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From:  Deputy Commander 
 Subj:    LETTER OF INSTRUCTION (LOI) FOR THE FIRST CONTRIBUTION-BASED COMPENSATION AND APPRAISAL SYSTEM  
              (CCAS) MID-YEAR APPRAISAL AND MOCK PAY POOL TRAINING 
Ref:        
a. Federal Register of 8 Jan 99
b. Marine Corps Systems Command Civilian Personnel Demonstration Project Operating Procedures of 6 May 99
Encl:    (1) Employee Self Assessment PART III (downloadable files) 
            (2) Supervisor Assessment PART II (downloadable files) 
            (3) Contribution Matrix (downloadable files) 
            (4) Point Range Table

 1.      Background 
                    a. The references direct that, at the mid-point of the first CCAS cycle under the Civilian Personnel Demonstration Project, each pay pool will conduct a full CCAS evaluation process up to the point of loading evaluation/salary data into the Defense Civilian Personnel Data System.  An integral part of this mid-point evaluation will be a mid-year appraisal of each civilian employee in the Demonstration Project.  
                    b.  The mid-year review is typically conducted in the March to April timeframe, however since we did not implement the Demonstration Project until 14 February 1999, our mid-point occurs this month. 
            c.  Presumptive Rating Due to Time.  Employees who entered the demonstration after 15 April 1999 will be considered to be in parity with their current pay until an official written contribution appraisal is rendered.  New employees to the demonstration project will not receive a formal, written assessment within their first six months under the Demo.  When a new hire or transfer employee enters the Demo less than 6 months from the close-out of the current annual assessment cycle, the employee will automatically be assigned a presumptive score equal to the intersection of their current base salary and the standard pay line and receive a General Pay Increase.  The supervisor will document the CCAS Salary Appraisal Form contained in reference (b) Appendix D.  The first assessment must be within 18 months after entering the demonstration. 
             d.   Presumptive Rating Due to Circumstance.  Each year there will be employees who cannot be readily evaluated by the normal CCAS assessment process due to special circumstances that take them away from their normal duties.  Examples when an employee might not be directly assessed include those on long-term training, active military duty, extended sick leave, leave without pay, details outside the Demo Project, etc.  Depending on the circumstances, management may choose to assess such employees by assigning a presumptive rating as described in paragraph c above or recertify the employee’s last contribution assessment.  The employees receive a General Pay Increase (unless a recertified score places them above the rail), and may also be given incentive increases at the discretion of the pay pool manager.
2.      Information.     Mid-year appraisals provide an opportunity for supervisors and employees to discuss the employee’s strengths and weaknesses in areas of contributions to the organization’s mission, professional development, and career development activities.  Supervisors should ensure  their employees fully understand the expectations of contribution for the appraisal period, including the appropriate factor descriptors and discriminators for the employee’s broadband level and the expected contribution level (overall contribution score range) corresponding to the employee’s current salary. (The descriptors and discriminators can be found in Appendix C of reference (b) and the contribution score ranges in chapter 6 of reference (b).)    
 Action.  The following schedule defines the mid-year appraisal activities and timeline.  All appraisals must be completed and maintained by supervisors for use during the mock pay pool training sessions. 
	Time Period

	Task  

	14 July – 21 July 99
	Employee Self-Assessment. Reference (a) mandates that supervisors request employees to complete a self-assessment form contained in enclosure (1).  Employees will summarize their contributions for each factor listed on the form.  These summaries must reflect the impact or result of each activity.  The employee may add additional pages of narrative if needed to support their self-assessment.  If an employee declines to provide a self-assessment, then the supervisor will so indicate on the employee’s self-assessment form.  The following website address provides key points/examples for employee’s to use when completing their self-assessment:  http://www.commputercations.com/tutorial/selfguid.htm     

	22 July – 6 Aug 99
	First Level Supervisor Assessment.  Supervisors will review the employees’ self-assessments and, if necessary, discuss them with the individual employee.   Supervisors will then complete a Supervisor Assessment for each employee, using the form found at enclosure 2.  (At this time only the narrative portion of the Supervisor Assessment form is competed.)  Supervisors will consider inputs from the employee, personal observations, and other sources as appropriate, to assess the level of the employee’s contribution for each factor listed on the form.  (Supervisors of employees who have declined to provide a self-assessment will base their assessment on the above factors less the employee’s input.)  Supervisors will also complete an individual matrix  for each employee using the form found at enclosure (3).  This matrix indicates the supervisor’s overall assessment of the employee’s contribution for each of the factors on the matrix. 

Counseling Inadequate Contribution.  Reference (b) Chapter 7 discusses inadequate contribution actions.  Although this is a mid-year appraisal, it  is also being conducted in conjunction with a “mock” pay pool training exercise.  If a supervisor determines that an employee’s contribution in any factor is at or less than the midpoint of the next lower broadband level, the employee is considered to be contributing inadequately.  Supervisors are to counsel inadequately contributing employees on their lack of adequate contributions for the period of 14 February 1999 to 7 July 1999, and document the counseling on the Supervisor Assessment form.  Supervisors will explain to the employee what factor(s) they need to improve in and recommend training if applicable.  If the employee shows no improvement by the end of the appraisal cycle, 30 September 1999, then the employee must be placed on a Contribution Improvement Plan (CIP) at the beginning of the next appraisal cycle.

	9 Aug – 16 Aug 99
	Program Manager/Director Level Meeting. PM/Dirs will meet with their subordinate managers to review and discuss all preliminary assessments; recommend point values, based on enclosure 4, to fill in the scores on the Supervisor Assessment forms for each employee; and adjust any documentation based on the results of the meeting.  It is the first level supervisor’s responsibility to bring the preliminary assessments and supporting information to this meeting.  Supervisors must document adequate justification for each proposed numerical point.  Results from this meeting will be taken to the mock pay pool training sessions.

	17 Aug 99
	
Mock Pay Pool Training (Pay Pool Panel B – Mr Robusto).  Mandatory training for the pay pool panel members and manager will be conducted in the Hochmuth Hall Collaboratory, 0800 – 1200.  Training will be “hands-on” using an Excel Spreadsheet.  Spreadsheets will contain personnel data for employees in pay pool B.    Panel members must bring all of their employee assessments and matrix sheets.  

Composition of Pay Pool Panel B:     

  

Deputy Commander, C4ISR (Pay Pool Manager – Mr Robusto) 

PM, AMMO (Mr Mazza) 

Dir, CBG (Mr Haywood) 

Dir, CSLE (COL Kephart) 

Dir, C4ISR (COL Quattlebaum) 

PM, LW155 (COL Ward)   
 

	18 Aug 99 
	Mock Pay Pool Training (Pay Pool Panel A – Mr Kreitzer).  Mandatory training for the pay pool panel members and manager will be conducted in the Hochmuth Hall Collaboratory, 0800 – 1200.  Training will be “hands-on” using an Excel Spreadsheet.  Spreadsheets will contain personnel data for employees in pay pool A.    Panel members must bring all of their employee assessments and matrix sheets.    
Composition of Pay Pool Panel A:  
  

Deputy Commander (Pay Pool Manager – Mr Kreitzer) 

Chief of Staff (COL Vesely)   

Director for Financial Management (Mr Azzarano)   

Dir, Program Support (Mr Georgeadis)   

Dir, Program Analysis & Evaluation (COL Bates)   

Dir, Command Support (Mr Irwin)   

Dir, Contracts (Mr Stolark)   

Chief Counsel (Mr Bennett)   


3.      Additional pay pool training sessions are being scheduled for PM/Dir’s prior to the mock training sessions.  Schedules will be announced separately.
4.      Point of contact for the above schedule is Ms. Shelley Seay, Command Support Directorate, Manpower Branch, ext 4-4321.
 
L. P. KREITZER
