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PREFACE
P.1 PURPOSE
This NPR establishes procedural requirements and assigns responsibilities for the administration of the Agency’s performance management system, titled the Employee Performance Communication System (EPCS), which provides a systematic process for planning, monitoring, developing, assessing, and rewarding employee performance that contributes to achieving the Agency’s mission and goals in accordance with applicable laws and regulations.  
P.2 APPLICABILITY
a. This NPR is applicable to NASA Headquarters and NASA Centers, including Component Facilities and Technical and Service Support Centers.
b. The EPCS covers all employees assigned to General Schedule (GS) and NASA Excepted (NEX) positions, including employees serving under temporary and term appointments.
c. Negotiated collective bargaining agreements that contain procedures that differ from the provisions of this directive remain in effect until renegotiated, except where such agreements are specifically superseded by applicable laws or regulations.
d. In this directive, all mandatory actions (i.e., requirements) are denoted by statements containing the term “shall.”  The terms:  “may” or “can” denote discretionary privilege or permission, “should” denotes a good practice and is recommended, but not required, “will” denotes expected outcome, and “are/is” denotes descriptive material.
e. Any reference to Center Director(s) or Centers includes the Executive Director, Headquarters Operations and the Executive Director, NASA Shared Services Center (NSSC).
f. In this directive, all document citations are assumed to be the latest version unless otherwise noted.
g. The Office of the Inspector General has statutory independence and may create a separate performance management system that meets its mission requirements. 
P.3 AUTHORITY
a. Performance Appraisal, 5 U.S.C. chapter 43.
b. Performance Management, 5 CFR part 430.
c. NPD 3000.1, Human Capital Management.
P.4 APPLICABLE DOCUMENTS AND FORMS 
a. Employee Performance File System Records, 5 CFR part 293, subpart D.
b. Privacy Procedures for Personnel Records, 5 CFR part 297.
c. Performance Management, 5 CFR part 430.
d. Performance Based Reduction in Grade and Removal Actions, 5 CFR part 432. 
e. Pay Under the General Schedule, 5 CFR part 531.
f. Adverse Actions, 5 CFR part 752.
g. NPD 1382.17, NASA Privacy Policy.
h. NPR 3451.1, NASA Awards and Recognition Program.
i. NPR 3713.1, Reasonable Accommodation Procedures.
j. NPR 3771.1, NASA’s Administrative Grievance System.
P.5 MEASUREMENT/VERIFICATION
a. The Assistant Administrator, Human Capital Management (AA, HCM) conducts periodic reviews of performance management activities for program compliance and effectiveness.
b. Centers conduct periodic reviews for program compliance and effectiveness.  Evaluations will include:
(1) Review and analysis of the distribution of performance summary rating levels. 
(2) Review and analysis of performance awards based on performance during the appraisal period. 
(3) Employee and supervisor feedback (including relevant internal/external employee surveys).
c. Measurement outcomes will ensure: 
(1) Employee performance plans are aligned with the Agency strategic plan and organizational goals and objectives, when identified.  
(2) Performance standards and indicators are focused on results and make meaningful distinctions in employees’ performance. 
(3) Employees have the opportunity to provide input to performance plans and appraisals in advance.
(4) The EPCS is integrated with and supports the awards and recognition program.
(5) Performance ratings are fair and based on the performance plan.
P.6 CANCELLATION
NASA Employee Performance Communication System, NPR 3430.1C, dated May 1, 2007.


CHAPTER 1. Performance Management System
1.1 Overview
1.1.1 EPCS establishes a framework for planning, monitoring, developing, assessing, and rewarding employee performance.  Agency procedural requirements for recognizing and rewarding performance are covered in NPR 3451.1.
1.1.2 EPCS creates a strategically linked set of performance expectations for all employees, promotes a performance culture that focuses on two-way communication and accountability for results, and is designed to clearly differentiate between higher level and fully successful performance.
1.1.3 Every employee will have an opportunity to demonstrate performance that meets or substantively exceeds the expectations in his/her performance plan; however, only those whose performance consistently exceeds the performance standards to a substantial degree for all critical performance elements will merit a distinguished summary rating.  Forced distributions of ratings are not permitted and there is no limit on the number of or a quota for summary ratings.  
1.1.4 The Agency Web-based system that supports EPCS is currently called the Standard Performance Appraisal Communication Environment (SPACE).  This system was designed to:  
a. Streamline the administration of performance management. 
b. Improve accuracy and compliance of the EPCS process and timelines through real-time reporting and dashboard views for supervisors that provide clear status indicators. 
c. Facilitate supervisor and employee communication about performance management; although, SPACE does not replace or diminish the importance of face-to-face communications. 
d. Provide ways for employees to document their input into the EPCS process, through feedback on draft performance plans and self-assessments. 


CHAPTER 2. Responsibilities
2.1 Administrator 
The Administrator is responsible for holding senior management officials accountable for ensuring that all covered employees receive timely performance plans and appraisals in accordance with the requirements of this directive.
2.2 AA, HCM
2.2.1 AA, HCM is responsible for:
a. Establishing an Agency-wide performance management system.
b. Developing Agency-wide supervisory training on performance management and awards.
2.3 Center Directors and OICs of Headquarters Offices
2.3.1 Center Directors and OICs are responsible for:
a. Establishing and communicating annual performance organizational goals before the beginning of the appraisal period.
b. Communicating the organization’s performance in achieving the annual performance goals before the end of the appraisal period and providing guidance to subordinate managers and supervisors on how the organization’s performance will be considered when assessing the performance of individual employees.
c. Holding subordinate managers and supervisors accountable for ensuring that all covered employees receive timely performance plans and appraisals in accordance with the requirements of this directive.
d. Developing local EPCS procedures, including processes where employee and customer perspectives (if applicable) are considered when creating performance plans and evaluating/appraising supervisory employees.
e. Ensuring fairness and consistency in the appraising and rewarding of employees.
2.4 Executive Director, NSSC
2.4.1. The Executive Director, NSSC is responsible for:
a. Maintaining performance rating information in the Agency’s HR data system, i.e., the Federal Personnel Payroll System (FPPS) to support the timely and accurate processing of Within-Grade Increases (WGIs) and other personnel actions.
b. Facilitating the collection of employee performance ratings for employees who transfer into the Agency from other Federal agencies and ensuring employee performance appraisal data is obtained in a timely manner and properly coded into the FPPS.  
c. Transferring employee performance records for employees who leave the Agency in accordance with this directive.
2.5 Center HR Directors
2.5.1 HR Directors are responsible for:
a. Communicating these procedural requirements to all covered employees.  This may be accomplished through a variety of means (e.g., briefings, training, Web-based information). 
b. Administering the EPCS on behalf of the Center Director, ensuring the program is conducted in accordance with these procedural requirements and Center policies and procedures.
c. Supporting management in the performance of program oversight responsibilities to ensure the EPCS is implemented efficiently and effectively across the Center.
d. Facilitating the delivery of supervisory and employee training on performance management and awards.
e. Providing guidance to supervisors/rating officials at any time during the appraisal period when an employee’s performance fails to meet the Meets Expectations (Level 3) performance standard for any performance element. 
2.6 Reviewing Officials
2.6.1 Reviewing officials are responsible for: 
a. Holding rating officials accountable for conducting EPCS activities for covered employees in a timely, fair, and consistent manner and in accordance with regulatory requirements and this directive. 
b. Reviewing ratings in their organization annually to assess trends, consistency of ratings, apparent inconsistencies between rating officials, potential disparity in ratings between groups of employees, and other appropriate factors.  Communicate feedback from this process to rating officials and/or correct any issues and concerns found during this review.
c. Reviewing and approving performance summary ratings at the Unacceptable level (Level 1) in accordance with regulatory requirements.
2.7 Rating Officials:
2.7.1 Rating officials (usually the first level supervisor) are responsible for:
a. Establishing performance plans for each employee at the beginning of the appraisal period or upon an employee’s assignment to a position or to an unclassified set of duties, in accordance with the requirements of this directive.  
b. Conducting meaningful face-to-face (to the maximum extent practicable) performance discussions with employees when establishing or modifying performance plans, conducting mid-point progress reviews, and issuing performance appraisals.  Discussions will include how the individual performance elements and standards are aligned with and support the Agency strategic plan and the organization’s goals and objectives, when identified.
c. Providing the employee an advanced opportunity to provide input/feedback to their performance plan/appraisal and considering the employee’s input before finalizing the plan/appraisal.
d. Making the final decision on the critical performance elements, standards, and indicators after consideration of the employee’s input.
e. Conducting at least one progress review each year, normally at the mid-point of the appraisal period and a progress review when they or an employee leaves their position before the end of an appraisal period.  In connection with the progress review, providing the employee an advanced opportunity to provide input on their performance before conducting such review.
f. Appraising each employee at the end of the appraisal period.  Ensuring that employees are appraised and recognized fairly and consistently based on their accomplishments and contributions.
g. Taking appropriate action, with the assistance of HR, to promptly address the performance of an employee that is below the Meets Expectations (Level 3) rating level in one or more elements. 
h. When an employee is detailed or assigned to matrixed duties for 90 days or more of the appraisal period:  ensuring the duties of the assignment are reflected in the employee’s performance plan, requesting performance input from the detail supervisor or matrix project manager, and considering the input in progress reviews and ratings.  
i. When serving as a supervisor or project manager to an employee that is matrixed or detailed, providing input requested by the employee’s rating official.  
j. Obtaining approval from the reviewing official or other appropriate higher level official for summary ratings at the Unacceptable level.
2.8 Employees
To facilitate communication and meaningful performance discussions, employees are encouraged to provide input to their performance plans, performance status updates during the rating period, and self-assessments of their performance at both the mid-point review and at the end of the appraisal period.


CHAPTER 3. Basic Provisions
3.1 Appraisal Period
3.1.1 The Agency-wide performance appraisal period is from May 1 through April 30. 
3.1.2 The minimum period an employee can work under a performance plan before receiving a performance summary rating, also referred to as the rating of record, is 90 calendar days. 
3.2 Rating Structure
3.2.1 Element Rating Levels.  Each performance element is rated at one of the following levels:
a. Substantively Exceeds Expectations (Level 5).  Performance that consistently exceeds the performance standards to a substantial degree for the element.
b. Meets Expectations (Level 3).  Performance that fully and consistently meets the performance standards identified for the element.  
c. Fails to Meet Expectations (Level 1).  Performance that fails to meet the established performance standards for the element.  
3.2.2 Performance Summary Rating Levels.  In accordance with 5 CFR 430.208(d), the EPCS uses summary rating pattern level E.
3.2.3 An employee’s summary rating is determined by calculating the average of 3 and 5 element ratings as follows: 
a. 5.0 = 5 summary rating (Distinguished).
b. 4.0 - 4.9999 = 4 summary rating (Accomplished).
c. 3.0 - 3.9999 = 3 summary rating (Fully Successful)
3.2.4 If an employee is rated at the Fails to Meet Expectations (Level 1) on any element, the summary rating will be a Level 1 (Unacceptable) and approved by the reviewing official (or other appropriate higher level manager).  An Unacceptable rating requires management action to assist the employee in improving performance (reference section 4.8 of this directive).
3.3 Performance Discussions
3.3.1 The EPCS emphasizes ongoing communication and constructive feedback about performance between the rating official and the employee throughout the appraisal period.  Each has a responsibility to keep the other informed.  Such feedback may be provided by a rating official in informal or formal day-to-day communication with an employee, individually, or as a member of a team; and by an employee through informal communication, verbally or via e-mail, and/or written status reports on the employee’s assigned programs and projects.
3.3.2 Formal performance discussions are:
a. Conducted face to face to the maximum extent practicable. 
b. Held to communicate performance expectations, provide relevant feedback, and (in connection with the mid-point progress review and the annual appraisal) identify training and development needs. 
c. Held with employees at least three times during the appraisal period to:
(1) Establish the performance plan at the beginning of the appraisal period.
(2) Conduct a mid-point progress review. 
(3) Issue the performance rating at the end of the appraisal period. 
3.3.3 Performance plans should guide discussions about performance expectations and progress.
3.4 Documenting Completion of Appraisal Activities
3.4.1 A rating official’s signature documents that a performance plan, progress review, or rating of record has been issued to and discussed with the employee and is, therefore, final.  
3.4.2 If an employee is unable to or refuses/fails to sign a performance plan, progress review or rating of record, the rating official should consult with HR.  An employee’s signature on the rating of record only acknowledges receipt of the rating, it does not imply agreement with the rating.  If an employee refuses to sign the rating, it does not preclude it from being a final rating.  In such instances, the rating of record will indicate the employee’s refusal to sign and the date that the rating was given to the employee. 


CHAPTER 4 Annual Appraisal Process
4.1 Performance Planning
4.1.1 Performance plans are established at the beginning of each appraisal period (normally within 30 days) or within 30 days of an employee’s assignment to a position or to an unclassified set of duties.
4.1.2 Performance plans shall:
a. Identify the organizational performance goals and objectives for the appraisal period to which the employee will contribute.  It is expected that responsibility for specific organizational goals and objectives follows the chain of authority within an organization (i.e., from senior executive to manager to supervisor to employee). 
b. Contain only critical performance elements. 
Note: There is no requirement on the number of critical performance elements in a 
performance plan; however, two to four elements are recommended. 
c. Include at least one performance element that is aligned to the Agency strategic plan and to organizational goals and objectives, when identified. 
d. For supervisory employees, include the mandatory supervisory elements with performance standards and indicators.
e. Include performance standards for each element that clearly communicates performance expectations at the Meets Expectations (Level 3).  Performance standards will be measurable and focused on results and identify the measures (e.g., quality, quantity, timeliness, cost-effectiveness) that will be used to evaluate performance results.  Where appropriate, the standards should include expectations related to communication, collaboration, and teamwork.
f. Include performance indicators for each element that provide examples of the types of work products/results reflective of the Substantively Exceeds Expectations level (Level 5). 
g. Include expectations for performance during a detail or matrixed assignment that is expected to last at least 90 days during the appraisal period, if applicable.
4.1.3 A performance plan may be modified to reflect changes to the performance requirements of the position, unless it is during the 90 days before the end of the appraisal period.
4.1.4 No second level review of performance plans is required.
4.2 Progress Reviews
4.2.1 A progress review is primarily a discussion between the employee and the rating official regarding the employee’s progress and accomplishments relative to the critical performance elements and standards/indicators in the performance plan.
4.2.2 At a minimum, one progress review will be held each year, normally during the mid-point of the appraisal period.  However, a rating official or an employee may initiate a progress review at any time. A progress review is required in connection with certain position changes of employees and rating officials (reference paragraph 4.6 of this directive).
4.2.3 If at the mid-point in the appraisal period an employee has been under a performance plan for less than 90 days, the progress review may be delayed until such time when the employee has had a sufficient opportunity to perform under the plan.
4.2.4 In connection with the mid-point progress review, employees are encouraged to submit self-assessments addressing progress and accomplishments relative to the performance elements and standards/indicators in the performance plan.  
4.3 Annual Performance Appraisals (Rating of Record)
4.3.1 An employee will be given a rating of record on an annual basis after the end of the appraisal period (generally within 60 days), except when it is not appropriate to do so.  For example, if an employee has not been under a performance plan for at least 90 days at the end of the appraisal period or an employee is on a Performance Improvement Plan (PIP) at the end of the appraisal period and the opportunity to demonstrate acceptable performance, as specified in the PIP, has not elapsed. 
4.3.2 A rating of record will be prepared only after an employee has served under a performance plan for at least 90 days during the appraisal period.  When an employee has not been on a plan for 90 days, the appraisal period may be extended for the amount of time necessary to meet the minimum period, at which time a rating of record will be prepared.  
4.3.3 If an employee reports to work within 90 days before the end of the appraisal period, the employee may be placed on a performance plan that extends to the end of the next appraisal period or placed on a performance plan that extends the current appraisal period.
4.3.4 Only one rating of record is prepared for an employee for each appraisal period, unless a special rating of record is required to support granting or denying a WGI (reference paragraph 5.2 of this directive).
4.3.5 Normally the rating of record is prepared after the end of the appraisal period, by the supervisor to whom the employee is assigned as of the end of the appraisal period.  The rating may be prepared before the end of the appraisal period, or by a previous supervisor, under appropriate circumstances, including:
a. A rating is needed to support granting or denying a WGI.
b. The position change of an employee or a rating official would negatively affect the quality or communication of the employee’s rating if delayed until the regular time and/or conducted by a new rating official.  This may include: 
(1) Circumstances associated with position changes of the employee or supervisor (see paragraph 4.6). 
(2) Circumstances in which an employee is going on extended absence that is expected to continue through the time when annual ratings are being conducted; for example, when a student returns to school at the end of winter break and will not return until after the new appraisal period begins or when an employee begins a period of active duty military service.  
4.3.6 In connection with the rating of record, employees will be encouraged to submit self-assessments addressing progress and accomplishments relative to the performance elements and standards/indicators in the performance plan.  
4.3.7 Each employee will be appraised on each element in the performance plan on which the employee has had an opportunity to perform.  Rating officials of supervisors will consider both technical and supervisory elements when making a rating determination.  An element will not be rated if the employee has not had a sufficient opportunity to demonstrate performance on the element.  An element rated “Not Rated” is not considered in the summary rating. 
4.3.8 The rating official should consult with other sources (e.g., customers and peers) for feedback to be considered in appraising an employee’s performance.  
4.3.9 For supervisory employees, the rating official should seek and consider employees’ perspectives when appraising a supervisor’s performance.  The rating official may use formal mechanisms, such as surveys or less formal mechanisms, such as solicited/unsolicited feedback. 
4.3.10 A narrative summary that documents the overall performance of the employee will be prepared for all performance summary rating levels, which clearly and completely supports the rationale for the performance element rating levels assigned. 
4.4 Second Level Review
4.4.1 A second level review of ratings of record at all summary rating levels will consist of an overview (e.g., trends, consistency), rather than review, approval, and signature of individual ratings; except for Unacceptable ratings, which must be individually approved in all cases.
4.4.2 Second level reviews are not required for ratings conducted by a Center Director or OIC or their direct reports.
4.4.3 Reviewers will address observations such as apparent inconsistency between rating officials, potential disparity in ratings between groups of employees, etc.  They may require additional justification for ratings.  They may not establish any specific numerical outcomes for ratings (i.e., state a minimum or maximum of ratings permitted at a given level or otherwise force distribution of summary rating levels.) 
4.4.4 Second level reviews are not required for ratings that must be finalized before the annual second level review process is conducted, such as ratings required to support granting a WGI or for an employee transferring to another agency.
4.4.5 If a rating is changed based on feedback or direction provided to the rating official as a result of the second level review, an additional second level review is not required.
4.5 Detailed or Matrixed Employees
4.5.1 When an employee is matrixed to one or more projects or detailed to another position or to an unclassified set of duties outside of the direct supervision and control of the supervisor of record (i.e., rating official) for 90 days or more, the supervisor of record (rating official) will confer with the project manager(s) or the supervisor responsible for defining the work to determine if any additional performance elements or standards need to be added to the employee’s performance plan.  Any modifications to a performance plan will comply with paragraph 4.1.
4.5.2 When an employee is or has been detailed or matrixed to one or more projects for 90 days or more, the rating official will obtain feedback from the project manager(s) or others, as appropriate, for feedback to be considered in conducting mid-point progress reviews and completing ratings of record.
4.5.3. A detail/matrix supervisor or matrix technical lead will provide feedback to the rating official to be considered in conducting mid-point progress reviews and completing ratings of record when an employee is or has been assigned to one or more of his/her projects for 90 days or more. 
4.6 Position Changes/Transfers
4.6.1 When an employee moves to another position within the Agency before the end of the appraisal period, and has served under a performance plan for at least 90 days, the following provisions apply:  
a. If the employee moves more than 90 days before the end of the appraisal period, the losing rating official shall complete a progress review that includes a written assessment of the employee’s progress and achievements up to the date of the position change.  This progress review will be taken into consideration by the gaining rating official when appraising the employee at the end of the appraisal period.
b. If the employee moves less than 90 days before the end of the appraisal period, the rating of record should be prepared by the losing rating official if deemed appropriate by both the gaining and losing rating officials.  If the losing rating official does not prepare the rating, he/she will prepare a progress review as described in paragraph a. above.  If the losing rating official does not prepare a rating, the gaining rating official is responsible for preparing the rating.  
4.6.2 When an employee accepts a transfer to another Federal agency before the end of the appraisal period, the rating official shall issue a rating of record if the employee has been on a performance plan for at least 90 days and the effective date of the transfer occurs within 90 days before the end of the appraisal period.
4.6.3 When a rating official leaves his/her position before the end of the appraisal period, the following provisions apply:
a. If the rating official leaves his/her position more than 90 days before the end of the appraisal period, he/she shall complete a progress review that includes a written assessment of the employee’s progress and achievements for each of their subordinate employees for consideration by the new rating official.  This progress review will be taken into consideration by the new rating official when appraising the employee at the end of the appraisal period.  
b. If the rating official leaves his/her position within 90 days before the end of the appraisal period, he/she shall prepare ratings of record for each subordinate employee. 
4.7 Rating Reconsiderations
4.7.1 An employee who disagrees with the rating of record may request reconsideration, following the provisions in this section or, as applicable, procedures established in a negotiated labor agreement.
4.7.2 Reconsiderations are performed by the rating official, or management official specified in a local labor-management agreement (where applicable), except when a reconsideration of an Unacceptable rating is submitted.  In this case, the official who approved the Unacceptable rating shall conduct the reconsideration.
4.7.3 To request reconsideration, the employee shall:
a. Submit reconsideration request and written documentation to the rating official within 15 days after receipt of rating.  The rating will be considered “received” on the date the supervisor signs the rating.  This signature documents that the rating has been provided to and discussed with the employee and informs the employee by e-mail that the rating can be viewed and signed in SPACE.  
b. Include written documentation that states what is being disputed (e.g., element rating, the summary rating, content of the narrative summary) and identifies the requested relief (e.g., changes to the narrative, change to rating, or both).
c. Reconsideration requests that are not received within this timeframe may be rejected and administrative grievance will not be available (negotiated grievance availability depends on local labor-management agreements).
4.7.4 Rating officials are encouraged to offer the employee the opportunity for an oral discussion and may request additional information. 
4.7.5 Rating officials should issue a decision within 15 days of receipt of supporting documentation 
described in 4.7.3 b.  
4.7.6 Reconsideration requests, and decisions or documentation of resolution of such requests, will be provided to HR or designee for retention.  Reconsideration records will be retained in the same manner as a grievance file.  
4.7.7 If an employee is dissatisfied with the reconsideration decision, he/she may formally grieve the rating of record in accordance with NPR 3771.1 or any local labor-management negotiated agreement, if applicable.  A reconsideration request substitutes for the informal procedure as outlined in NPR 3771.1.
4.8 Failure to Meet Performance Expectations/Actions Based on Unacceptable Performance
4.8.1 At any time during the rating period, when a rating official determines that an employee’s performance Fails to Meet Expectations (Level 1) in one or more elements, the rating official shall take immediate corrective action to improve the employee’s performance in accordance with 
5 CFR part 432 and the following: 
a. Place the employee on a PIP and provide a reasonable opportunity (a minimum of 30 days) to demonstrate acceptable performance.
b. If, after a reasonable opportunity to improve, an employee’s performance remains at the Unacceptable Level, initiate action to remove the employee from the position through reassignment, reduction in grade, or removal from Federal service.
4.8.2 At the discretion of the deciding official, the 30-day advance notice required for a removal or reduction in grade taken under 5 CFR part 432 may be extended for a period not to exceed an additional 30 days.  Further extensions of the notice period may be approved by the deciding official in accordance with 5 CFR § 432.105 (a) (4) (i) (B).
4.8.3 Corrective action may also be taken in accordance with 5 CFR Part 752.
4.8.4 If a WGI determination is due and the employee’s performance is below Meets Expectations (Level 3) on any element, the WGI will be denied in accordance with the provisions in 5 CFR 531 and paragraph 5.2 in this directive.
4.8.5 If an employee expresses the need for an accommodation because of a disability, management will consider the request in accordance with NPR 3713.1. 
4.8.6 If a supervisor fails to meet expectations in one or more supervisory element, the supervisor’s rating official should take immediate steps to ensure subordinate employees are not adversely affected.


CHAPTER 5 Relationship Between Ratings and Other Actions
5.1 Awards
5.1.1 An employee who receives a summary rating of Distinguished, Accomplished, or Fully Successful is eligible for a monetary or time-off performance award, based on the rating.  An employee who receives a summary rating of Distinguished is eligible for a Quality Step Increase.
5.1.2 All rating-based awards will be processed in accordance with NPR 3451.1.
5.2 WGI
5.2.1 An employee whose current rating of record is Fully Successful or higher is performing at an Acceptable Level of Competence (ALOC) for purposes of a WGI. The rating of record used in the ALOC determination must be from the most recently completed appraisal period.
5.2.2 If an employee does not have a current rating or if the current rating is not consistent with the ALOC determination, the rating official shall prepare a rating of record to support granting or denying a WGI.  This may be done by preparing an annual rating early (if there are less than 90 days remaining in the appraisal period) or by preparing a special rating of record.
5.2.3 A negative ALOC determination will result in the denial of a WGI, in accordance with the provisions of 5 CFR Part 531.
5.2.4 At any time after an employee’s WGI has been denied or withheld and the employee has demonstrated sustained performance at an ALOC, the rating official may prepare a new rating of record and grant a WGI (reference 5 CFR. 531.411). 


CHAPTER 6. Employee Performance Records 
6.1 Basic Provisions
6.1.1 Performance documents (e.g., progress reviews, ratings, employee input, feedback, requests for reconsideration of a rating) will be established and maintained in the Agency-approved performance management system (SPACE) in accordance with Agency guidance.  Written documents created outside of the system (for example, performance feedback from non-NASA customers) that are relied upon for evaluating performance will be maintained by the supervisor. 
6.1.2 Employees shall have access to their performance plans, appraisals, and all other performance documents stored in SPACE.
6.1.3 Annual performance records will be maintained for four years from the date the rating of record is issued.  All performance records will be maintained and destroyed in accordance with Government-wide regulations on records maintenance and privacy act provisions. (5 CFR parts 293 and 297 and 
NPD 1382.17)
6.1.4 If any component of a rating of record is changed based on a reconsideration, grievance, or other appropriate review process, the original rating of record will be destroyed upon completion of new rating.
6.2 Performance Records Retention
6.2.1 Annual performance records stored in SPACE will include: 
a. The rating of record, including the narrative summary, for the appraisal period and the performance plan on which it was based. 
b. Self-assessments provided by the employee. 
c. Any written input from an official to which the employee was detailed or matrixed or any other feedback that was considered during the appraisal process.  
Note:  This requirement only applies to input or feedback provided within 
SPACE.  Input or feedback provided outside of SPACE will be maintained
separately by the rating official or copied and pasted in the system.
d. Documentation of the mid-point progress review.
6.2.2 Records relating to any of the following will be maintained separately in each Center’s employee relations files: 
a. Reconsideration or grievance of a rating.
b. Performance-based removals, reassignments, or reductions in grade taken in accordance with
5 CFR parts 432 or 752.
c. Records supporting action based on failure to successfully complete the supervisory or managerial probationary period or the employee’s initial period of probation after an appointment to a position. 
d. Denial of WGI taken under 5 CFR Part 531.
6.3 Transfer of Employee Performance Files
6.3.1 The NSSC is responsible for:
a. Retrieving and forwarding employee performance records for employees who leave the Agency.
b. When employees transfer to another Federal agency, forwarding all ratings of record that are four years old or less to the gaining agency in accordance with 5 CFR § 293.405(a).
c. When employees leave the Federal service, forwarding all ratings of record that are four years old or less to the National Personnel Records Center in accordance with Office of Personnel Management (OPM) guidance.
d. When an employee transfers to NASA from another Federal agency, entering all summary ratings provided by the employee’s former agency that are four years old or less into FPPS.  


APPENDIX A.  Definitions
Acceptable Level of Competence (ALOC).  Performance at the fully successful level or higher that justifies an increase to an employee’s rate of basic pay to the next higher step of the grade or the next higher rate within the grade of the employee’s position. 
Appraisal.  Means the process which performance is reviewed and evaluated.
Appraisal Period.  The one-year period, from May 1 through April 30, for which performance is evaluated and a Rating of Record is prepared. 
Critical Performance Element.  Also referred to in this directive as performance element or element.  A work assignment or responsibility of such importance that unacceptable (i.e., Fails to Meet Expectations) performance in that element would result in a determination that the employee’s overall performance summary rating is Unacceptable.
Days.  Unless otherwise stated, days refers to calendar days.
Deciding Official.  The management official designated to make a final decision in connection with a proposed personnel action.  
Denial of a Within-Grade Increase.  Means the decision to withhold or not grant a within-grade increase to an employee because of a determination that the employee’s performance is not at an acceptable level of competence.
Detail.  A detail is a temporary assignment to a different position for a specified period when the employee is expected to return to his or her regular duties at the end of the assignment.  
Employee Performance Communication System (EPCS).  The performance management system that describes specific responsibilities and requirements for planning, monitoring, developing, assessing, and rewarding employee performance.  EPCS was approved by OPM on January 31, 2005.
Matrixed.  For the purposes of this directive, matrixed means that an employee is performing the duties of his/her position for another organization or under the supervision of someone other than the employee’s assigned supervisor. 
Minimum Appraisal Period.  The minimum amount of time that an employee must be under a performance plan before a Rating of Record can be assigned.  This period is 90 calendar days. 
Narrative Summary.  A written, or otherwise recorded, summary that addresses an employee’s significant performance achievement(s) or result(s) or observable behavior(s) relative to his/her performance elements and standards for the appraisal period; and clearly and completely justifies the rationale for the element rating levels assigned.
Not Rated.  Used when no performance element rating level can be assigned because the employee has had insufficient opportunity to demonstrate performance of the element, the element was removed from the performance plan, or for other similar reasons. 
Performance.  The accomplishment of the work assignments and responsibilities described in the employee’s performance plan. 
Performance Appraisal.  The review and evaluation of an employee’s performance against the performance elements and standards described in the employee’s performance plan. 
Performance Indicators.  Describe the types of work that reflect the higher level of performance (Substantively Exceeds Expectations/Level 5) for the element.  Indicators should be sufficiently objective and specific and provide guidance and/or examples (not all inclusive) that distinguishes achievable performance at higher than the Meets level from performance that meets the Meets Expectations (Level 3) standard.  The degree of objectivity and specificity varies based on the amount of independence, discretion, and professional judgment applicable to the particular position.  
Performance Plan.  All the written or otherwise recorded critical performance elements that describe what the employee is expected to accomplish during the appraisal period, the standards against which the employee’s performance is appraised, and indicators of performance above the Meets Expectations level.
Performance Standard.  An expression of a performance threshold, requirement, or expectation that is measurable and focused on results. 
Performance Summary Rating.  An overall rating level assigned for a rating of record, derived from the ratings of each performance element.
Progress Review.  A rating official’s and employee’s review and documented discussion of the employee’s performance, progress in meeting the performance elements and standards of the employee’s performance plan, and training and development needs and requirements.  A progress review does not result in a Rating of Record. 
Quality Step Increase (QSI).  In the context of this directive, A QSI is an additional WGI that may be used to recognize and reward GS employees who receive a Distinguished summary rating. 
Rating of Record.  The performance appraisal prepared at the end of an appraisal period (or when required for special circumstances) for performance of assigned duties over the entire period and the assignment of a summary rating level.  The Rating of Record must be supported by a narrative summary of the employee’s performance.
Rating Official.  The individual (usually the immediate supervisor) who is responsible for: 
Planning.  Engaging the employee as a partner in the establishment of the employee’s performance elements and standards. 
Monitoring.  Promoting two-way communications with the employee and providing open, honest, and constructive feedback relative to the employee’s performance during the appraisal period. 
Developing.  Assessing the employee’s training and development needs and requirements to improve good or poor performance and, when possible, providing educational, developmental, and growth opportunities. 
Rating.  Appraising in a fair, accurate, and timely manner the employee’s performance against the performance plan at the end of the appraisal period. 
Rewarding.  When appropriate, fully and fairly utilizing awards and recognition to recognize the employee’s performance and achievements. 
Reviewing Official.  The individual (usually the second-level supervisor) who is responsible for the overall review of annual performance ratings in their organizations. 


APPENDIX B. Acronyms
ALOC		Acceptable Level of Competence
AA			Assistant Administrator
CFR			Code of Federal Regulations
EPCS			Employee Performance Communication System
FPPS			Federal Personnel Payroll System
HCM			Human Capital Management
HR			Human Resources
NASA		National Aeronautics and Space Administration
NPR			NASA Procedural Requirements
NSSC		NASA Shared Services Center
OICs			Officials in Charge
OPM			Office of Personnel Management
SES			Senior Executive Service
SPACE		Standard Performance Appraisal Communication Environment
U.S.C.		United States Code
WGI			Within-grade increase
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