduncs.
4. DECLOSUIRE: ricnmation contadned within this form i personad in neture and ks restricied to those with appropriste permissions. Indormation colleoed on this form may be used for statistical and impac
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Presenter Notes
Presentation Notes
It should be a retrospective look at lessons learned and insights that can be carried forward into the current appraisal period to improve outcomes and organizational impact.  It occurs in December or January, following the approval of the pay pool results.


. . HT
Salary Appraisal Form Review /?

* Discuss the PAQL scores and the criteria upon which they are

based
2023 Performance Details
Job Achieverment and/or Innovation
Communication and/or Teamwark
Mission Support
Average Raw Score
Ferfarmance Rating of Record
Talking Points:

* PAQL (pronounced pay-quil) scores are used to rate performance
for the Rating of Record

* |t does not impact basic pay or locality pay

* It is used for retention purposes in the event of a Reduction-in-
Force (RIF)

Ac
1
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Presenter Notes
Presentation Notes
As part of the supervisor submission to the pay pool, the supervisor recommended a performance appraisal level of either Level 5 – Outstanding, Level 3 – Fully Successful, or Level 1 – Unacceptable for each of the three factors for each of their supervised AcqDemo employees. To ensure fairness and consistency across the entire pay pool, the Pay Pool Panel evaluated the supervisor’s recommendations and made final decisions on the level ratings.

The three performance appraisal levels were then averaged to calculate the annual rating of record. An overall average of 4.3 or higher must be achieved in order to receive an overall rating of 5. If the average is less than 4.3, but no factors are rated as a 1, an overall rating of 3 is approved. If a Level 1 rating is approved for any factor, the overall rating of record will be a 1. 

Explain the rationale to the employee for each factor’s PAQL level score, as well as how the overall performance rating of record was calculated.



- HC
Quality of Performance -

e CCAS includes assessment of the
guality of performance an employee
demonstrates in achieving his/her
expected contribution results during an
appraisal cycle

* Quality of Performance rating is assigned
to each factor in addition to contribution
factor scores

* Average of three Performance Appraisal
Quality Level (PAQL) factor ratings translates
to the annual performance rating of record

Assign a PAQL rating for EACH factor
= Translates to the annual Performance Rating of Record

= PAQL is NOT used for other contribution-based compensation decisions
- Additional Component/Agency criteria may apply

40
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Presenter Notes
Presentation Notes
10 U.S.C. 1597(f) requires the determination of which DoD employees shall be separated from employment in a reduction in force to be made primarily on the basis of performance.

The performance level score assigned to each contribution factor should reflect an employee’s level of performance characteristically demonstrated throughout the appraisal cycle when compared to the CCAS factor descriptors and discriminators, expected contribution criteria, an employee’s contribution plan, and the impact of the quality of the contributions on the organization. 

A Participating Organization may supplement the generic criteria with additional standards that identify milestones, production, due dates, or other measurable aspects of success contributing to the accomplishment of the goals and objectives necessary to meet an organization’s mission and are achievable during the appraisal cycle. 

In addition to the mandatory use of the Rating of Record (RoR) for RIF purposes, a Participating Organization may elect to use the RoR in combination with the level of contribution to support such internal actions as awarding training opportunities or offering career broadening assignments via temporary detail/reassignment/promotion.

Our organizational policy regarding this is XXX

Federal Register notice, Section II.D.2.f.(2), “Quality of Performance”

Quality of Performance
      (a)  Appraisal Criteria. 10 U.S.C. 1597(f) requires the determination of which DoD employees shall be  separated from employment in a reduction in force to be made primarily on the basis of performance. In order to comply with 10 U.S.C. 1597(f), the CCAS has been modified to embrace the quality of performance an employee demonstrates in achieving his/her expected contribution results through an assessment of performance under each of the three contribution factors. Three performance appraisal levels are provided as shown in Table 3 below together with generic quality criteria. The performance level to be assigned to each contribution factor should reflect an employee’s characteristic level of performance during the appraisal cycle as compared to the CCAS factor descriptors and discriminators, expected contribution criteria, an employee’s contribution plan, and the impact of the quality of the contributions on the organization. A Participating Organization may supplement the generic criteria with additional standards that identify milestones, production, due dates, or other measurable aspects of success contributing to the accomplishment of the goals and objectives necessary to meet an organization’s mission and are achievable during the appraisal cycle.

(b)  Performance Appraisal Process. The quality of performance appraisal is conducted in conjunction with the contribution scoring process. As the rating official considers such items as  the employee’s self-assessment, customers’ feedback, and personal observations in preparation for assigning preliminary CCAS  categorical  scores,  he/she  will also assess the quality of the employee’s performance in achieving his/her contribution results under each of the three contribution  factors.  A preliminary performance appraisal level of either Level 5—Outstanding, Level 3—Fully Successful, or Level 1— Unacceptable from Table 3 will be assigned by the rating official to each of the three contribution factors. The three performance appraisal levels are averaged to calculate the annual rating  of record. The resulting quotient will be rounded to the nearest tenth of a  decimal point. The final average will then reflect the employee’s overall job performance during the appraisal cycle based on the rating criteria outlined in Table  4.


Expected Contribution Criteria — The Factors

Job Achievement
and/or Innovation

Qualifications
Critical Thinking
Calculated Risks
Problem Solving
Leadership
Supervision
Personal
Accountability

Communication

and/or Teamwork

Communication
(verbal and
written)
Interactions with
customers,
coworkers, and
groups
Assignments
crossing
functional
boundaries

Determine a PAQL score for EACH factor
= Must score contributions to mission and quality of performance separately

Acqm
[ | ]
BEEDemo

- Average 3 factor scores to get the rating of record

www.DAU.edu | www.hci.mil | acqdemo.hci.mil

Mission Support

Understanding and
execution of
organizational goals and
priorities

Working with
customersto develop a
mutual understanding
of their requirements
Monitoring and
influencing cost
parameters or work,
tasks, and projects
Establishing priorities
that reflect mission and
organizational goals
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Presenter Notes
Presentation Notes
Under AcqDemo, there are three standard factors for assessing employee performance.  These 3 factors (along with the duties and responsibilities expected of the position) are the only criteria used to assess employee performance.

These factors are standard across the entire AcqDemo project.  The three factors and their expected contribution criteria for performance are:

Job Achievement and/or Innovation –includes qualifications, critical thinking, calculated risks, problem solving, leadership, supervision, and personal accountability 

Communication and/or Teamwork – focus is on communication, both verbal and written; interactions with customers, coworkers, and groups; and assignments crossing functional boundaries. 

Mission Support – the understanding and execution of organizational goals and priorities; working with customers to develop a mutual understanding of their requirements; monitoring and influencing cost parameters or work, tasks, and projects; and establishing priorities that reflect mission and organizational goals.

Each Factor has a set of Descriptors and Discriminators that help with assessing employee contributions and performance.  

These Factors, along with their Descriptors and Discriminators, constitute the assessing criteria used for determining a position’s appropriate broadband level and an employee’s level of contribution.  While each factor’s Expected Contribution Criteria is used to assess performance.
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PAQL Level

Examples

] .’.
Performance Appraisal Quality Level 5 "#

Final Rating of
Record
Computation

Level 5 — Outstanding

An employee’s quality of performance exhibited in

consistently surpasses the factor-specific expected

plan goals and objectives.

achieving his/her contribution results substantially and

contribution criteria and the employee’s contribution

AcqDemo Operating Guide Definition Employee’s performance

made distinguishable
outcomes, set

precedent(s), industry-

wide recognition, etc.

Average of 3 factor
ratings
>43=5

Talking Points:

* A Level 5 score is incredibly hard to achieve

* Your performance must “substantially and consistently”
surpass expected contribution criteria

* You (DID or DID NOT) meet this criteria, and here is why...

42


Presenter Notes
Presentation Notes
A preliminary performance appraisal level of either Level 5 –Outstanding, Level 3 –Fully Successful, or Level 1 ‐Unacceptable will be assigned by the rating official to each of the three contribution factors. To ensure fairness and consistency across the entire pay pool, the Pay Pool Panel will make final decisions on the level scores.  


] .’.
Performance Appraisal Quality Level 3 "#

Final Rating of
PAQL Level Examples Record
Computation

Level 3 — Fully Successful

AcqDemo Operating Guide Definition Employee’s performance
gets the job done and

sometimes exceeds
expectations.

Average of 3 factor
ratings
<43=3

An employee’s performance consistently achieves, and
sometimes exceeds, the factor-specific expected
contribution criteria and his/her contribution plan goals
and objectives.

Talking Points:

A 3isaverygood rating and what most employees should expect to
receive

* |t means that you consistently met all expected criteria and
sometimes exceeded it

* For example, you did well on (give specific examples) and this is

where you exceeded our goals (give specific examples) i
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Presenter Notes
Presentation Notes
A preliminary performance appraisal level of either Level 5 –Outstanding, Level 3 –Fully Successful, or Level 1 ‐Unacceptable will be assigned by the rating official to each of the three contribution factors. To ensure fairness and consistency across the entire pay pool, the Pay Pool Panel will make final decisions on the level scores.  


Ac

PAQL Level Examples

Performance Appraisal Quality Level 1

Final Rating of
Record
Computation

HCl

Level 1 — Unacceptable

AcqDemo Operating Guide Definition

Employee’s performance
shows unsatisfactory

An employee’s performance fails to meet the expected quality, quantity or
contribution criteria and the required results for the timeliness of work,
goals and objectives set forth in his/her contribution incomplete, etc.

plan for the appraisal cycle.

Any single factor
score of 1 = Overall
Rating of 1

Talking Points:

* Asyou know from our discussions during the past appraisal cycle, you were experiencing some

severe performance issues.

* Explain what actions were already taken

* Some business rules may state that those with a score of 1 will be denied the General Pay

Increase (GPI). You will keep your current basic pay and locality pay.

* Because of the Level 1 score, you are now being placed on a Contribution Improvement Plan
(CIP). This will give you the opportunity to make notable and continuous improvements. The
consequence for unsuccessful improvements may lead to reduction in pay, movement to a lower

broadband, or removal from federal service.

i www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo
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Presenter Notes
Presentation Notes
A preliminary performance appraisal level of either Level 5 –Outstanding, Level 3 –Fully Successful, or Level 1 ‐Unacceptable will be assigned by the rating official to each of the three contribution factors. To ensure fairness and consistency across the entire pay pool, the Pay Pool Panel will make final decisions on the level scores. Be sure to check your organization’s business rules associated with PAQL ratings of 1 and the General Pay Increase.


- - HC
Salary Appraisal Form Review 2

* Discuss Categorical and Numerical scores as compared to
their expected Categorical Scores and expected OCS

2023 Contribution Details Cat Score Num Score
» Job Achievement and/or Innovation 3H 79
% Communication and/or Teamwork 3M 76
L Mission Support 3M 77
Overall Contribution Score 77
Expected Contribution Score 75
Expected Contribution Range 72-79
Talking Points:
* Based on your basic pay of § on 30 September, your Expected
Overall OCS was . This means your expected Categorical Score was

* The Expected Contribution Range simply means scores that relate to 8%
less and 8% more than your current salary. They do not indicate scores
that you were or were not expected to achieve.

Ac
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Presenter Notes
Presentation Notes
Before going on to discuss the remaining information, remind the employee of their Expected Overall Contribution score and the expected corresponding Categorical score. This will help provide perspective to the employee for other key appraisal elements.

Also, explain how the Expected Contribution Range is determined and that if the employee scores anywhere within that range, AcqDemo will consider their contributions appropriate for their 30 September compensation level.



. - HC
Explaining Categorical Scores -

* Review the factors, descriptors and discriminators for the employee’s
broadband level. Compare employee contributions to the expectations
listed and assign a preliminary categorical score.

* Low: Employee consistently meets portions the factor descriptors
during the appraisal cycle or needs greater than expected
assistance in meeting them

* Medium: Employee normally meets most of the factor descriptors
during the appraisal cycle with minimal guidance

* High: Employee consistently and independently meets the full
intent of all the factor descriptors during the appraisal cycle

* Very High: Employee has made exemplary contributions the results
of which are substantially beyond what was expected and warrant a
score exceeding the top score for the highest broadband level in the
employee’s career path

NOTE: This is NOT the only possible criteria for rating, but can be

used as a starting point to recommend categorical scores
46
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e .’0
il
Explaining Factor Descriptors and Discriminators s

Factor 1: Job Achievement and/or Innovation for NH-III

LEVEL DESCRIPTORS | DISCRIMINATORS

LEVEL Il

» Considered a functional/technical expert by others in the organization; is regularly sought | * Leadership Role
out by others for advice and assistance.

* Pursues or creates certification, qualification, and/or developmental programs and * Mentoring/Employee
opportunities for self and others. Development

* Guides, motivates, and oversees the activities of individuals and teams with focus on
project/ program issues. Assumes ownership of processes and products, as appropriate. * Accountability

* Develops, integrates, and implements solutions to diverse, highly complex problems
across multiple areas and disciplines. » Complexity/Difficulty

* Develops plans and techniques to fit new situations to improve overall program and
policies. Establishes precedents in application of problem-solving techniques to enhance
existing processes.

» Defines, directs, or leads highly challenging projects/programs

* Creativity

* Scope/Impact

Descriptors lead to Discriminators lead to
Categorical Scores Numerical Scores

Ac
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. . o HG
Categorical Scoring Talking Points -

e Start with position value and expected contribution
categorical scores as shown in the Part 1 form

e Discuss which descriptors were met — provide an example
for each

* Discuss which descriptors were not met and explain why not
if the employee believes some or all were met

* Wrap up with how this corresponds to what was expected
based on the employee’s salary

48
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Presenter Notes
Presentation Notes
The pay pool evaluates the employee’s self-assessment and the supervisor’s narrative assessment to determine if they provide enough information to support the recommended categorical score. If so, the recommended score will be sustained, and the supervisor should easily be able to explain why each categorical score was approved for the employee. If the documentation was insufficient, the pay pool likely had a conversation with the supervisor explaining why a different score was awarded. Be sure the supervisor discusses only the rationale behind the approved score by the pay pool with the employee.

Next, we’ll talk about the approved numerical scores for each factor.



. . HC
Explaining Numerical Scores -

e Review the factor discriminators to establish a rank order

Job Achievement Communication

and/or Innovation and/or Teamwork Mission Support

* Leadership role * Oral * Independence

* Mentoring/Employee * Written * Customer Needs
Development  Contribution to Team * Planning/Budgeting
Accountability * Effectiveness * Execution/Efficiency
Complexity/Difficulty
Creativity
Scope/Impact

» Same for all broadbands and career paths
» Help establish relative value of contributions
= Places degree of impact into context

Acom
m
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Presenter Notes
Presentation Notes
The factor discriminators, together with an organization’s annual goals, are the criteria used to determine numerical scores for each factor. To ensure employees understand how each factor is evaluated, it is often helpful to review the discriminators and discuss AcqDemo’s definition of “impact to mission” for each factor with employees.



- . HC
Explaining Numerical Scores -

NH Career Path

* Review the factor discriminators _ _
Job Achievement and/or Innovation Factor

and knowledge of employee’s

contributions to rank order the 3 Hi
igh (3H -
results to determine the g ( ) 79-83
Numerical Score John. Susan 33
V4
* Numerical Score must be within
the range associated with the Dan 82

respective Categorical Score

Bruce, Rick 81

* Leadership Role
James 30

* Mentoring/Employee Development

* Accountability

Rose, Joe /9

* Complexity/Difficulty

* Creativity Apply logic to your thought process and judgment
«  Scope/Impact when recommending numerical scores.
50
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Presenter Notes
Presentation Notes
At the sub pay pool panel level, or the pay pool panel level if no sub pay pool panels exist or if business rules do not require recommended numerical scores by the supervisors, the categorical scores are further refined, and rank ordered. Adjustments are made until consistency and equity are reached.  When rank ordering employees, it is possible to rank order employees with equal value to their contributions in the same position of the rank order. The contribution matrix is then completed, and the categorical scores set.
 
Based on the range of scores available for that cell in the matrix, this refined preliminary categorical score is assigned a numerical score.
 
To help guide the pay pool panel in rank ordering the employees and assigning numerical scores the factor discriminators are used, taking into consideration employee contributions as they relate to these skill sets.  As an example, for the Job Achievement and/or Innovation factor the discriminators are Leadership Role, Mentoring/Employee Development, Accountability, Complexity/Difficulty, Creativity, Scope/Impact. If part of the employee’s contribution had to do with the planning of the project, it would make more sense to consider that when rank ordering the Mission Support factor where Planning/Budgeting is one of the four discriminators (Independence, Customer Needs, Planning/Budgeting, Execution/Efficiency).
 
This two-step process for obtaining recommended scores for each factor is a way to ensure consistent use of the descriptors and discriminators.
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. . L HC
Numerical Scoring Talking Points -

* Discuss how Factor scores compared to expected scores

e Explain how discriminators were used to determine
appropriate numerical scores (especially if they resulted in
the employee receiving a higher or lower than expected

score)

* In what areas can the employee still do better?



Presenter Notes
Presentation Notes
Again, remind the employee of the expected numerical score and then discuss what score was approved by the pay pool for each factor. Because pay pool data is confidential, the supervisor may not be able to explain exactly why the employee received the specific final numerical score, only that this is where the pay pool panel ranked the employee among other employees who received the same categorical score.



] .’.
General CCAS Results Talking Points "7_.'!

e Supervisors provide recommended categorical and
numerical scores only

e Supervisory recommendations are vetted though the sub-
panel and pay pool panel process

e Sub-panel results (recommendations) are forwarded to
the pay pool panel for final vetting and payout decisions
in consideration of...

e Relative value of individual level of contribution,
impact of results and position value

* Available pay pool funding levels

e Sub-panels (or pay pool panels) evaluate recommended
scores relative to all employee contribution levels (rank
order)

52
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] .’.
General CCAS Results Talking Points "7.'!

* The time to voice disagreement with pay pool decisions is
prior to final approval

* NEVER disclose supervisory disagreement with pay pool
decisions

* |f results differ from recommendations and the pay pool
panel did not provide the rationale for the change with
the supervisor, the sub-panel manager or Pay Pool
Administrator may be able to provide the rationale
supporting the panel’s decision

53
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* Explain the significance of
the scatterplot

* Relationship to the
target pay line

* Significance of rail
placement

* Relationship between

contribution and
compensation

Salary Appraisal Form Review 7&

Employee Compensation Region Chart
The graph plot=the employee’s current basic pay versusthefinal OCS
relative tothe rails and standard pay line [SPL); relating contribution to
compensation. The topand bottom lines are the Upper and Lower
Rails, respectively. Themiddle lineisthe 5PL Abovethe Upper Rail is
the Overcompensated [Zone ). Underompensated [Zone B) is below
the Lower Rail. Appropriately Compensated [ZoneC) ison or within
the rails. Compensationregions detemmine the eligibility for basic pay
increases and awards. The point onthegraph below isthe employee's
appraizal results.
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Presenter Notes
Presentation Notes
Compensation Regions are described fully in the following slides to help supervisors with the scatterplot discussion.


] .’.
The Scatterplot and Compensation Regions "7_-'!

 All salaries and OCSs can be plotted on a graph

* Visual representation of employee OCS and
corresponding pay in relation to target pay rails

* The “X” axis represents the OCS from 0 to 100

* The “Y” axis represents all salaries from GS-1, step 1
through GS-15, step 10
* Individual employee ‘ Norml Pay Range \
“dot” on the scatterplot 3
is the intersection of OCS
and pay
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Presenter Notes
Presentation Notes
Discuss with the components of the scatterplot. 
Along the X axis are overall AcqDemo contribution scores ranging from 0 to 100. The Y axis begins with the GS-1, step 1 basic pay and ends with a salary encompassing the GS-15, step 10 basic pay.
The relationship between the X and Y axes is the red line known as the Standard Pay Line (SPL). The Standard Pay Line is a natural logarithmic representation of the GS-1, step 1 basic pay amount and the GS-15, Step 10 basic pay amount.
Above and below the standard pay line are two additional “rails” known as the upper rail and the lower rail. Each of these rails are 8% in basic pay above and 8% below the Standard Pay Line and approximately 4 OCS points above and 4 OCS points below the SPL.



The Scatterplot and Compensation Regions i“i(i

e Region “C” is that region
between the Upper Rail and
Lower Rail
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* Individual salary and OCS
coordinates plotting in this
_region are considered to be
* (e QOverall Contribution Score s .

appropriately compensated

|
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Talking Points:

 The goal of AcgDemo is to pay appropriately and the system is designed to
move each employee in the “C” region as close to the Standard Pay Line as
possible

* You are currently positioned (where), which means (what)

* Your score may be close to the same as the last cycle if your contributions
have had a similar impact during this year’s cycle. Your salary aligns with your

level of contribution, your position’s value, and your expected level of

contribution. Good job! 56
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Presenter Notes
Presentation Notes
If the employee scored in the “C” region, it means the pay the employee is earning is appropriate for the level of contribution achieved during the CCAS cycle. That is the goal of AcqDemo’s compensation system – to appropriately compensate employees for the work and level of contribution achieved.

Verify awards eligibility for employees scoring in this region by reviewing the organization’s business rules to confidently discuss award distribution with the employee.



e Basic Pay )3
=

] .’.
The Scatterplot and Compensation Regions "7-'!

s

Standard Pay Lim;{

e Region “B” is the area below
the lower rail and contains all
OCS and salary coordinates
plotting below that rail

Undercompensated
Region “B"

[
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Talking Points:

Ac
i www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo

You have had an exceptional year contributing to the success of our organization

You are considered to be undercompensated since the level of contribution
exceeds the rate of pay

Accordingly, the pay pool has awarded you a high score, salary increase and
bonus

Expect that next year, while your score may be close to the same if your
contributions have similar impact, your payout may be less due to this cycle’s
salary increase. This means you are being more appropriately paid all year long.

57



Presenter Notes
Presentation Notes
If the employee scored in the “B” region, it means they were undercompensated during the appraisal period relative to their level of contribution. 
As such, it is likely they will be awarded a basic pay increase, or CRI. The amount of the increase will only go as high as the pay pool manager feels the employee will be able to meet and sustain in future years combined with the pay pool’s ability to pay for salary increases within the overall CRI budget.
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The Scatterplot and Compensation Regions "7-'!

Overcompensated ]/

Region “A" ./ * Region “A” is the plot area above
@ the upper rail and contains all

R andard raytine  OCS and salary coordinates
plotting above that rail
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Talking Points:
* You are considered to be overcompensated since your current pay exceeds your
level of contribution

* As you know from our discussions during the past appraisal cycle, you were
experiencing some contribution issues

* Explain what actions were already taken
* GPl—may be denied, reduced or given in full IAW business rules
* No CRland no CA

* Because of your scores, consideration will be given to the appropriateness of

placing you on a CIP 58
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Presenter Notes
Presentation Notes
If the employee scored in the “A” region, it means that they were overcompensated during the appraisal period for their position and level of contribution. Unless there are extenuating circumstances, the employee will be considered for a Contribution Improvement Plan, or “CIP.” This is one of the most serious adverse actions to be taken under AcqDemo, so be sure to seek guidance for next steps from the organization HR representative prior to the feedback meeting.

AcqDemo Ops Guide, Chapter 7, Section 7.7.4

Occasionally, the employees are faced with extenuating circumstances, e.g., prolonged illness, death in the family, etc., during an appraisal year that may impact their ability to fully meet the adequate contribution and fully successful standards, goals, and/or objectives established for their work during the appraisal year or at the time of the annual assessment. These circumstances are often temporary in nature and once overcome, the employees are able to return to their typical standard of fully successful performance or better. However, if, during the appraisal cycle or for the yearly appraisal, the employees are considered to be contributing inadequately and/or their quality of performance is unacceptable, mandatory consideration of a CIP by the rating official is required. Following this consideration, the rating official has two options available: 
7.7.4.1 Determine the employees’ contribution assessments and quality of performance levels for recording in official records and processing any personnel actions necessary. However, the supervisors may decide to take “no action” to place the employees on a CIP and this decision would be documented in a memorandum for the record (MFR). A copy of the memorandum will be provided to each employee and to higher management. The employees will sign and date a copy of their individual receipt as acknowledgement. 
.7.7.4.2 Inform the employee in writing, that unless their contribution increases to and is sustained at the required level as described in their PRD, the expected contribution criteria and their Contribution Plans (thereby meeting the standard for adequate contribution and fully successful performance), the employees may be reassigned, reduced in pay, reduced in broadband level with or without a reduction in pay, or removed from Federal Service. This option requires that the written notification include a CIP, as described in Sections 7.7 and 7.8.



Salary Appraisal Form Review 7&

* Review payout results and how they were determined
(computed)

Compensation Detail

593,021 Current Rate of Basic Pay as of 30 Sep 2023

+ % 1,302 General Paylncrease 1.4%

+ 5 28907 CRI(Salary Increase) 3.13%
= $07,230 New Rate of Basic Pay

+ 516,043 Locality Pay 16.50%

$113,273 New Total Salary

% 3,337 Contribution Award
+ & - Carryover from CRI)
53,337 Total Award
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Presenter Notes
Presentation Notes
The next slide explains how the payout results are computed.


- - HC
Salary Appraisal Form Review -

* Current rate of basic pay is basic pay

Compensation Detail

before CCAS adJUStments $93,021 Current Rate of Basic Pay as of 30 Sep 2023
. . + % 1,302 General PayIncrease 1.4%
* General pay increase is annually + § 2,907 CRI(Salary Increase) 3.13%
approved GS pay scale adjustment - $$1195T62¢330 o oy CosEPY
. . . . . = $113,273 New Total Salary
* CRI (contribution rating increase) is § 3337 Contribution Award
+ & - Carryover from CRI)

basic pay increase earned from rated
individual contribution throughout the
CCAS Cycle

§3,337 Total Award

* New rate of basic pay = current pay + GPI + CRI
* Added locality pay = New Total Salary

e Contribution Award (CA) is a lump sum payout and includes any carryover CRI
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Do HC
Payout Results Talking Points -

* CRIs are the result of a multi-step calculation that begins
with the sum of all basic pay amounts of all employees in
the pay pool at cycle’s close

e Product of all employee basic pay multiplied by
organization’s funding percentage (normally around 2%)

e Resulting pot of money is divided by the product of all
target salaries after OCSs are approved

* Result is a percentage that is then applied to each
employee’s positive pay gap, the product of which
becomes the CRI earned

* Same process applies to CA computations except total
adjusted pay (basic pay + locality) is used in the first step
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Do HC
Payout Results Talking Points -

« Remember, the purpose of AcqDemo’s pay system is to
ensure all employees are paid fairly based on their
contributions

e Goal is to maintain every employee’s pay within the
Normal Pay Range and as close to the Standard Pay Line
(or other target pay line set by the organization) as
possible

e Sometimes the full CRI cannot be awarded because of
position salary range limitations

* In this case, the remaining dollars after the maximum
CRl is reached will rollover into the employee’s CA
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Presenter Notes
Presentation Notes
As previously stated, the purpose of AcqDemo’s pay system is to ensure all employees are paid commensurate with their level of contribution and position value. To do so, every employee’s pay should plot within the Normal Pay Range and as close to the Standard Pay Line as possible in accordance with their contributions and the value of their position.

Please refer to the AcqDemo OpsGuide, Chapter 6, sections 6.2 and paragraph 6.10.6 for the full text associated with the purpose of AcqDemo’s pay system and goal of CCAS, respectively.



- - HC
Salary Appraisal Form Review 2

* NeXt CYCle’S EXpeCted 2024 Expected Contribution Level
Overall Contribution
Score (EOCS) is the EOCS

Expected Overall Contribution Score

matching the new baSiC pay Expected Contribution Range

* If next cycle’s EOCS is higher than the current year’s EOCS,
the contribution plan should be reviewed for possible
revision since a higher EOCS may indicate a higher level of
contribution expectation

* Exception would be if current cycle’s OCS is based on a uniquely
significant contribution beyond established expectations

e Set a future meeting to review and modify contribution plan if
appropriate for current cycle CCAS expectations

63
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Presenter Notes
Presentation Notes
When discussing next appraisal cycle’s Expected Overall Contribution score with the employee, verify the corresponding categorical score area for that score. If it is higher than the previous EOCS, the employee’s contribution plan may need to be updated as quickly as possible to include the additional descriptor requirements that now need to be met in the current cycle. It is imperative that this happen quickly as one quarter of the appraisal cycle will have already passed before holding this appraisal feedback meeting.



Concluding the Salary Appraisal Form Review -

* Answer any other questions the employee may have and if
the answer is unknown,

* Do the research and get back with the employee or
e Recommend the best source for an answer
e E.g., Labor Relations, Classification, etc.

* Have the employee digitally sign the Salary Appraisal Form
in CAS2Net

64
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Presenter Notes
Presentation Notes
It is entirely within the realm of possibility the supervisor will not have answers to every question the employee may ask at this meeting and that is perfectly okay. Have a copy of the organization’s business rules at the ready as many answers can be found there. If there are still open questions, simply indicate to the employee that the supervisor will research the information requested and get back with them as soon as they have the answers.

At the end of the meeting, remind the employee to digitally sign the Salary Appraisal Form in CAS2Net. 
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Increased Contribution Opportunities
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] .’.
Increased Contribution Opportunities "\_..!
Lﬁ‘!ﬁf

Regardless of results, lead a discussion on how the employee can
continue to increase their opportunities to contribute during the
next cycle.

/\S"\u
A

Are there greater
opportunities for
greater contribution in
current role?

ble withir
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Presenter Notes
Presentation Notes
Regardless of results, there is always an opportunity to increase level of contribution.  Employees and supervisors meet to discuss the options. 


Are there opportunities
for greater contribution
in current role?

Motivation

Is person
satisfied with
current role?

What inhibits T NG
YES >
greater -~
contribution?
Capability
Can/should

organization

provide training?

Develop plan
to increase
contribution

Adjust salary
expectations

Provide
training

Are opportunities for greater
contribution available within
organization?

Is person satisfied
with contribution?

& I

Why are

opportunities not
sought/taken?

Motivation

Capability ‘

Is person
satisfied with
current role?

®

1

Activity search
for
opportunities
elsewhere

Adjust salary
expectations

Provide
internal
opportunities

Adjust salary
expectations

* AcqDemo Operating Guide, Chapter 6, paragraph 6.22, Step 6, Figure 5
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Presenter Notes
Presentation Notes
This discussion guide is in the AcqDemo Operating Guide in Chapter 6. The next few slides break this flowchart down into individual possible directions the conversation may follow.


] .’.
Increased Contribution Opportunities "7.'!

. Yes, there are opportunities for greater contributions in the
employee’s current role/position
* Explore what circumstances may be inhibiting the
employee from achieving them
 Employee lacks motivation but is satisfied with
current role/position

* A discussion about position value, current
compensation and expectations may be warranted

* Employee lacks motivation and is not satisfied with
current role

* Work together to develop a plan to increase
contribution

e Adjust Contribution Plan to challenge the employee

68
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] .’.
Increased Contribution Opportunities "7.'!

* Yes,there are opportunities for greater
contributions in the employee’s current
role/position

* Employee lacks sufficient knowledge, skill or
ability to increase contribution

* Provide training to enhance capabilities

* Training is not available or is not appropriate

* A discussion about compensation and
expectations may be warranted

* Are there mentoring or “shadowing”
possibilities?
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Increased Contribution Opportunities "7.'!

. \NO/opportunities exist for greater contribution in the
éﬁ'ﬁiloyee’s current role/position
e Other positions with higher contribution expectations
are available in the organization

* Discuss possibilities for career enhancement/
advancement both within and outside the
organization

* Encourage employee to seek out other increased
contribution opportunities

e Positions with greater contribution expectations

within the same broadband or in a higher
broadband

70
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] .’.
Increased Contribution Opportunities "7.'!

N

. NO; opportunities exist for greater contribution in the
employee’s current role/position

* Other positions with higher contribution expectations
are available in the organization

* Employee likes current role/position and is not
motivated to move to another position

* Ensure employee understands contribution and
compensation expectations for current role/position

71
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Increased Contribution Opportunities -
OUSE

No Jopportunities exist for greater contribution in the
employee s current role/position

* Other positions with higher contribution expectations are
available in the organization

* Employee is interested in moving to a position with
higher contribution expectations but lacks sufficient
knowledge, skill or ability to qualify

* Provide training to enhance capabilities
* Training not available or not appropriate
* Are there mentoring or “shadowing” possibilities?

* Ensure employee understands contribution and
compensation expectations for current

role/position
72
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Course Closing
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Presenter Notes
Presentation Notes
Let’s review some of the main learning points from this course. 

In summary, we’ll review the key topics, share a list of additional training courses available to you, and point you to other AcqDemo resources and available support.


- HC
Summary of Key Topics B

Plan and prepare for each conversation

Ensure employees have solid and appropriate contribution
plans in place

 Update when needed

* Understand the relationship of the factor level descriptors
and discriminators to contribution planning, position value
and expected level of contribution

 Be open to feedback

* Know your organization’s business rules and how they
affect compensation decisions

* Use the Salary Appraisal Form to guide the Annual
Appraisal Conversation

75
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Presenter Notes
Presentation Notes
In summary, we have discussed:

Plan and prepare for each conversation
Ensure employees have solid and appropriate contribution plans in place and update them when needed
Understand the relationship of the factor level descriptors and discriminators to contribution planning, expected level of contribution, and position value
Be open to feedback
Be conversant about your organization’s business rules and especially how they impact employee contribution and compensation levels.
Use the Salary Appraisal, Part I Form to guide the Annual Appraisal Conversation



AcgDemo Program Office
* Operating Guide
* AcgDemo Website
» Reference Material
e Conversion Tool Calculator
* Training
* Workforce Overview
e CCAS for Supervisors
* HR Training
* Business Rules Development
* Electronic Contact Information
* acqdemo.hci.mil
e AcgDemo.Contact@dau.mil

* [Insert local contact
information herej

Ac
O

i www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo

HCl

AcqDemo Program Support =

( elearning

» AcqDemo 101

» Contribution Planning

» Giving and Receiving Feedback

» CCAS Appraisal Feedback for Supervisors

» Writing an Annual Appraisal Self-
Assessment

» CCAS for Employees

» CCAS for Supervisors

> HR Flexibilities

» Understanding the Pay Pool Process

» Spreadsheets Training

» CAS2Net 2.0 for Employees and Supervisors
> CAS2Net 2.0 for Administrators y)
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Presenter Notes
Presentation Notes
Lastly, just some items of information for you… here are some support tools sponsored by the program office.

If you have questions, please look to your in-house AcqDemo team for answers first and for trickier ones, please allow them the opportunity to research an answer with the program office and get back to you.  Otherwise, we can take your question at this helpdesk email and here is the AcqDemo website address…

http://acqdemoii.hci.mil/
mailto:AcqDemo.Contact@dau.mil

HC

Giving CCAS Contribution and
Performance Feedback

DoD Civilian Acquisition Workforce
Personnel Demonstration Project (AcqDemo)

Thank you
for attending!

Please complete the Class Evaluation Form
and return it to your Training Coordinator
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