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1.0  INTRODUCTION AND OVERVIEW 

1.1  Slide 2, Course Introduction  

 

Welcome to the AcqDemo CCAS for Employees course.  

This course is a continuation of the AcqDemo eLearning series. You should complete AcqDemo 

101 prior to beginning this course as several related topics presented here were first explained in 

AcqDemo 101. The goal of this course is to enhance your understanding of the Contribution-based 

Compensation and Appraisal System (CCAS) Process. 
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1.2  Slide 3, Course Overview  

 

The specific objectives of this course are to: 

ü Understand the purpose of the CCAS design 

ü Summarize the CCAS process and tools 

ü Understand your role in the six steps of the CCAS process:  

é contribution planning, 

é mid- point review, 

é annual appraisal self-assessment, 

é annual appraisal, 

é pay pool panel, and 

é end-of-cycle discussion. 
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1.3  Slide 4, CCAS Design Overview  

 

//!{ ƛǎ ǎƘƻǊǘ ŦƻǊ /ƻƴǘǊƛōǳǘƛƻƴπōŀǎŜŘ /ƻƳǇŜƴǎŀǘƛƻƴ ŀƴŘ !ǇǇǊŀƛǎŀƭ {ȅǎǘŜƳΦ Lǘ ƛǎ ŀƴƻǘƘŜǊ ŀǇǇǊƻŀŎƘ 

ǘƻ ǇŜǊŦƻǊƳŀƴŎŜ ƳŀƴŀƎŜƳŜƴǘ ǿƛǘƘ ǘǿƻ ƪŜȅ ŘƛŦŦŜǊŜƴŎŜǎΥ 

CƛǊǎǘΣ ƛǘ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ŦƻŎǳǎ ŜƳǇƭƻȅŜŜǎ ƻƴ ŎǊŜŀǘƛƴƎ ƛƳǇŀŎǘΥ 

ü !Ŏǉǳƛǎƛǘƛƻƴ ƛǎ ŀ ƪƴƻǿƭŜŘƎŜπōŀǎŜŘ ōǳǎƛƴŜǎǎςǿŜ ŘŜǇŜƴŘ ƻƴ ǇŜƻǇƭŜ ǘƻ ǳǎŜ ǘƘŜƛǊ ƪƴƻǿƭŜŘƎŜ ǘƻ 

ŀŘǾŀƴŎŜ Ƴƛǎǎƛƻƴ ǇŜǊŦƻǊƳŀƴŎŜΤ 

ü 5ƛǎŎǳǎǎƛƴƎ ŜƳǇƭƻȅŜŜ ŜȄǇŜŎǘŀǘƛƻƴǎ ǿƛƭƭ ŦƻŎǳǎ ƻƴ ŎƻƴǘǊƛōǳǘƛƻƴ ǇƭŀƴƴƛƴƎ ǾǎΦ ǇŜǊŦƻǊƳŀƴŎŜ 

ƻōƧŜŎǘƛǾŜǎΤ ŀƴŘ 

ü Lǘ ǎƘŀǇŜǎ ǘƘŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ŀŎǉǳƛǎƛǘƛƻƴ ǿƻǊƪŦƻǊŎŜ ōȅ ǳǎƛƴƎ ǘƘǊŜŜ ǎǘŀƴŘŀǊŘ ŦŀŎǘƻǊǎ ǘƻ ǎŎƻǊŜ 

ŜƳǇƭƻȅŜŜ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ 
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1.4  Slide 5, Design Overview (Continued)  

 

{ŜŎƻƴŘΣ ƛǘ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ŀƭƛƎƴ ŎƻƳǇŜƴǎŀǘƛƻƴ ǿƛǘƘ ƛƴŘƛǾƛŘǳŀƭ ƭŜǾŜƭǎ ƻŦ ŎƻƴǘǊƛōǳǘƛƻƴ 

ü .ŀǎƛŎ Ǉŀȅ ƭŜǾŜƭ ǘǊŀƴǎƭŀǘŜǎ ǘƻ ŀƴ ŜȄǇŜŎǘŜŘ ŎƻƴǘǊƛōǳǘƛƻƴ ƭŜǾŜƭΤ 

ü ¢ƘŜ ŀǎǎŜǎǎŜŘ ŎƻƴǘǊƛōǳǘƛƻƴ ƭŜǾŜƭ ƛǎ ŎƻƳǇŀǊŜŘ ǘƻ ǘƘŜ ŜȄǇŜŎǘŜŘ ŎƻƴǘǊƛōǳǘƛƻƴ ƭŜǾŜƭ ǘƻ 

ŘŜǘŜǊƳƛƴŜ ŎƻƳǇŜƴǎŀǘƛƻƴ ŜƭƛƎƛōƛƭƛǘȅΤ ŀƴŘ  

ü !Ŏǉ5ŜƳƻ ǎƻŦǘǿŀǊŜ ŀǇǇƭƛŎŀǘƛƻƴǎ ŦŀŎƛƭƛǘŀǘŜ ŜǉǳƛǘŀōƭŜ ŘƛǎǘǊƛōǳǘƛƻƴ ƻŦ Ǉŀȅ Ǉƻƻƭ ŦǳƴŘǎΦ 
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2.1  Slide 6, The CCAS Cycle  

 

The CCAS appraisal cycle includes the 12-month fiscal year plus three months following the 

appraisal period for the pay pool panel process. The CCAS process includes 6 major events: (1) 

Contribution Planning; (2) Mid-point Review; (3) Annual Appraisal Self-Assessment; (4) Annual 

Appraisal; (5) Pay Pool Process; (6) Annual Appraisal Discussion.  

The Contribution-based Compensation and Appraisal System (CCAS) process involves formal 

meetings and informal feedback throughout the cycle and uses contribution planning and 

assessment documents that are recorded in CAS2Net, the CCAS software tool, to determine 

appraisal results. 

While the rating cycle begins 1 October, to be eligible for a CCAS rating, you must be under 

AcqDemo for at least 90 consecutive calendar days during the period beginning 1 July and ending 30 

September. 

Beginning of the Appraisal Period  

The CCAS appraisal cycle begins 1 October. This is the time when you and your supervisor discuss 

the new cycle contribution planning expectations for the following 12-month appraisal period, ending 

30 September. 

Mid -Point  

The timing of the Mid-Point Assessment is locally determined, but usually falls in the March to 

April timeframe. Supervisors and employees work together to document progress, identify any 

known issues, and make any necessary course corrections. 
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End of the Appraisal Period  

At the end of the rating period, you will complete your Annual Appraisal Self-Assessment in 

accordance with local policy. 

The rating and pay pool panel process begins in October. During that time your supervisor 

ŀǎǎŜǎǎŜǎ ȅƻǳǊ ƭŜǾŜƭ ƻŦ ŎƻƴǘǊƛōǳǘƛƻƴ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ȅŜŀǊΦ IŜ ƻǊ ǎƘŜ 

reviews your self-assessment and assigns categorical scores to each of the 3 factors.  

The sub-pay pools meet to review the categorical scores proposed by your supervisor and 

assign a numerical score to each of the 3 factors. The Pay Pool Panels usually meet in 

November or early December to finalize scores and determine compensation adjustments and 

awards. 

Results  

At the end of the pay pool process, your supervisor communicates to you the results approved 

at the pay pool meetings. This Annual Appraisal discussion typically occurs in January. At the 

conclusion of the meeting, you and your supervisor sign the CCAS Salary Appraisal Form indicating 

this meeting has occurred. Any pay adjustments are effective the first full pay period in January. 

To be eligible for the payout based on your CCAS rating, you must be in an AcqDemo 

organization on the effective date of the payout, which is the beginning of the first full pay period in 

January. 

An employee who leaves after the end of the appraisal period, but before the effective date of the 

payout may receive compensation in the form of a Special Act or other such award at the discretion of 

the pay pool manager. 
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2.2  Slide 7,  Classification and Appraisal Factors  

 

!ǎ ŀƴ !Ŏǉ5ŜƳƻ ŜƳǇƭƻȅŜŜΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ŎƻƳƳƻƴ ŎǊƛǘŜǊƛŀ ŦƻǊ ōƻǘƘ ŎƭŀǎǎƛŦȅƛƴƎ 

a position and evaluating your contribution and quality of performance at the end of the cycle. These 

common criteria are called Factors.  

In AcqDemo, there are three Factors. These Factors cover the tasks performed within a typical 

acquisition business environment.  Each of the three Factors apply to all employees and are standard 

across all AcqDemo organizations. The three factors are: 

Job Achievement and/or Innovation ςincludes qualifications, critical thinking, calculated risks, 

problem solving, leadership, supervision, and personal accountability  

Communication and/or Teamwork ς focus is on communication, both verbal and written; 

interactions with customers, coworkers, and groups; and assignments crossing functional boundaries  

Mission Support ς 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  

 Employees receive one score at the end of the appraisal cycle in each of these factor areas.  The 

average of those three scores determines the employeeΩǎ hǾŜǊŀƭƭ /ƻƴǘǊƛōǳǘƛƻƴ {ŎƻǊŜΣ or OCS for short, 

which, in turn, determines any pay adjustments and contribution awards. 
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2.3   Slide 8, Sample Descriptors and Discriminators  

 

Every Factor contains Descriptors for each respective broadband level within each career path. 

¢ƘŜ 5ŜǎŎǊƛǇǘƻǊǎ ǎǘŀǘŜ ǿƘŀǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǘƘŜ Ƴƛǎǎƛƻƴ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀƴŘ ŘŜǎŎǊƛōŜ ŜƳǇƭƻȅŜŜǎΩ 

contributions at different broadband levels. Descriptors are developed at the top of the broadband 

level to foster employee growth within each broadband level. 

The discriminators refine the descriptors to help define the type and complexity of work; degree 

of responsibility; and scope of contributions that need to be ultimately accomplished to reach the 

higheǎǘ ōŀǎƛŎ Ǉŀȅ ǇƻǘŜƴǘƛŀƭ ǿƛǘƘƛƴ ŀ ōǊƻŀŘōŀƴŘ ƭŜǾŜƭ ŦƻǊ ŀƴ ŜƳǇƭƻȅŜŜΩǎ Ǉƻǎƛǘƛƻƴ ŀƴŘ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ  

They are the same for all levels of contribution. 

For compensation and appraisal purposes, these three Factors are used to set expectations during 

the contribution planning process and later used to assess the level of contribution at the end of the 

cycle. 
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2.4  Slide 9, Broadband Level Score Ranges  

 

The AcqDemo workforce includes three career paths: Business Management and Technical 

Management Professional (NH), Technical Management Support (NJ), and Administrative Support 

(NK). Each career path contains three or four broadband levels and associated point ranges for scoring 

factors during the appraisal process. 

This chart shows the different score ranges for each AcqDemo career path and broadband level.  

At the beginning of the appraisal cycle each employee receives an Expected Overall Contribution 

Score (EOCS) which is calculated using their current basic pay.  This becomes the expected target at 

which employees should aim to contribute.   

!ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ŎȅŎƭŜΣ {ǳǇŜǊǾƛǎƻǊǎ ŀƴŘ tŀȅ tƻƻƭ tŀƴŜƭǎ ǿƛƭƭ ǊŀǘŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 

level of contribution to the mission for each of the three factors. The rounded average of the three 

factor scores will create an Overall Contribution Score (OCS).  The OCS is then compared with the 

Expected OCS to determine if and how much of a change in compensation is appropriate. 

¢ƘŜ Ǝƻŀƭ ƻŦ //!{ ƛǎ ǘƻ ƳŀƪŜ ōŀǎƛŎ Ǉŀȅ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ŜƳǇƭƻȅŜŜǎΩ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ Ƴƛssion of 

the organization. 
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2.5  Slide 10, Expected Contribution Range Calculator  

 

Not all positions can be valued at the highest level of the broadband as not all positions are paid at 

the top end of a broadband. Your Expected Overall Contribution Score is the score that equates to 

your current basic pay. The Expected Contribution Range identifies the minimum and maximum score 

range appropriate for your pay and corresponds to the expected levels of contributions you are to 

make during the appraisal period. Receiving an Overall Contribution Score anywhere in this range 

means you are being appropriately compensated for the level of contributions you achieved during 

the appraisal period. 

9ƳǇƭƻȅŜŜǎ Ƴŀȅ ŘŜǘŜǊƳƛƴŜ ǘƘŜƛǊ 9ȄǇŜŎǘŜŘ hǾŜǊŀƭƭ /ƻƴǘǊƛōǳǘƛƻƴ {ŎƻǊŜ ŀƴŘ 9ȄǇŜŎǘŜŘ /ƻƴǘǊƛōǳǘƛƻƴ 

wŀƴƎŜ ŀǘ ŀƴȅ ǘƛƳŜ ōȅ ǳǎƛƴƎ ǘƘŜ ƻƴƭƛƴŜ 9ȄǇŜŎǘŜŘ /ƻƴǘǊƛōǳǘƛƻƴ wŀƴƎŜ /ŀƭŎǳƭŀǘƻǊΦ  ¢ƘŜ ŎŀƭŎǳƭŀǘƻǊ ǇǊƻǾƛŘŜǎ 

ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜȄǇŜŎǘŜŘ ǎŎƻǊŜ ƛƴ ǘƘŜ {ǘŀƴŘŀǊŘ tŀȅ [ƛƴŜ ŎƻƭǳƳƴΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ǳǇǇŜǊ ŀƴŘ ƭƻǿŜǊ ǊŀƴƎŜǎ 

ŦƻǊ ŀǇǇǊƻǇǊƛŀǘŜ ŎƻƴǘǊƛōǳǘƛƻƴ ŀƭƛƎƴŜŘ ǿƛǘƘ ǘƘŀǘ ōŀǎƛŎ ǇŀȅΦ   

¢ƘŜ 9ȄǇŜŎǘŜŘ /ƻƴǘǊƛōǳǘƛƻƴ wŀƴƎŜ /ŀƭŎǳƭŀǘƻǊ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴπƭƛƴŜ ŀǘΥ ŀŎǉŘŜƳƻΦƘŎƛΦƳƛƭκǘƻƻƭǎΦ 

  

http://acqdemo.hci.mil/tools.html
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3.0  CONTRIBUTION PLANNING AND SELF-ASSESSMENT 

3.1   Slide 11, Contribution Planning  

 

The New Cycle Discussion is the first of three annual formal conversations that must be held 

between supervisors and employees and is focused on contribution planning for the new appraisal 

cycle.  It should be held within 30 days of the start of each appraisal cycle. 

It is imperative supervisors understand the mission, and more importantly the annual 

organizational goals, and convey that information to employees.  This information is the driver for 

contribution planning purposes. 

It is expected that not all work assignments will be known at the beginning of the appraisal cycle.  

Therefore, the contribution planning that takes place in October will likely need to be adjusted 

throughout the appraisal cycle as new contribution expectations materialize. 

Ensure that all 3 factors are addressed in the Contribution Plan at a level appropriate to the 

ŜƳǇƭƻȅŜŜΩǎ ŎƭŀǎǎƛŦƛŎŀǘƛƻƴ ŀƴŘ ǇŀȅΣ ŀǎ ŀƭƭ о ŦŀŎǘƻǊǎ Ƴǳǎǘ ōŜ ǎŎƻǊŜŘ ŀǘ ǘƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǘƘŜ ŀǇǇǊŀƛǎŀƭ 

period. 

Check local policy for the format to be used to document the contribution planning results. 
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3.2 a  Slide 12, Contribution Planning Video  

 

hƪΣ ƭŜǘΩǎ Ǝƻ ǘƘǊƻǳƎƘ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ /ƻƴǘǊƛōǳǘƛƻƴ tƭŀƴƴƛƴƎ 5ƛǎŎǳǎǎƛƻƴΦ 

/hb¢wL.¦¢Lhb t[!bbLbD ±L59h {/wLt¢ 

όLƴ ŀƴ ƻŦŦƛŎŜ ǎŜǘǘƛƴƎύ 

a!wD!w9¢Υ    WƻƘƴΣ LΩƳ ƎƭŀŘ ȅƻǳ ƘŀŘ ŀ ŎƘŀƴŎŜ ǘƻ ƭƻƻƪ ƻǾŜǊ ŀƭƭ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ L ǎŜƴǘ ǘƻ ȅƻǳ ōŜŦƻǊŜ ƻǳǊ 

ƳŜŜǘƛƴƎ ǘƻŘŀȅΦ  ¢Ƙŀǘ ǿƛƭƭ ǎŀǾŜ ǳǎ ŀ ƭƻǘ ƻŦ ǘƛƳŜΦ  LΩƳ ǎǳǊŜ ȅƻǳ ƘŀǾŜ ǉǳƛǘŜ ŀ ŦŜǿ ǉǳŜǎǘƛƻƴǎ ŀŦǘŜǊ ǊŜŀŘƛƴƎ 

ŜǾŜǊȅǘƘƛƴƎΦ  .ŜŦƻǊŜ ǿŜ ƎŜǘ ǎǘŀǊǘŜŘΣ ƭŜǘ ƳŜ ƎƛǾŜ ȅƻǳ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ ƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ 

ǳǇŎƻƳƛƴƎ ȅŜŀǊΦ  

We have three main initiatives that all employees should focus on: 

1)  Affordability ς achieving cost targets for all our programs 

2)  Effectiveness ς delivering our programs on time 

3)  Efficiencies ς finding ways to reduce total ownership costs 

JOHN:  wƛƎƘǘΣ L ǎŀǿ ǘƘŀǘΦ  L ǎŜŜ Ƙƻǿ Ƴȅ ǿƻǊƪ ǘƛŜǎ ǘƻ ǘƘŜ ŦƛǊǎǘ ǘǿƻΣ ōǳǘ L ŘƻƴΩǘ ǊŜŀƭƭȅ ǎŜŜ Ƙƻǿ L ǿƻǳƭŘ 

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 

ƛƴǎƛƎƘǘΦ !ƴŘ L ǿƻǳƭŘ ƭƛƪŜ ȅƻǳ ǘƻ ŦƻŎǳǎ ȅƻǳǊ ŜƴŜǊƎȅ ƻƴ ŜŦŦƛŎƛŜƴŎƛŜǎ ǘƘƛǎ ȅŜŀǊΦ IŜǊŜΩǎ ǿƘŀt I have in 

ƳƛƴŘΧ 

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. 
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JOHN:  Great.  These will help everyone follow consistent instructions and I see how it clearly links to 

Goal 2ςdelivering our programs on time. 

MARGARET:  !ōǎƻƭǳǘŜƭȅΣ ōǳǘ ƭŜǘΩǎ ǊŜŀŎƘ ŦƻǊ ƳƻǊŜΦ  ²ƛǘƘƛƴ ƻǳǊ ŜȄƛǎǘƛƴƎ ƛƴǎǘǊǳŎǘƛƻƴǎΣ ŀƴŘ ŘŜŦƛƴƛǘŜƭȅ ŦƻǊ 

ŀƴȅ ƴŜǿ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƘŀǘ ƎŜǘ ŘŜǾŜƭƻǇŜŘΣ LΩŘ ƭƛƪŜ ȅƻǳ ǘƻ ŀƴŀƭȅȊŜ ǘƘŜ ǇǊƻŎŜǎǎŜǎΣ ƭƻƻƪ ŦƻǊ ƛƴefficiencies 

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:  ¢Ƙŀǘ ǿƻǳƭŘ ōŜ ǉǳƛǘŜ ŀ ŎƘŀƴƎŜ ŦǊƻƳ ǿƘŀǘ L ŎǳǊǊŜƴǘƭȅ ŘƻΦ  L ŘƻƴΩǘ ƪƴƻǿ ƛŦ L ŀƳ ŎƻƳǇƭŜǘŜƭȅ ǊŜŀŘȅ 

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:  LǘΩǎ ǊƛƎƘǘ ŀǘ ǘƘǊŜŜ ƳŜŘƛum (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.  [ŜǘΩǎ ƛƴŎƻǊǇƻǊŀǘŜ ǎƻƳŜ ƻŦ ǘƘŀǘ ŦŀŎǘƻǊ ŘŜǎŎǊƛǇǘƻǊ ƭŀƴƎǳŀƎŜ ǘƘŜƴ ƛƴǘƻ ǘƘƛǎ ŦƛǊǎǘ 

objective.  Using the CRI writing model; C- contribution, R- result, and I- ƛƳǇŀŎǘΣ ƭŜǘΩǎ ŎŀǇǘǳǊŜ ȅƻǳǊ 

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:  L ǳƴŘŜǊǎǘŀƴŘ ŀƭƭ ǘƘŀǘΦ .ǳǘ L ŘƻƴΩǘ ǎŜŜ Ƙƻǿ ǊŜŘǳŎƛƴƎ Ŏƻǎǘǎ ǿƻǳƭŘ ōŜ ǿƛǘƘƛƴ Ƴȅ ŎƻƴǘǊƻƭΦ  L ŘƻƴΩǘ 

have that level of authority. 

MARGARET:  You may not have total control, but you do have a strong ability to influence. AcqDemo 

ƛǎ ŦƻŎǳǎŜŘ ƻƴ ǾŀƭǳŜ ǘƻ Ƴƛǎǎƛƻƴ ǊŜǎǳƭǘǎΦ  YŜŜǇ ƛƴ ƳƛƴŘ ȅƻǳ ƘŀǾŜ ŀƴ ά9ȄǇŜŎǘŜŘ /ƻƴǘǊƛōǳǘƛƻƴ wŀƴƎŜέ ƻŦ 

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, 
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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. 

!ƭǎƻΣ ǎǳŎŎŜǎǎŦǳƭ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ǘƘƛǎ ƻōƧŜŎǘƛǾŜ ǿƛƭƭ ǊŜǎǳƭǘ ƛƴ ŀ tŜǊŦƻǊƳŀƴŎŜ !ǇǇǊŀƛǎŀƭ vǳŀƭƛǘȅ [ŜǾŜƭ 

wŀǘƛƴƎ ƻŦ о ς {ǳŎŎŜǎǎŦǳƭ όŀƭǎƻ ƪƴƻǿƴ ŀǎ t!v[ ŦƻǊ ǎƘƻǊǘύΦ ¢ƻ ƻōǘŀƛƴ ŀ t!v[ wŀǘƛƴƎ ƻŦ рς hǳǘǎǘŀƴŘƛƴƎΣ ǘƘŜ 

ǊŜǎǳƭǘǎ Ƴǳǎǘ ǎǳōǎǘŀƴǘƛŀƭƭȅ ŀƴŘ ŎƻƴǎƛǎǘŜƴǘƭȅ ǎǳǊǇŀǎǎ ŜȄǇŜŎǘŀǘƛƻƴǎΦ 

(End Scene) 
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3.2b  Slide  13, Contribution Planning Discussion  

 

The conversation continues until all of the known contributions are identified and expectations 

discussed for the current appraisal period. 

The employee continues to develop the draft contribution plan, documents it in CAS2Net, and 

submits it to the supervisor for approval when ready. 

The plans can, and should, be updated throughout the year as priorities shift and high value 

assignments are given or changed. 
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3.3  Slide  14, Mid -Point Review ð Roles and Responsibilities  

 

The Mid-Point Review can be initiated by either employee or supervisor.   

 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 Mid-Point Self-Assessment is written by the employee and is meant to portray a complete, 

ŎƻƴŎƛǎŜ ǇƛŎǘǳǊŜ ƻŦ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎΣ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘŜ ǘƘŜ ƛƳǇŀŎǘ ƳŀŘŜ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

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 Mid-Point Appraisal is written by the supervisor. Supervisors continuously monitor and 

ŘƻŎǳƳŜƴǘ ŜƳǇƭƻȅŜŜΩǎ ǇǊƻƎǊŜǎǎΤ ƎƛǾŜ ŀŘŘƛǘƛƻƴŀƭ ŎƻŀŎhing and feedback throughout the cycle; address 

contribution issues immediately upon identification; and provide mentoring for career development. 

The mid-year meeting provides a scheduled opportunity to discuss and formally document the 

ŜƳǇƭƻȅŜŜΩǎ ǇǊƻƎǊŜǎs. 

The records used to support the mid-point review meeting 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 discussions in CAS2Net. 
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3.4  Slide 15, Annual Appraisal Assessments  

 

!ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ {ŜƭŦπ!ǎǎŜǎǎƳŜƴǘ  

¢ƘŜ ǘƘƛǊŘ ǊŜǉǳƛǊŜŘ ǎǘŜǇ ƛƴ ǘƘŜ //!{ ŎȅŎƭŜ ƛǎ ǘƘŜ !ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ {ŜƭŦπ!ǎǎŜǎǎƳŜƴǘΦ !ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ 
ǊŀǘƛƴƎ ǇŜǊƛƻŘ ŀƴŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ƭƻŎŀƭ ǇƻƭƛŎȅ ȅƻǳ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ŀƴ !ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ {ŜƭŦπ
!ǎǎŜǎǎƳŜƴǘΦ 

/ƻƳǇŀǊŜ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ŀƎŀƛƴǎǘ ǘƘŜ ŀǇǇǊŀƛǎŀƭ ŎǊƛǘŜǊƛŀ όǘƘŜ ǘƘǊŜŜ ŦŀŎǘƻǊ ŘŜǎŎǊƛǇǘƻǊǎ ŀƴŘ 
ŘƛǎŎǊƛƳƛƴŀǘƻǊǎύ ŀƴŘ ǘƘŜ ŜȄǇŜŎǘŀǘƛƻƴǎ ŘƻŎǳƳŜƴǘŜŘ ǿƘƛƭŜ ŎƻƴŘǳŎǘƛƴƎ ŎƻƴǘǊƛōǳǘƛƻƴ ǇƭŀƴƴƛƴƎ ŀǘ ǘƘŜ 
ōŜƎƛƴƴƛƴƎ ƻŦ ǘƘŜ //!{ ŎȅŎƭŜ ǘƘŀǘ ŀƭƛƎƴ ǿƛǘƘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ Ǝƻŀƭǎ ŦƻǊ ǘƘƛǎ ŀǇǇǊŀƛǎŀƭ ŎȅŎƭŜΦ 
bƻǘŜ ǘƘŀǘ ŀ ŎƻƴǘǊƛōǳǘƛƻƴ Ƴŀȅ ǿŀǊǊŀƴǘ ƳŜƴǘƛƻƴ ǳƴŘŜǊ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ŦŀŎǘƻǊΦ 

²ƘŜƴ ǿǊƛǘƛƴƎ ȅƻǳǊ !ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ {ŜƭŦπ!ǎǎŜǎǎƳŜƴǘΣ ǊŜƳŜƳōŜǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇƻƛƴǘǎΥ IƛƎƘƭƛƎƘǘ 
ǘƘƻǎŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǿƘƛŎƘ ƳŀŘŜ ǘƘŜ Ƴƻǎǘ ƛƳǇŀŎǘ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ŀǇǇǊŀƛǎŀƭ ŎȅŎƭŜΤ ŘŜǎŎǊƛōŜ ǘƘŜƳ ƛƴ 
ŎƻƴŎƛǎŜ ǎǘŀǘŜƳŜƴǘǎΦ wŜƳŜƳōŜǊ ǘƻ ǳǎŜ ƭŀƴƎǳŀƎŜ ǘƘŀǘ ŀƭƭ Ǉŀȅ Ǉƻƻƭ ǇŀƴŜƭ ƳŜƳōŜǊǎ Ŏŀƴ ǳƴŘŜǊǎǘŀƴŘΦ 

²ƘŜƴ ŘǊŀŦǘƛƴƎ ȅƻǳǊ !ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ {ŜƭŦπ!ǎǎŜǎǎƳŜƴǘΣ ǊŜƳŜƳōŜǊ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ŘŀǘŜΣ 
ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎΣ ŀŎƘƛŜǾŜŘ ǊŜǎǳƭǘǎΣ ŀƴŘ ǊŜǇƻǊǘ ǘƘŜƛǊ ƛƳǇŀŎǘ ƻƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ ŀƎŀƛƴǎǘ ȅƻǳǊ 
ŎƻƴǘǊƛōǳǘƛƻƴ ǇƭŀƴΦ aŀƪŜ ǎǳǊŜ ŜŀŎƘ ǎǘŀǘŜƳŜƴǘ ǇŀǎǎŜǎ ǘƘŜ ά{ƻ ǿƘŀǘ ǘŜǎǘΚέ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘŜ ǘƘǊŜŜ 
ŎƻƴǘǊƛōǳǘƛƻƴ ŦŀŎǘƻǊǎΦ CƻǊ ŜȄŀƳǇƭŜΣ L ǇŜǊŦƻǊƳŜŘ ŀ ŎŜǊǘŀƛƴ ŀŎǘƛǾƛǘȅ ǘƘŀǘ ƭŜŘ ǘƻ ŀ ǎǇŜŎƛŦƛŎ ǊŜǎǳƭǘ ŀƴŘ ƘŀŘ 
ƴƻǘŀōƭŜ ƛƳǇŀŎǘ ƻƴ ǘƘŜ Ƴƛǎǎƛƻƴ ƻŦ Ƴȅ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 

!ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ 

¢ƘŜ ŦƻǳǊǘƘ ǎǘŜǇ ƛƴ ǘƘŜ //!{ ŎȅŎƭŜ ƻŎŎǳǊǎ ǿƛǘƘƛƴ ǘƘŜ ŀƴƴǳŀƭ ŀǇǇǊŀƛǎŀƭ ǇǊƻŎŜǎǎςƛǘ ƛǎ ǘƘŜ ŀƴƴǳŀƭ 
ŀǇǇǊŀƛǎŀƭ ŀǎǎŜǎǎƳŜƴǘΦ 5ǳǊƛƴƎ ǘƘƛǎ ǎǘŜǇ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ŀǎǎŜǎǎŜǎ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ 

5ǳǊƛƴƎ ǘƘŜ !ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ ŀŎǘƛǾƛǘƛŜǎΣ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǊŜǾƛŜǿƛƴƎ ŜƳǇƭƻȅŜŜ 
ŎƻƴǘǊƛōǳǘƛƻƴ ǇƭŀƴƴƛƴƎ ŘƻŎǳƳŜƴǘŀǘƛƻƴΣ ƳƛŘπǇƻƛƴǘ ŀƴŘ ŀƴƴǳŀƭ ǎŜƭŦπŀǎǎŜǎǎƳŜƴǘ ƛŦ ŀǾŀƛƭŀōƭŜΣ ŀƴȅ 
ŀŘŘƛǘƛƻƴŀƭ ŦŜŜŘōŀŎƪ ŀƴŘκƻǊ ŎƭƻǎŜƻǳǘ ǊŜǇƻǊǘǎΦ  

CƻǊ ǘƘŜ ŀƴƴǳŀƭ ŀǇǇǊŀƛǎŀƭΣ ƳǳŎƘ ƭƛƪŜ ȅƻǳ ŘƛŘ ƻƴ ȅƻǳǊ ǎŜƭŦπŀǎǎŜǎǎƳŜƴǘΣ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ǿǊƛǘŜǎ ŀ 
ƴŀǊǊŀǘƛǾŜ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘŜ ǘƘǊŜŜ ŦŀŎǘƻǊǎ ŎƻƴǎƛŘŜǊƛƴƎ ŜȄǇŜŎǘŀǘƛƻƴǎ ǎŜǘ ŘǳǊƛƴƎ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴ ǇƭŀƴƴƛƴƎ 
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ŀƴŘ ǘƘŜ ƛƳǇŀŎǘ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ƘŀŘ ƻƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳƛǎǎƛƻƴΦ {ƛƴŎŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ Ƴŀȅ ǿŀǊǊŀƴǘ 
ƳŜƴǘƛƻƴ ǳƴŘŜǊ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ŦŀŎǘƻǊΣ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ǳǎǳŀƭƭȅ ƘƛƎƘƭƛƎƘǘǎ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǿƛǘƘ ǘƘŜ 
ƎǊŜŀǘŜǎǘ ƛƳǇŀŎǘ ƻƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ Ǝƻŀƭǎ ƛƴǎǘŜŀŘ ƻŦ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ 

bŜȄǘΣ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ǿƛƭƭ ŎƻƳǇŀǊŜ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ ŦŀŎǘƻǊ ŘŜǎŎǊƛǇǘƻǊǎ ŀƴŘ ŘƛǎŎǊƛƳƛƴŀǘƻǊǎ 
ǘƻ ŀǎǎƛƎƴ ŎŀǘŜƎƻǊƛŎŀƭ ǎŎƻǊŜǎΦ CŀŎǘƻǊ ŘŜǎŎǊƛǇǘƻǊǎ Ŏŀƴƴƻǘ ōŜ ƳƻŘƛŦƛŜŘ ƻǊ ǎǳǇǇƭŜƳŜƴǘŜŘΦ  

¸ƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ƴŜŜŘ ƴƻǘ ǇŜǊŦŜŎǘƭȅ ƳŀǘŎƘ ŀƭƭ ŘŜǎŎǊƛǇǘƻǊǎ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ƭŜǾŜƭ ŀƴŘ ƛƴǇǳǘ ŦƻǊ ŜŀŎƘ 
ŘƛǎŎǊƛƳƛƴŀǘƻǊ ƛǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅΦ ¢ƘŜ ŘŜǎŎǊƛǇǘƻǊǎ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ŀǎ ŀ ƎǊƻǳǇ ǘƻ ŘŜǊƛǾŜ ŀ ǎƛƴƎƭŜ ŜǾŀƭǳŀǘƛƻƴ 
ƻŦ ŜŀŎƘ ŦŀŎǘƻǊΦ 5ŜǎŎǊƛǇǘƻǊǎ ŀǊŜ ǿǊƛǘǘŜƴ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ōǊƻŀŘōŀƴŘΦ ¸ƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ŘŜǘŜǊƳƛƴŜǎ ǘƘŜ 
ŘŜƎǊŜŜ ǘƻ ǿƘƛŎƘ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ƘŀǾŜ ƳŜǘ ƻǊ ŜȄŎŜŜŘŜŘ ǘƘŜ ŦŀŎǘƻǊ ŘŜǎŎǊƛǇǘƻǊǎΦ  

!ŦǘŜǊ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊǎ ǎǳōƳƛǘ ǘƘŜƛǊ ŎŀǘŜƎƻǊƛŎŀƭ ǎŎƻǊŜǎ ƛƴ /!{нbŜǘ ǘƘŜȅ ŀǊŜ ƳŀŘŜ ŀǾŀƛƭŀōƭŜ ǘƻ ǘƘŜ ǎǳō 
Ǉŀȅ Ǉƻƻƭ ǇŀƴŜƭΣ ƻǊ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ Ǉŀȅ Ǉƻƻƭ ǇŀƴŜƭ ƛŦ ƴƻ ǎǳō Ǉŀȅ Ǉƻƻƭǎ ŜȄƛǎǘΦ 
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3.5 a  Slide 16, Year -End Review  Video  

 

hƪŀȅΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ ¸ŜŀǊπ9ƴŘ wŜǾƛŜǿ ƛƴ ǇǊŜǇŀǊŀǘƛƻƴ ŦƻǊ ŀƴ !ƴƴǳŀƭ !ǇǇǊŀƛǎŀƭ {ŜƭŦπ

!ǎǎŜǎǎƳŜƴǘ 

YEAR-END VIDEO SCRIPT 

όLƴ ŀƴ ƻŦŦƛŎŜ ǎŜǘǘƛƴƎύ 

a!wD!w9¢Υ  WƻƘƴΣ ǘƘŀƴƪ ȅƻǳ ŦƻǊ ŦƻǊǿŀǊŘƛƴƎ ƳŜ ŀ ŎƻǇȅ ƻŦ ȅƻǳǊ ŘǊŀŦǘ ǎŜƭŦπŀǎǎŜǎǎƳŜƴǘΦ  LΩǾŜ ǊŜŀŘ ƻǾŜǊ ƛǘ 

ŀƴŘ L ǘƘƛƴƪ ȅƻǳΩǾŜ ŘƻƴŜ ŀ ƎǊŜŀǘ Ƨƻō ǎƻ ŦŀǊΦ  L ŎŀƴΩǘ ǊŜǉǳƛǊŜ ǘƘŀǘ ȅƻǳ ŎƘŀƴƎŜ ŀƴȅǘƘƛƴƎ ƻƴ ƛǘΣ ōǳǘ L ǿƻǳƭŘ 

ƭƛƪŜ ǘƻ ƳŀƪŜ ǎƻƳŜ ǎǳƎƎŜǎǘƛƻƴǎ ǿƘŜǊŜ L ōŜƭƛŜǾŜ ȅƻǳ ŎƻǳƭŘ ōŜǘǘŜǊ ŀŘǾƻŎŀǘŜ ŦƻǊ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ 

 WhIbΥ  hƘΣ ƻƪŀȅΦ  ¢Ƙŀƴƪǎ ŦƻǊ ǘŀƪƛƴƎ ǘƘŜ ǘƛƳŜ ǘƻ ǊŜǾƛŜǿ ƛǘΦ  L ǊŜŀƭƭȅ ŀǇǇǊŜŎƛŀǘŜ ƛǘΦ  ²Ƙŀǘ ǎǳƎƎŜǎǘƛƻƴǎ ƻǊ 

ƛƳǇǊƻǾŜƳŜƴǘ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŘƛŘ ȅƻǳ ǎŜŜΚ 

 a!wD!w9¢Υ  LΩǾŜ ŎƛǊŎƭŜŘ ŀ ŎƻǳǇƭŜ ƻŦ ǘƘƛƴƎǎ ǿƘŜǊŜ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ŀǊŜ ŎƭŜŀǊƭȅ ǎǘŀǘŜŘΣ ōǳǘ ȅƻǳ ŘƻƴΩǘ 

ǊŜŀƭƭȅ ōŀŎƪ ǘƘŜƳ ǳǇ ǿƛǘƘ ǊŜǎǳƭǘǎ ƻǊ ƛƳǇŀŎǘΦ  L ǘƘƛƴƪ ƛǘ ǿƻǳƭŘ ōŜ ōŜǎǘ ŦƻǊ ȅƻǳǊ ŀǇǇǊŀƛǎŀƭ ǘƻ ƛƴŎƭǳŘŜ ŀƭƭ 

ǘƘǊŜŜ ŜƭŜƳŜƴǘǎ ƻŦ ƻǳǊ /πwπL ǿǊƛǘƛƴƎ ƳƻŘŜƭ ŦƻǊ ŜŀŎƘ ƻŦ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ ̧ƻǳ ƪƴƻǿ ς /ƻƴǘǊƛōǳǘƛƻƴπ

wŜǎǳƭǘǎπLƳǇŀŎǘΦ 

 WhIbΥ  hYΣ LΩƳ ƴƻǘ ǉǳƛǘŜ ǎǳǊŜ Ƙƻǿ ǘƻ ŀǊǘƛŎǳƭŀǘŜ ǘƘŜ ƛƳǇŀŎǘ ǘƘŀǘ Ƴȅ ǿƻǊƪ ƘŀŘ ƛƴ ǎƻƳŜ ŀǊŜŀǎΦ 

 a!wD!w9¢Υ  ²ŜƭƭΣ ƭŜǘΩǎ ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ ƻƴŜ ƻŦ ǘƘŜƳ ǘƻƎŜǘƘŜǊ ŀƴŘ ǎŜŜ ƛŦ L Ŏŀƴ ƘŜƭǇ ǿƛǘƘ ǘƘŀǘΦ  CƻǊ ǘƘŜ 

ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ ǘƘŜ t9h ƛƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ ŜȄŀƳǇƭŜΣ Ƙƻǿ Ƴŀƴȅ ǿŜǊŜ ǳǇŘŀǘŜŘ ƻǊ ƴŜǿƭȅ ŀŘŘŜŘ ǘƘƛǎ 

ȅŜŀǊΚ  

WhIbΥ  LΩŘ ƘŀǾŜ ǘƻ Ǝƻ ōŀŎƪ ǘƻ ŎƘŜŎƪ ŦƻǊ ǎǳǊŜΣ ōǳǘ L ǘƘƛƴƪ ǿŜ ǳǇŘŀǘŜŘ ŀǊƻǳƴŘ у ƻŦ ǘƘŜƳΣ ŀƴŘ ǘƘŜƴ ŀŘŘŜŘ 

о ƴŜǿ ƻƴŜǎΦ 
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 a!wD!w9¢Υ  DǊŜŀǘΦ  ±ŜǊƛŦȅ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǘƘŜƴ ƛƴŎƭǳŘŜ ǘƘŜ ƴŀƳŜǎ ƻŦ ǘƘŜ ƪŜȅ ŘƻŎǳƳŜƴǘǎ ƛƴ ǘƘŜ 

άw ςwŜǎǳƭǘǎέ ǇƻǊǘƛƻƴ ƻŦ ǘƘƛǎ ŎƻƴǘǊƛōǳǘƛƻƴ ǎǘŀǘŜƳŜƴǘΦ  bƻǿΣ ǿƘŀǘ ŀōƻǳǘ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘΣ 

ƛƳǇŀŎǘΚ  ¸ƻǳǊ ǎǘŀǘŜƳŜƴǘ ƴŜŜŘǎ ǘƻ Ǉŀǎǎ ǘƘŜ ά{ƻ ²Ƙŀǘέ ǘŜǎǘΦ  Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ Ƙƻǿ Řƻ ȅƻǳ ŦŜŜƭ ȅƻǳǊ ǿƻǊƪ 

ƛƳǇŀŎǘŜŘ ǘƘŜ Ƴƛǎǎƛƻƴ ƻŦ ƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƘƛǎ ȅŜŀǊΚ 

 WhIbΥ  ²Ŝ ŘƛŘ ŦƛƴŘ ǉǳƛǘŜ ŀ ŦŜǿ ǊŜŘǳƴŘŀƴŎƛŜǎ ƛƴ ǎƻƳŜ ƻŦ ƻǳǊ ǇƻƭƛŎƛŜǎ ŀƴŘ ŜǾŜƴ ǎƻƳŜ ŎƻƴŦƭƛŎǘƛƴƎ 

ƭŀƴƎǳŀƎŜ ǘƘŀǘ ǿŜ ŎƭŜŀƴŜŘ ǳǇΦ  ¢Ƙŀǘ ŘŜŦƛƴƛǘŜƭȅ ƘŜƭǇŜŘ ǇŜƻǇƭŜ ƛƴ ǘƘŜ ŦƛŜƭŘ ǘƻ ŎƻƳǇƭŜǘŜ ǎƻƳŜ ƻŦ ǘƘŜƛǊ 

ǘŀǎƪƛƴƎǎ ƳƻǊŜ ŜŦŦƛŎƛŜƴǘƭȅΦ 

 a!wD!w9¢Υ  ¸ƻǳ ǊŜǾƛŜǿŜŘ ǘƘƛǎ ǿƛǘƘ ǘƘŜ ǘŜŀƳ ŀƴŘ ƭƻƎƎŜŘ ǘƘŀǘ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ȅŜŀǊ ŀǎ ǿŜ ƘŀŘ 

ŘƛǎŎǳǎǎŜŘΣ ǊƛƎƘǘΚ 

 WhIbΥ  ¸ŜǎΣ ǿŜ ŘƛŘΦ  LΩƭƭ Ǉǳƭƭ ƻǳǘ ǘƘƻǎŜ ǊŜǾƛŜǿǎ ŀƴŘ ƛƴŎƭǳŘŜ ǘƘŜ ǊŜǎǳƭǘǎ ƘŜǊŜ ƛƴ ǘƘŜ άLπLƳǇŀŎǘέ ǇŀǊǘ ƻŦ Ƴȅ 

ǎǘŀǘŜƳŜƴǘΦ   

a!wD!w9¢Υ  tŜǊŦŜŎǘΦ  ¢Ƙŀǘ ǊŜŀƭƭȅ ƛǎ ǘƘŜ ǎƛƴƎƭŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘ ƻŦ ȅƻǳǊ ǎŜƭŦπŀǎǎŜǎǎƳŜƴǘ ƛƴ ƻǊŘŜǊ ŦƻǊ 

ǘƘŜ Ǉŀȅ Ǉƻƻƭ ǘƻ Ŧǳƭƭȅ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ŀƴŘ ǾŀƭǳŜ ƻŦ ȅƻǳǊ ŎƻƴǘǊƛōǳǘƛƻƴǎΦ  ²ǊƛǘƛƴƎ ŀ ƭŀǳƴŘǊȅ ƭƛǎǘ 

ƻŦ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǿƛǘƘ ƴƻ ǎǇŜŎƛŦƛŎǎ ǊŜƭŀǘƛƴƎ ǘƻ ǊŜǎǳƭǘǎ ƻǊ ƛƳǇŀŎǘ ŘƻŜǎƴΩǘ ǊŜŀƭƭȅ ƎƛǾŜ ǘƘŜ Ǉŀȅ Ǉƻƻƭ ƳǳŎƘ ǘƻ 

Ǝƻ ƻƴ ǿƘŜƴ ǘƘŜȅ ƭƻƻƪ ŦƻǊ ǿƘƻ Ƙŀǎ ƳŀŘŜ ƳŀƧƻǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ Ƴƛǎǎƛƻƴ ǘƘƛǎ ȅŜŀǊΦ 

 ό9ƴŘ {ŎŜƴŜύ 
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3.5b  Slide 17, Completing the Year -End Review Discussion  

 

The conversation continues until the employee feels comfortable modifying his self-assessment 
draft in a way that best advocates for his major contributions made during the appraisal period. 

 
The employee updates the self-assessment in CAS2Net and submits it to their supervisor.  Next, 

the supervisor writes an Annual Appraisal of the employee. Both documents are submitted to the sub 

pay pool and pay pool for consideration during their deliberations. 
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пΦл  /hb¢wL.¦¢Lhb !b5 t9wChwa!b/9 !{{9{{a9b¢ {/hwLbD 

4.1   Slide 18, Determining Categorical Scores  

 

!ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ŀǇǇǊŀƛǎŀƭ ŎȅŎƭŜΣ ǘƘŜ Ǉŀȅ Ǉƻƻƭ ǇǊƻŎŜǎǎ ōŜƎƛƴǎΦ  9ǾŜƴ ǘƘƻǳƎƘ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŘƛǊŜŎǘ 

ǊƻƭŜǎ ƛƴ Ƴƻǎǘ ƻŦ ǘƘƛǎ ǇǊƻŎŜǎǎΣ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ ōŜŎƻƳŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ǎǘŜǇǎ ƛƴǾƻƭǾŜŘΦ 

¢ƻ ōŜƎƛƴΣ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ǳǎŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜ ǎŜƭŦπŀǎǎŜǎǎƳŜƴǘΣ ƛŦ ŀǾŀƛƭŀōƭŜΣ ŀƭƻƴƎ ǿƛǘƘ ŎǳǎǘƻƳŜǊ 

ŦŜŜŘōŀŎƪΣ Ƙƛǎ ƻǊ ƘŜǊ ƻǿƴ ƪƴƻǿƭŜŘƎŜΣ ŀƴŘ ŀƴȅ ƻǘƘŜǊ ŀǇǇƭƛŎŀōƭŜ ǎƻǳǊŎŜǎ ŀƴŘ ŎƻƳǇŀǊŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 

ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ ŜȄǇŜŎǘŀǘƛƻƴǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŦŀŎǘƻǊ ŘŜǎŎǊƛǇǘƻǊǎ ŀƴŘ ŘƛǎŎǊƛƳƛƴŀǘƻǊǎ ŀƴŘ 

ǘƘŜƴ ŀǎǎƛƎƴǎ ŀ ǇǊŜƭƛƳƛƴŀǊȅ ŎŀǘŜƎƻǊƛŎŀƭ ǎŎƻǊŜ ŦƻǊ ŜŀŎƘ ŦŀŎǘƻǊ ƛƴ /!{нb9¢Φ ¢Ƙƛǎ ǊŀǘƛƴƎ ƛǎ ŎŀƭƭŜŘ ǘƘŜ 

ŎŀǘŜƎƻǊƛŎŀƭ ǎŎƻǊŜΦ 
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4.2  Slide 19, Determining Numerical Scores  

 

¦ǎƛƴƎ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊǎΣ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜǎΤ ƛŦ ǇǊƻǾƛŘŜŘΣ 

ǘƘŜ Ǉŀȅ Ǉƻƻƭ ŎƻƴǎƛŘŜǊǎ ǘƘŜ ŎƻƴǘŜȄǘ ƻŦ ǘƘŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ ƻŦ ŜŀŎƘ ƳŜƳōŜǊ ƻŦ ǘƘŜ Ǉŀȅ ǇƻƻƭΦ  .ŀǎŜŘ ƻƴ ǘƘŜ 

ǾŀƭǳŜ ƻŦ ǘƘŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ ƳŀŘŜ ǘƻ ǘƘŜ Ƴƛǎǎƛƻƴ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ǘƘŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ ŀǊŜ Ǌŀƴƪ ƻǊŘŜǊŜŘ 

ŀƴŘ ƴǳƳŜǊƛŎŀƭ ǎŎƻǊŜǎ ŀǊŜ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ƻŦ ǘƘŜ ǘƘǊŜŜ ŦŀŎǘƻǊǎ ŦƻǊ ŜŀŎƘ ŜƳǇƭƻȅŜŜΦ 

  


