1.0 INTRODUCTION ANDVERVIEW

1.1 Slide 2, Course Introduction
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Demonstration Project
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AcqDemo
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Welcome to the AcqgDemGCAS for Employeesurse.

This course is a continuation of the AcqDemo elLearning series. You should cohaglieEmo
101 prior to beginning this course as several related topics presented here were first explained in
AcgDemo 101The goal of this course is to enhance your undeditag of the Contributiorbased
Compensation and Appraisal System (CCAS) Process.

________________________________________________________________________________________________________________________|
AcPEMOCCASBOREMPLOYEHS1.00818) 1



1.2 Slide 3, Course Overview
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Course Objectives

**\

The specific objectives of this course are to:
U Understand the purpose of the CCAS design
U Summarize the CCAS process tuis

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

[N

contribution planning,

mid- point review,

annual appraisal setissessment,
annual appraisal,

pay pool panel, and
end-of-cycle discussion.
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1.3 Slide 4, CCAS Design Overview
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Design Overview

* Another approach to performance management...
..with two key differences:

1. Designed to focus employees on creating impact

» Acquisition is a knowledge-based business—we depend
on people to use their knowledge to advance mission
performance

» Discussing employee expectations will focus
on contribution planning vs. performance
objectives

# Shapes professional acquisition workforce
by using three standard factors to score
employee contributions
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1.4 Slide 5, Design Overview (Continued)
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i CCAS Design Overview
(Continued)

* Another approach to performance management
...two key differences:

2. Designed to align compensation with level of
contribution

» Basic pay level translates to expected contribution level

» Assessed contribution level compared to the expected
contribution level to determine compensation
eligibility

» AcqDemo software applications Ql
facilitate equitable distribution
of pay pool funds

_ it wopdemo.brcl il 5
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2.1 Slide 6, The CCAS Cycle
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i The CCAS Cycle ‘

October

* Start CCAS Cycle

+ Contribution Planning
* Supervisor Annual
Appraisal

September

Annual Appraisal
Self-Assessment

November -
December
Pay Pool Panels

March - April
Mid-Point Review

CCAS Cycle Major Events...

1 Cqmnb}mon Pla|1|\|ng January s

2. Mid-Point Review : . . SO

3. Annual Appraisal Self- Annual Appraisal Discussion $ el .nfg,ma,
Assessment and Payout

feedback
» Documenting activities in
CAS2Net

4, Annual Appraisal

5. Pay Pool Process

6. Annual Appraisal
Discussion

_——— sz s

The CCAS appraisal cycle includes thmma8th 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) Midoint Review; (3) Annual Appraisal S&fisessment; (4) Annual
Appraisal; (5) Pay Pool Process; (6) Annual Appraisal Discussion.

The Contributiofdbased Compensation and Appraisal System (CCAS) process involves formal
meetings and informal feedback throughout the cycle and uses contributiomilg 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
AcgDemo for at least 90 consecutive calendaysiduring 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 thedwaling 12month appraisal period, ending
30 September.

Mid -Point

The timing of the MiegPoint 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/A3siéssment in
accordance with local policy.

The rating and pay pool panel process begins in October. During that time your supervisor
FaaSaasSa &2dz2NJ £ S@St 2F O2yiNRodziAzy (G2 GKS 2NAH
reviews your sethssessment and assigns categorical scores to datie 8 factors.

The subpay 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 determingoemsation 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 meetingou 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 foraoSpecial Act or other such award at the discretion of
the pay pool manager.

________________________________________________________________________________________________________________________|
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3.4

Job Achievement
and/or Innovation

+ Qualifications

* Critical Thinking

* Calculated Risks

* Problem Solving

* Leadership

* Supervision

* Personal
Accountability

2.2 Slide 7, Classification and Appraisal Factors

Classification and Appraisal Factors

Communication

and/or Teamwork

* Communication

(verbal and
written)

* Interactions with

customers,
coworkers, and
groups

* Assignments

crossing
functional
boundaries

hittp://mogqrema bl il

Mission Support

* Understanding and

execution of
organizational goals and
priorities

* Working with customers

to develop a mutual
understanding of their
requirements

* Maonitoring and

influencing cost
parameters or work,
tasks, and projects

= Establishing priorities

that reflect mission and
organizational goals

SYLX 28S8S3x AGQa
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a position and evaluating your contribution and quality of performance at the end of the cycle. These
common criteria are called Factors.

In AcgDemo, there arthiree 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 AcgDemo organizations. The three factors are:

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

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

Mission Support; the understanding and execution of organizational goals and priorities; working
with customers to develop a mutual understanding of their requirements; monitoring rahdencing
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 etes determines the employéed h @S NI £ £/ PnOCSIthrGhowi, A 2 v
which, in turn,determines any pay adjustments and contribution awards.

I ————
ACDEMOCCABOREMPLOYEHS1.00818) 7



2.3 Slide 8, Sample Descriptors and Discriminators
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Sample Descriptors and Discriminators

Factor 3: Mission Support
NH - Business Management & Technical Management Professional

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL I

* Anticipates problems, develops sound solutions and action plans to ensure Independence
program/mission accomplishment.

+ Establishes customer alliances, anticipates and fulfills customer needs, and translates Customer Needs
customer needs to programs/projects.

* Identifies and optimizes reseurces to accomplish multiple projects’/programs’ goals, Planning/Budgeting

+ Effectively accomplishes multiple projects’/programs’ goals within established guidelines. Execution/Efficiency

LEVEL IV

* Defines, integrates, and implements strategic direction for vital programs with leng-term Independence
impact on large numbers of people, Initiates actions te resolve majer erganizational
issues, Promulgates innovative solutions and methodologies,

* Assess and promulgate, fiscal, and other factors affecting customer and program/project Customer Needs
needs. Works with customer at management levels to resolve problems affecting
programs/projects (eg., problems that invelve determining pricrities and resclving
conflicts among customers’ requirements).

* Formulates organizational strategies, tactics, and budget/action plan to acquire and Planning/Budgeting
allocate resources.
+ Optimizes, controls, and manages all resources across projects/programs. Develops and Execution/Efficiency

integrates innovative approaches to attain goals and minimize expenditures,

_ it wopdemo.brcl il &’

Every Factor contains Descriptors for eagspective broadband level within each career path.
¢tKS 5SAONRALII2NE adGFGS 6KFG Aa AYLRNIIFIYyd G2 GKS
contributions at different broadband levels. Descriptors are developed at the top of the broadband
levelto 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
highea 0’ 6 &aA0 LI e LRGSYGAFIt SAOGKAY | OoNRFROFYR S
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.

I ————
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2.4 Slide 9, Broadband Level Score Ranges
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Broadband Level Score Ranges S

- N MNH Point M Point MK Point
Categorical
Range Range Range
High 115 a5 70
hed 110 a &7
64

Very High* A
Law 105 a7
High 96— 100 79-83
v Pad 8405 §7-73
Low 79-83 1-66
High 79-83 62-66 57-61
1] Med 67-78 52-61 4756
Low 61-66 43-51 28-46
Hagh 62- 66 47-51 4246
e High 51-61 41-45
] = 21-50 36-40 30-41
Med Low a0-40 a0-35
Law 22-19 22-29 22-29
High 24-29 24-29 24-20
| Ned 06-23 06-23 06-23
Low 00-05 00-05 00-05

| "Very High scores may only be used for emplioyees poid at the maximum of the highest broadband in their career path,

E— — :

The AcgDemo workfoecincludes three career pathsufinessManagement and echnical
ManagementProfessional (NH)TechnicalManagementSupport (NJ), anédministrativeupport
(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 s@ranges for each AcqgDemo 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.

G GKS SyYyR 2F GKS LISNF2NXIyOS 0&80fS> { dzZLJSNIIA a
level of contribution to the mission for each of the three factors. The rounded average of the three
factor scores Wi 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.

¢KS 321Kt 2F // 1V { A& (2 YI1S oFaAro LI &sioddy aAai
the organization.

________________________________________________________________________________________________________________________|
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2.5 Slide 10, Expected Contribution Range Calculator
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xpected Contribution Range Calculator

2018 Expected Contribution Range Calculator

Basic Pay Only
Career Broad-
ban

Path

ntribution Range
Standard
Upper Rail Pay Line | Lower Rail

Entor Base_, Expected
PayRetsined 382,750 N 3 368,317 No \JContibution 71 75 78
Pay

Calculate an Expected Contribution
Range (ECR) at the beginning of the
appraisal period using a calculator
found at the AcqDemo website.

| acgdemo.hci.mil/tools

hittp:// scqdemo i i 10

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 $£thie score that equates to
your current basic payrhe Expected Contribution Randentifies the minimum and maximum score
rangeappropriate foryour payand corresponato the expected levels of contributi@you are to
make during the appraisal perio®eceiving an Overall Contribution Score anywhere in this range
means you are beingppropriately compensated for the level of contributgyou achieved during
the appraisaperiod.

oYL 28884 YIe RSGUSNXYAYS GKSANI 9ELISOGSR h@SNJI f
wlky3s |G Fyeé A YSE LSO (dsaRn y il Gedyfit A3yt | & K 8J LIN
GKS SyaJ Gel980GSR a02NB8 Ay GKS {GFYRIEINR tlé& [AyS

F2NJ FLIINPLINAFGS O2yiNROGdziA2Y FEAIYSR gAGK GKI G

A 2 4 oA -
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3.0 CONTRIBUTIORLANNING ANSELFASSESSMENT

3.1 Slide 11, Contribution Planning

a7 HCI =
i Contribution Planning ‘

* Understand role in achieving organization
mission/goals

* Determine work assignments in support of mission
* Define expectations of results, benefits, and/or impacts

* Understand relationship between expectations and
factor descriptors

* Understand relationship
between current basic pay and
expected contribution range

* Apply component specific
guidance for documentation

http://scqdemn i mil 11

The New Cycle Discussion is the first of three annual formal conversatiomaukabe 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 itapty 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.
Therdore, 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 apprdpribte
SYL) 28S8SQa OflaaAFAOIGA2Y YR LIeéesx a Ittt o Tl
period.

Check local policy for the format to be used to document the contribution planning results.

________________________________________________________________________________________________________________________|
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3.2a Slide 12, Contribution Planning Video

g iiG ..
Fix Contribution Planning Video ’
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We have three main initiatives that all employees should focus on:

1) Affordabilityc achieving cost targets for all our programs
2) Effectiveness delivering our programs on time
3) Efficiencies finding ways to reduce total ownership costs

JOHN:wA IKGX L altg GKIFGo L aSS K2g Y& ¢2NJ] GASa
have any impact on efficiencies. For the most part, | document what gets decided, put it in the proper
format, and then distribute the results to all the stakeholders.

MARGARET! disagree. | think you can contribute to efficiencies. As a matter of fact, you have great
AyaArdaKio 'yYR L g2dZ R tA1S @2dz (2 TF2tkasieint 2 dzNJ Sy !
YAYRX

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

12 ACQDEMOCCASOREMPLOYEEY1.00818)



JOHN:Great. These will help everyone follow consistent instructions and h@eet clearly links to
Goal Zdelivering our programs on time.

MARGARETt 6 42 f dzi St &3 odzi fSiQa NBFOK FT2NJ Y2NBo® 2 A
Fye yS¢g AyaiaNdzOiizya (GKFG 3SG RSGSt 2 efigiRTiesL QR .
throughout our product lines, and see if there are ways we can do things better. | think we all getin 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 effat.

JOHN:¢ K+ i ¢g2dzZ R 6S ljdzAGS | OKFy3aS FNBY ¢KIFG L Odz
for that, but it would be a wonderful challenge to take on.

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

JOHN:70
MARGARETOK. Whatategorical scoréalls in line with your Expected Overall Contribution Score?
JOHN:L 1 Qa NAIKim@BM). GKNES YSRA

MARGARETRIght. Then since this is a writthgsed objective, which factor do you feel is most
relevant in this particular objective?

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

MARGARETPerfect.[ St Qa AYyO2NLIR2 N} GS a2vyS 2F GKIFG TIFOG2N
objective. Using the CRI writing modelc@ntribution, Rresult, and4A YLJ- OG0 X € SG Q& OF LS
instruction documentation information.
C = Lead author of PEO Instructiokeeping 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.
| = Efficient processes will reduce the total ownership costs of our product lines.

JOHN:L dzy RSNRGIYR Fff GKFEGod .dzi L R2y QG 4SS K2g |
have that level of authority.

MARGARETYou may not have total cordl, but you do have a strong ability to influence. AcqDemo

Ad F20dzaSR 2y @l fdzS G2 YAdaarzy NBadzZ Gao YSSL) .
scores to try to hit. Achieving the lower end of that range would mean successful completiog of t
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,
I ————
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specifically toward Goal #3, this would be an ex&rgd 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.
lfaz2> adz00SaatdzZ O2YLX SiA22NMFY QK AlALIANG2ASaCH (A VS
wkiAydd dOOS@a aTdzAg oFftaz2 (y26y | a t! pdh dFi2aND I ayKRRANAZOS
NBadzZ Ga Ydzad adzoadlydAiAlrtfte yR O2yaAiradSyidte adz
(End Scene)
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3.2b Slide 13, Contribution Planning Discussion
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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, documernts@AS2Net, 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 0 Roles and Responsibilities
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il Mid-Point Review
Roles and Responsibilities

* Review contribution * Schedule meeting
expectations

* Review mission, goals, plans,

* Prepare Mid-Point Review priorities, PRD
Self-Assessment in CAS2Net . . o
(optionally) * Prepare Mid-Point Review in

* Prepare to discuss CAS2Net
accomplishments and * Modify contribution
contributions to date expectations, if needed

* Prepare to discuss potential * Modify performance
changes needed or obstacles expectations, if needed

10 success
+ Ask questions

* Discuss areas of success and
ways to improve, if required

* Expectations for continued
success

I hsscdeme it 1

The MidPoint 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 MidPont SelfAssessment is written by the employee and is meant to portray a complete,
O2yOAaS LIAOGAZNE 2F &2dzNJ O2yGNROGdziA2yas FyR 02Y
strategic goals. It is an opportunity to see if the expected contributions ifiledtduring the

contribution planning phase are on track to be met or if any course corrections need to be made.

The MidPoint Appraisal is written by the supervisor. Supervisors continuously monitor and
R20dzySyd SYLX 28SSQa LMmgaNdeedback tAraughdut theRcikhe;inddeessl £
contribution issues immediately upon identification; and provide mentoring for career development.

The midyear meeting provides a scheduled opportunity to discuss and formally document the
SYLX 28S5S9a LINEINBA

The records used to support the mbint review meeting may include reports, collected data,
surveys, written notes collected during the appraisal cycle, such as emails from others or personal
notes. Supervis@may also use the additional feedback nutelin CAS2Net to record comments to
the employee at any time during the cycle. Supervisordsddument the discussia@in CAS2Net.

I ————
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3.4 Slide 15, Annual Appraisal Assessments

3.4 HC

Annual Appraisal Assessments

|

Employee Supervisor’s
Annual Appraisal - o« Annual Appraisal
Self-Assessment Y Assessment

Employee Self-Assessment

» Compare contributions against appraisal 7 Review Annua\ Appralsal documentatlon
criteria = Contribution Plan
= Factor descriptors and discriminators = Mid-point and annual self-assessments
= Contribution Plan = Additional feedback/closesut reports
# Highlight contributions with the greatest # Prepare appraisal narratives for each factor
impact ¥ Assign recommended categorical scores
# Describe them concisely ¥ Submitappraisal and recommended scores to
» Use |language universally understood by CAS2Net for sub-/pay pool panel
pay pool members consideration
L
_——— e s
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3.5a Slide 16, Year -End Review Video
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Year-End Review Video
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YEARBNDVIDEOCRIPT
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3.5b Slide 17, Completing the Year -End Review Discussion
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Year-End Review Discussion

The conversation continues until the employee feels comfortable modifying hiassdtsment
draft in a way that best advocates for his major contributions made duringpipeaisal period.

The employee updates the se@fsessment 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 thg their deliberations.
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4.1 Slide 18, Determining Categorical Scores
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Determining Categorical Scores
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4.2 Slide 19, Determining Numerical Scores
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