Marine Corps Systems Command

NATIONAL SECURITY PERSONNEL SYSTEM (NSPS)

FY09 BUSINESS RULES – PAY POOL MANAGEMENT

(Corrected Copy) 01 July 2009
Encl:  (1) MCSC 2010 COMMAND PAY NORMS

1.  PURPOSE: This document provides Marine Corps Systems Command (MCSC) policies and guidelines regarding the NSPS Pay Pool process and management.

2.  SCOPE: This document applies to the MCSC and will be updated as necessary.  

3.  REFERENCES:

    a.  DoD Civilian Personnel Manual (CPM), 1400.25-M,  Subchapter 1940, as supplemented by DoN/USMC issuances.

http://www.cpms.osd.mil/nsps/documents.html.

    b.  Managing Compensation under NSPS. A Guide for Supervisors and Managers, March 2007
4.  PAY POOL MANAGEMENT AND STRUCTURE:   

    a.  The NSPS rating cycle is October 1 through September 30 of the following year.

    b.  The pay pool operation/review process is overseen by a Performance Review Authority (PRA). The Performance Review Authority for MCSC is the Executive Director, Dr. John D. Burrow.  He is supported by a board of senior officials and advisory members as required.
c.  Responsibilities of the PRA are:
· Managing the civilian pay for performance budget and discretionary performance payout fund.

· Overseeing the composition of the pay pool in accordance with the established guidelines, the references and statutory constraints.

· Providing guidance to pay pool officials.

· Issuing estimated share value(s) and adjusting, if necessary (may be delegated).

· Managing the pay for performance reserve fund, if any.

· Monitoring and adjusting pay pool fund distribution.

· Overseeing publication of any Notices to Employees.

· Deciding challenges to ratings of record.  

    d.  PRA Board Members are:
· Deputy Commander, SIAT 

· Deputy Commander, Resource Management
· Program Executive Officer, Land Systems 

· Commanding Officer, MCTSSA
    e.  Advisory members to the PRA include: Director, WMD; Hd, Manpower, MCTSSA, and others as required.

    f.  Pay Pool Managers are appointed to execute the following responsibilities IAW NSPS issuances: 

· Chairs pay pool panel and attends all pay pool panel meetings.

· Provides oversight of the pay pool panel(s).

· Ensures that supervisors and management officials tasked with recommending a rating of record, share assignment and payout distribution for review at the pay pool panel have been adequately trained.

· Ensures the pay pool is conducted in accordance with established policies and procedures.

· Communications and notification requirements are completed in a timely manner.

· Ensures that supervisors and rating officials comply with timely issuance of interim reviews, closeout assessments and early recommended ratings of record.  

· Ensures that data requested by DoD is provided.

· Ensures that procedures and policies are exercised in a consistent manner throughout the pay pool process and comply with merit system principles.  

· Appoints a pay pool administrator to provide administrative support and track panel decisions.

· Renders final approval of performance ratings, share assignments and payout distribution.

· Adjudicates first level reconsideration requests.

    g.  Pay Pool Panels. The Marine Corps Systems Pay Pool Panel members consist of senior managers/directors of organizations assigned within each pay pool who will conduct separate sub-pay pool reviews to recommend ratings to the pay pool:
Pay Pool Manager #1 – Deputy Commander, SIAT

· Directors of Product Groups
· PM, MRAP

· DC, SIAT

Pay Pool Manager #2 – Deputy Commander, Resource Management

· Chief of Staff
· Chief Management Officer    
· Assistant Commanders
· Directors of Support Groups
· Independent Program Managers

  Pay Pool Manager #3 – Program Executive Officer, Land Systems

· Deputy Program Executive Officer, Land Systems
· Program Managers

· Competency Directors will participate in pay pool deliberations in both pay pools and Competency Leads will participate in their designated sub-pay pool reviews.
h.  The responsibilities of the pay pool panel members are: 

· Ensure the conduct and administration within MyBiz Performance Appraisal Application software of all NSPS performance management requirements are accomplished in a timely and effective manner within their sub-pay pool membership.  These requirements include:

· establishment and communication of employee objectives within 30 days of arrival or change in duties and/or rating official, 

· completion of closeout assessments within 30 days of change in rating official,
· conduct of at least one documented interim assessment on progress towards objectives with each employee within 30 days of mid-point of employee rating cycle (typically due by 30 Apr for employees present for entire rating cycle – 1 Oct through 30 Sep),
· preparation of Rating Official Assessment at end of rating cycle by 15 Oct,
· timely entry in MyBiz PAA of any modification required of sub-pay pool manager as a result of sub-pay pool or pay pool meeting deliberations.
· Review recommended ratings of record, share assignments, and/or payout distributions, and make adjustments, which in the panel’s view, are necessary to maintain process equity and consistency across the pay pool.

· If recommendations are changed by the panel, the new recommended ratings of record, share assignments, and/or payout distributions will be communicated back to the rating official along with the rationale for the change(s).  The rating official will then be afforded the opportunity to provide further justification before the change(s) become final.   

5.  PERFORMANCE PAYOUT DETERMINATION – The performance payout process has two components: a performance-based salary increase and a performance-based bonus. The full performance payout will be given to the individual either as salary increase or bonus or a combination of the two.
    a.  The PRA has determined for this rating cycle payout, although there are no mandatory percentages, MCSC rating officials and pay pool panel members will use a target for average payout distributions of approximately 55% for performance-based salary increase and 45% when recommending performance-based bonuses.  Providing a recommended target distribution is intended to assist pay pool managers to balance the payout during the pay pool meeting.  Rating officials, however, may recommend alternate percentage distributions for individual employees for sound business reasons.  When determining payout assignment, the following will be considered:

· Current salary

· Employee’s salary in relation to other employees in similar positions

· Complexity of work

· Overall contribution

· Organizational success

· Local market salary levels

· MCSC Pay Norms 
· Attrition and retention rates

· Recent Salary increases (reassignment or promotion)

· Monetary awards received during the performance period

· Criticality of position or skill set

· Disciplinary actions (as appropriate)

    b.  The rating official will also recommend an assignment of shares based on the employee’s recommended rating of record:  
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    c.  The rating official/supervisor will recommend the allocation of the payout (all salary increase, all bonus, or a combination of both) and the assignment of shares to the pay pool. 

    d.  When deciding share assignment and to ensure consistency in share allocations, the following table will be used as a guide to determine initial share recommendations; share assignment may be further modified if special conditions (e.g., change in duties during rating cycle, promotion during cycle, or other compensation related actions) warrant with consensus of pay pool panel members.  
RATING RANGE NUMBER OF SHARES


4.76 to 5.00 (Level 5, Role Model) 6 shares


4.51 to 4.75 (Level 5, Role Model) 5 shares


4.01 to 4.50 (Level 4, Exceeds Expectations) 4 shares


3.51 to 4.00 (Level 4, Exceeds Expectations) 3 shares


3.01 to 3.50 (Level 3, Valued Performer) 2 shares


2.51 to 3.00 (Level 3, Valued Performer) 1 share

     e.  The final rating of record, performance payout, share determination and the allocation of the payout are the responsibilities of the pay pool panel and pay pool manager based on the above factors. 

6.  PAY BAND NORMS.  NSPS guidelines provide for the establishment of “control points” to manage compensation and salary progression.  Pay norms will be applied consistently to similar positions in the same career group and pay band and will address deliberate compensation management decisions.  Upon conversion to NSPS, MCSC developed pay norms for common levels of occupations across the command.  Current FY10 MCSC Pay Norms are attached at Enclosure (1).
If an employee’s base salary reaches a pay level at the maximum of the pay norm, management will make a case by case determination whether the employee’s salary should progress beyond that point.  The decision to advance an employee’s salary is a deliberate one based on duties, responsibilities and performance.  If a decision is made not to advance the employee’s salary, the performance payout may be shifted to the performance based bonus in lieu of a combination of salary and bonus payout.  

7.  PAY POOL FUNDING - NSPS has three pay pool funding elements. MCSC is required to determine the funding level for two of the three elements:

    a.  Element 1 –  Pay pool funds paid out as an increase to base pay during the pay pool process.  DoD will establish the minimum funding level.  MCSC has historically designated 2.4% for Element 1 performance-based salary increase.  This percentage is subject to change as determined by the PRA and will be finalized at the end of the rating cycle.
    b.  Element 2 – This element is controlled at the DoD level based on Secretary of Defense (SECDEF) decisions regarding the overall DoD rate range adjustment percent and the Local Market Supplement (LMS) percent remaining from the annual General Pay Increase (GPI).  
    c.  Element 3 – This is the bonus (performance based cash awards) in the performance payout.  MCSC has historically designated 2.0% and more recently, 2.7% for Element 3 performance-based bonuses to recognize accomplishments in support of OCONUS Combat Operations across the command.  This percentage is subject to change as determined by the PRA and will be finalized at the end of the rating cycle.
    d.  NSPS includes discretionary performance payouts which are in addition to the pay pool funding elements identified above. They permit additional compensation to recognize extraordinary performance by individuals and teams/organizations. Funding of these discretionary awards will be in addition to the funding for Elements One and Three above. Discretionary payouts are described below:

    e.  Extraordinary Pay Increases (EPI):  EPIs may be paid out in addition to the pay pool payout. They are awarded at the discretion of the PRA to recognize exceptionally high performance for which the pay pool payout is not adequate recognition.  To be eligible for an EPI, an employee must have received a Level 5 performance rating.  Recommendations for EPIs will be submitted by the pay pool manager for review and endorsement by the PRA.  The PRA has final authority to approve these increases.

    f.  Organizational/Team Achievement Recognition (OAR): An OAR is a discretionary team award which may be paid out in addition to the pay pool payout.  They are awarded at the discretion of the Pay Pool Manager to recognize outstanding members of a team who have contributed to achievement or organizational goals.  To be eligible for an OAR, an employee must have received a Level 3 performance rating.  Recommendations for OARs will be submitted to the Pay Pool Manager by pay pool panel members.  The PRA has final approval authority for OARs. 
8.  RATE RANGE ADJUSTMENT AND LOCAL MARKET SUPPLEMENT – In NSPS, the General Pay Increase (GPI) and Locality Pay are replaced with a Rate Range Adjustment and Local Market Supplement. The Secretary of Defense has authority to determine pay band salary ranges (Rate Range Adjustment) and pay by job series/occupation, location, and local market conditions (Local Market Supplement). 
Under NSPS, the Rate Range Adjustment increase and the Local Market Supplement increase will be dependent on the individual’s performance rating level as shown below:

	Performance Rating of Record
	Level of Performance
	Employees Are Eligible To Receive

	5
	Role Model
	· Rate Range Adjustment Increase

· Local Market Supplement Increase

· Performance Payout

· Base Pay Increase or

· Bonus or

· Combination of Base Pay Increase and Bonus

	4
	Exceeds Expectations
	

	3
	Valued Performer
	

	2
	Fair
	· Rate Range Adjustment Increase

· Local Market Supplement Increase

	1
	Unacceptable
	General Pay Increases/LMS


9.  EMPLOYEE NOTIFICATION OF RATING OF RECORD AND PAYOUT.  Employees will not be notified of their rating of record, share assignment, and payout distribution until completion of the pay pool panel process and final approval of ratings of record, share(s) and pay out determinations by the pay pool manager are formally issued to employees.  MCSC rating officials will conduct employee performance reviews and provide notification of rating of record and payout within 10 working days after distribution of the final approved results.

10.  ANNUAL NSPS PAY POOL RESULTS.  Within 30 days of payout effective date, MCSC will develop/provide summary pay pool results to the workforce for awareness and understanding of the process.  
11.  ADMINISTRATIVE RECONSIDERATION/GRIEVANCE PROCEDURES. MCSC will follow the administrative reconsideration/grievance procedures documented in DoD 1400.25-M, SC1940.12.4.

12.  SPECIAL CASE EMPLOYEES.

     a.  Employees who completed the rating cycle and were eligible for a rating but are no longer covered by NSPS at the time of the January payout are not entitled to a performance-based payout. Incentive awards may be considered for these employees prior to their conversion out of NSPS.

     b.  Employees who are reassigned to another NSPS pay pool after the end of the rating period but before the January payout will be rated by the losing pay pool and the payout will be paid by the gaining pay pool using the gaining pay pool’s share value.
13.  POINT OF CONTACT INFORMATION.  For questions regarding these business rules or addition information on NSPS performance management operations within MARCORSYSCOM, please contact the following personnel:

a. Performance Management – 

Warren Williams, 703-432-4489, email:  warren.williams1@usmc.mil
b. NSPS Training – 

Kelly Sims, 703-432-4488, email: kelly.sims@usmc.mil






   JAMES D. IRWIN






   Director, Workforce Management 






   and Development
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