"Assigning Weights to Critical Elements" Excerpt from Performance Management System for Non-Supervisory Employees Guidance
The subject document is an excerpt from the exhibit, "Performance Management System for Non-Supervisory Employees Guidance, Section 4, Performance Appraisal Plan Requirements, paragraph c."

Assigning Weights to Critical Elements:

(1) The total weight assigned to all critical elements must equal 100 and only whole numbers may be used in assigning weights.

(2) Critical elements are assigned weights in order to convey distinctions in the importance of key job responsibilities. The collective weight assigned to these critical elements must total 90.

(3) The critical element for Employee Attributes is assigned a fixed weight of 10.

(4) A weight shall be assigned to each job performance critical element by the rating official with input from the employee. The minimum weight for any critical element under (2) above must be at least 10 and expressed as a whole number. Note that it is not necessary to assign equal weights to all critical elements. Examples of factors to be considered in the assignment of weights for job performance critical elements include the:

· relative importance of the job responsibility as related to mission

· objectives,

· complexity of assignments,

· costs, both in terms of resources and staff time,

· risk factors, and

· impact on the immediate organization and the Department as a whole.

(5) The process of assigning weights to critical elements shall be completed during the performance plan development phase of the appraisal process. Adjustments in the assignment of weights for critical elements shall be considered, along with other performance appraisal information, during the progress review. Rating officials must discuss the impact of assigned weights with the employee during all key “milestones” of the performance appraisal process—the initial development of the performance plan, progress review meeting(s), and the assignment of the summary rating after the completion of the performance period.
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