CIV RATING OFFICIAL RESPONSIBILITY
December 2006 - Version 2
A new “CIV Rating Official" responsibility is available.   This responsibility was created to provide access to the Performance Appraisal Application for non-supervisory individuals who do not have the “My Workplace” responsibility, but who have Rating Official duties to perform.  This includes former supervisors who need to perform additional actions such as closeout assessments. 
· This responsibility must be manually assigned to allow a former supervisor access to complete a closeout assessment.  It is recommended this responsibility be given an End Date when created. 

· This responsibility does not provide access to the Self-Service hierarchy; therefore, the user will not be able to create performance plans.  New performance plans must be created by the employee or a management official who has access to the employee’s record based on the Self-Service hierarchy.  
· There are three different stages where rating official can be identified or changed:
· During creation of the plan employee or management has the ability to identify the Rating Official. 
·  An existing appraisal can be changed by management official who currently has ownership using the “Change Rating Official” functionality 
· At any time the CIVDOD Performance Management Administrator responsibility can change the Rating Official
Note:  An appraisal that has never been transferred to either employee or manger will not be viewed under this responsibility.    For example - manager or employee initiated performance plan that currently has an appraisal status of saved or planned will not be viewed since it has never been transferred.  

· Individuals assigned this responsibility should have a supervisory code other than “2” or “4.”

To access the plans/appraisals using the CIV Rating Official responsibility:
	Step
	Action

	1
	Click on CIV Rating Official > Appraisals (My Workplace)
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NOTE:  The link to Compensation Workbench should not be used at this time.



	2
	The user is taken to the “Performance Management as Rating Official” main page.  From this page, the user has full capability as a Rating Official except for “Create Performance Plan.”
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	3
	If the user clicks “Create Performance Plan”, the following error message will appear since the individual does not have any subordinate employees under the Self-Service hierarchy.
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Click “Home” to return to the Navigator page.
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