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Guide for Developing Business Rules for DCIPS Closeout Evaluations
	Introduction

	The purpose of this document is to serve as a general guide for developing performance management business rules for evaluating performance.  Business rules provide a basis for performance management evaluation rating decisions and generate lessons learned to improve the performance management close-out processes.  The examples of possible performance management business rules provided herein are not meant to be all encompassing, nor are the examples meant to be directive.  Rather, they are meant to help Army Commands, Army Service Component Commands, Direct Reporting Units, and the Administrative Assistant to the Secretary of the Army initiate the development of a solid set of business rules that will facilitate the operation of the performance evaluation review process.


	Performance Management Assessments and Ratings
	· Performance evaluation discussions should focus on employee performance only in the performance evaluation period being considered.  Information or comparisons made from previous year(s) accomplishments should be avoided

· Rating Officials/Reviewing Officials must be careful to base decisions on the basis of substantiated or documented evidence for the performance evaluation period under consideration.  Hearsay will not be used for panel decisions nor will information from outside the performance evaluation period.
· All rating decisions will be performance-based and equitable for all employees.
· Rating Officials must consider all information contained in all closeout performance evaluations received by their employees during the performance evaluation period.  It is the responsibility of the Rating Official to ensure that the Data Administrator is apprised of other closeout evaluations. 

· Ratings are considered draft until the PM PRA process is completed and has instructed Rating Officials to approve performance evaluations of record.  


	
	· Rating recommendations must contain sufficient information to justify the rating before a final rating is approved.  This is especially true for recommended ratings above or below a “3- Successful”.

· If a recommended rating lacks the information needed to justify the rating, efforts will be made to resolve the discrepancy.  If it appears that the Rating Official made an effort to justify a recommended rating but did not provided enough information, contact will be made with the Rating Official to obtain clarification.  

· Because of the limited timeframes to complete the rating phase process, deadlines must be strictly adhered to.  This pertains to Rating Officials’ appraisals of their employees, Reviewing Official functions, and especially requests from the PM PRA for additional information pertaining to specific employees.  Inquiries sent out from the PM PRA should be addressed by the recipient (or a designee) within the same workday.  
· Rating Officials will make changes (e.g., change performance objective ratings, performance element ratings, and, if required, modify the rating official assessment) to the draft performance evaluation to support the final evaluation of record based upon Reviewing Official instructions.
· Rating Officials/Reviewing Officials will provide feedback to develop lessons learned to improve the performance management close-out review processes.



	PM PRA Process
	· The PM PRA will ensure they have the correct documentation to complete the review and has the ability to request additional supporting documentation from the Reviewing Official, Rating Official, and/or supervisor (when the supervisor is not the Rating Official) if deemed appropriate.
· The PM PRA will determine when there are inconsistencies in the application of performance management policy, processes, or performance standards when reviewing draft ratings and discuss said discrepancies with the accountable Reviewing Official.

· Ensure Rating Officials and Reviewing Officials have taken all DCIPS closeout evaluations, accumulated during the performance year, into account when determining the final rating of record.  The PM PRA may request to review all DCIPS closeout evaluations throughout the performance evaluation cycle.  

· If the PM PRA recommends to a Reviewing Official to consider a rating change, and the change is accepted, the Reviewing Official will then communicate the change to the employee’s Rating Official.  The Rating Official will make the proper adjustment in the PAA and the Data Administrator will ensure that the agreed upon considered change is made.
· There will be no forced distribution of ratings.



	Finalization of Rating Process
	· The PM PRA will disseminate a memorandum upon certification of ratings indicating that all ratings have been certified and that Reviewing Officials are permitted to approve the ratings in the PAA.  [Certification via a memorandum is not mandated by policy, but may used as an optional means of communicating that certification has been completed]
· Reviewing Officials shall not officially approve ratings in the PAA tool until the PM PRA has certified ratings.
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