 NORTHERN PLAINS AREA
CENTER DIRECTOR’S PERFORMANCE STANDARDS
Rating Period: January 1, 2003 - December 31, 2003
Employee:




Position Title:




GM or GS Series, Grade:


Research Unit:

Location:




I have read and understand the responsibilities in these Performance Standards.  These Performance Standards have been approved by the rater (supervisor) and reviewer and were discussed with and a copy given to the employee.
Employee=s Signature                       ________________________________Date__________

Supervisor=s Signature                      ________________________________Date__________

Reviewing Official=s Signature        ________________________________Date__________

Progress Reviews (initials/date).

Employee ________ Date _______

Supervisor________ Date _______

Completed the mid-year evaluations for all the employees that I provide direct supervision (initials/date).
Employee ________Date_______

Supervisor________Date_______

PERFORMANCE STANDARD FOR ELEMENT I

CENTER RESEARCH PLANNING, COORDINATION, AND LEADERSHIP

CRITICAL: YES

· Actively participates in planning and coordinates development and implementation of Research Units’ overall research programs.  Works with Area Director, National Program Staff, and Research Leaders to plan and implement changes in research priorities and goals and keeps Area Director and National Program Staff informed of Units’ research plans and progress.
· Prospectuses and Project Plans developed for the required peer reviews are submitted within scheduled deadlines set by the Area Office, NPS and OSQR.  Ensures that development of Prospectuses and Project Plans is accomplished by soliciting input from scientific staff on the research team and other scientists internal and external to the agency.  Ensures that Project Plans are organized according to OSQR formatting guidelines and are coherent, scientifically sound, accurate, and grammatically correct.  Also ensures that Project Plans reflect research objectives and procedures that are consistent with the guidance provided by the National Program Staff, the pertinent National Program Action Plans, Agency priorities, and comply with any Area-specific requirements and that work is performed cooperatively with Research Leaders, Unit scientists, Area Office, and NPS in all phases of project development and preparation for the peer review process.  Ensures that responses to peer review recommendations adequately address reviewers’ concerns.  Ensures that Project Plans are successfully reviewed and certified for implementation and that team research is performed as outlined in approved Project Plan. Continuous oversight of research projects is provided in order to ensure the quality and appropriateness of the research being conducted.  
Provide as part of the documentation to the supervisor the number of approved: manuscripts submitted to a refereed scientific journal, filed patent applications, germplasm releases, manuscripts submitted as a non-refereed publication (review, popular publications and book chapters), abstracts, model releases, patent applications, and other significant output or outcome accomplishments made by the Unit during the rating period.
· This position directly contributes to the accomplishment of ARS Strategic Plan Goal #6 (Management Initiatives) as this position is responsible for formulating administrative management policies and programs and for providing optimum delivery of administrative management support and service within the Area.  The performance elements and standards in this performance plan reflect the specific results, outcomes, and/or accomplishments expected.

· Ensures that annual or periodic research plans are developed and are accepted with minor modifications, and that plans are organized, logical, and original.  This includes the planning of experimental work and publications that will meet the Guidelines on Authorship requirement for participation in conception or design of the study, planning, and execution, and the analysis and interpretation of data.
· Ensures that on-site reviews of Units are conducted in coordination with the Area office and that all phases of the on-site reviews including providing logistical support to the review team, preparing briefing materials, and providing responses to review team comments are coordinated and provided in a timely fashion.

· Enures program activities, including CRIS project documentation (AD-416, AD417, ARS-425, etc.), agreements, technology transfer activities (CRADA’s, Materials Transfer Agreements, etc.), and extramural funding proposals and Unit’s contributions to annual reports (ARS-421) are consistent with Agency Policy, National Programs, Strategic Plan, and the Government Performance and Results Act (GPRA).

· Reviews manuscripts arising from the Center's research.  Ensures that manuscripts have received credible peer review.

· Increases or maintains the Center's productivity through leadership.  Productivity is measured by research output (e.g. the quality and number of approved manuscripts per SY; patent applications, germplasm releases, prototypes, outside research grants, or other accomplishments that reflect a high level of scientific achievement.) and outcomes (impact, e.g. how well the research is meeting customer expectations, is the research being used by customers and having a positive impact on society, etc).

/    / Does not meet                         /    / Fully Successful                /    / Exceeds
SPECIFIC GOALS FOR THE RATING PERIOD:
PERFORMANCE STANDARD FOR ELEMENT II

MANAGEMENT AND ADMINISTRATION OF RESEARCH PROGRAMS 

CRITICAL: YES

FULLY SUCCESSFUL LEVEL

· Ensures that annual ARMPS proposals are developed to provide the resources needed to meet Units= research objectives in cooperation with Research Leaders, Area Director, and National Program Staff and that they are submitted in the proper format meeting established deadlines.  

Provides documentation to support ALL employee meetings and customer/stakeholder communication.  
· Ensures that Center personnel have a clear understanding of Center research goals and objectives and the role that they play in reaching these goals and objectives.  This includes the development and periodic review of Center Mission and Vision statements.

· Develops a clear understanding of the resource needs for each Research Unit, ensures that the tools that are necessary to describe these needs are developed, and ensures that customers, stakeholders, and ARS administration are aware of these needs. 

· Ensures that annual reports (ARS-421), accurately document progress toward meeting CRIS research objectives, Agency National Program milestones and outcomes in a format that meets Agency requirements for GPRA.

· Ensures that manuscripts or other examples of research accomplishment reflect innovative research and valid interpretations with potential for impact.  Publications, including manuscripts (scientific journal articles, semi-technical or trade journal articles, book chapters, reviews, popular articles, workshop reports, symposium proceedings, etc.), books, monographs, electronic publications, and abstracts are entered into ARIS via form ARS-115 (Manuscript Submission Form), for approval at all required levels before submitted for publication. 

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

SPECIFIC GOALS FOR THE RATING PERIOD:

PERFORMANCE STANDARD FOR ELEMENT III

COMMUNICATIONS, INTERPERSONAL RELATIONS, & HUMAN RESOURCE MANAGEMENT

CRITICAL: YES

FULLY SUCCESSFUL LEVEL

· Supervisor is kept informed of management, research, and related activities or problems. 

· Ensures that Center policies are developed and implemented with input from ARS Headquarters, the Area Office, Research Leaders, and Center personnel as appropriate.

· Ensures that Federal, Department, Agency, Area, and Center regulations, policies, and procedures are implemented and applied as appropriate in a timely fashion.

· Serves as the main contact point for all activities at the Center and serves as principal liaison with university administrators, industry representatives, and customers/stakeholders to communicate research activities and progress and to identify new and emerging research needs.  Responds to requests for information, advice, or assistance from within or outside of ARS in a timely, courteous, and competent manner.

Center Directors are required to establish Performance Standards for supervised employees within 30 days of EOD.  Conduct mid‑year performance reviews and annual performance evaluations of employees. Award superior and outstanding performance as appropriate.  Identify and address poor performance and inappropriate conduct at the earliest possible stage. 
· Contacts and interactions with supervisor and Center staff are professional. Convenes regular Manager and all-employee meetings to advise employees of important events and information and to provide a forum for expression of employee concerns.

· Serves as an example for all Center personnel in providing training and other resources to assist employees in reaching their personal performance and occupational goals.  Effort is made to match the abilities, interests, personality, and expertise of personnel to their assignments.  Effort is made to motivate, counsel and develop all personnel to their fullest potential within funding, personnel practices and constraints.  Appropriate training plans are developed that address employee needs and anticipate the needs of the Unit.

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

SPECIFIC GOALS FOR THE RATING PERIOD:



PERFORMANCE STANDARD FOR ELEMENT IV

TECHNOLOGY TRANSFER, PROFESSIONAL ADVISORY, & CONSULTING ACTIVITIES

CRITICAL: NO

FULLY SUCCESSFUL LEVEL

· Provides timely and accurate information when requested from within or outside of the Agency (information may be disseminated through invited talks, practical demonstrations, seminars, or workshops).  In response to requests for technical advice, makes recommendations that are useful as presented.

· The sectors of the agricultural community that will be affected by the Center=s research and interested groups/individuals are fully informed on the mission and status of the research program. Provides timely, complete and accurate agency reports and other documents when requested or directed according to Agency policy.   Provides technical information, advice or counsel to the agricultural community and other public sectors in a professional and timely manner.

· Interacts with customer focus groups and stakeholders including commodity, industry, environmental, and consumer organizations.

· Participates as a member of a research panel evaluation committee, in professional society or group activities.  (This includes presenting research, serving on committees, editorial boards, and when appropriate as an elected or appointed official.)  Serves, when requested, on peer review panels for organizations, such as CGIAR, CSREES, NSF, NIH, AID, and BARD.

Ensures that all manuscripts approved during the previous two rating periods are accounted for.  If all manuscripts were accepted for publication by a journal or other outlet, a statement to that effect is sufficient.  However, explain the status of any manuscripts not yet accepted for publication and give title and original approval date of such manuscripts.
· Ensures that Center scientists participate in technology transfer activities that foster implementation and application of research results.  Examples of acceptable activities are: (1) Cooperating in research with industry, Federal, State, and university laboratories; (2) Establishing Research and Development Agreements, Trust Funds, etc.; (3) Developing patent applications;.  (4) Playing a major role in organizing and conducting technology transfer workshops, events, demonstration projects; (5) Developing and releasing technology or research data to regulatory agencies.

· Processes manuscripts to journals or other outlets in a timely fashion.  Long delays for submission or revision must be justified.

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

SPECIFIC GOALS FOR THE RATING PERIOD:

PERFORMANCE STANDARD FOR ELEMENT V

EEO/CIVIL RIGHTS

CRITICAL: YES

FULLY SUCCESSFUL LEVEL

· Performs all duties in a manner that consistently demonstrates fairness, cooperation, and respect toward co-workers, office visitors, and all others in the performance of official business.  Demonstrates an awareness of EEO/CR policies and responsibilities.

· Through personal action, demonstrates support of EEO principles in all decisions affecting subordinate employees which may include activities in one or more of the following functional areas: recruitment, interviewing, selection, training, performance evaluation, promotion, travel, awards, adverse action, and work assignments.

· Advises subordinates and establishes through personal example that when addressing employees, delivering speeches, making public appearances, or representing the Agency in any capacity, inappropriate comments will not be tolerated regarding race, age, color, sex, religion, national origin, individuals with disabilities, sexual preference or marital status.

· Is conversant on the Agency=s Affirmative Employment Program Plan (AEPP) and actively participates in the accomplishment of goals and objectives.

· Ensures that Agency and Departmental EEO issuances are distributed to all employees with supportive comments.

· Ensures that Center employees complete mandatory training in EEO/CR, as proscribed.

· Maintains an atmosphere of equal treatment in the work unit by discouraging discrimination of all forms.  This includes assuring the prompt and fair resolution of all formal and informal complaints of discrimination.

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

SPECIFIC GOALS FOR THE RATING PERIOD:

PERFORMANCE STANDARD FOR ELEMENT VI

LEADERSHIP IN SUPPORT OF SAFETY, EMPLOYEE HEALTH, PHYSICAL SECURITY, AND ENVIRONMENTAL PROTECTION PROGRAMS

CRITICAL: YES

FULLY SUCCESSFUL LEVEL

· Ensures programs, operations, and facilities are safe, healthful, and operated in an environmentally sound fashion.  Supports safety, health, environmental, physical security, and, if applicable, biosafety and/or radiation safety and/or animal care and use programs.  Ensures that appropriate records are maintained for all activities.  Emphasizes responsibilities of employees for these programs and holds employees accountable through their performance plans.  Ensures that (collateral duty) safety/security officers, employees and safety committees are properly trained in the aspects of their work.

· Ensures that funding requests from ARMPS, or other funding sources reflects staffing needs, and budgets for safety, health, environmental, physical security and, if applicable, biosafety and/or radiation safety and/or animal care and use requirements such as, but not limited to facilities, equipment, clothing, personnel monitoring, waste disposal, and training.

· Ensures that all ARS policies, procedures, and guidelines for issues related to safety, health, environmental, physical security and, if applicable, biosafety and/or radiation safety and/or animal care and use, are implemented and meet the requirements of relevant standards, including, but not limited to:

Hazard Communication 

Chemical Hygiene and Chemical Inventory

Chemical & Hazardous Waste Disposal 

Inspection/Abatement/Industrial hygiene baseline survey

Training (eg. safety, security awareness)

Personal Protective Equipment 

Occupational Medical Surveillance Program

Occupant Emergency Plan



Emergency Planning and Community Right to Know

National Environmental Policy Act

Radiation Safety (if applicable)

Biosafety and Biological Agent Inventory (if applicable)

Animal Care and Use (if applicable)

Promptly reports all security incidents, environmental releases, and/or injuries to the supervisor, Area Safety and Health Manager, and other appropriate officials.  Maintains appropriate APHIS and/or CDC permits for select agents.  Ensures that government assets are properly protected. 

· Evaluates operations and facilities and initiates prompt corrective action to (1) meet regulatory requirements, (2) rectify safety, health, environmental, physical security and, if applicable, biosafety and/or radiation safety deficiencies and/or animal care and use, and (3) ensure security of employees, and government assets, such as experimental materials and animals, organisms, and facilities.   Annually analyses accidents and injuries to determine causes and preventative measures.  

· Ensures that employees and safety committee members are trained in safety, health, environmental, and, if applicable, biosafety and/or radiation safety and/or animal care and use matters, and that the Center’s program is publicized via posters, meetings, or other appropriate communication.

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

SPECIFIC GOALS FOR THE RATING PERIOD:            

  PERFORMANCE STANDARD FOR ELEMENT VII

MANAGEMENT OF FISCAL AND PHYSICAL RESOURCES

CRITICAL: YES

FULLY SUCCESSFUL LEVEL

· Develops and implements ARMPS for the Center according to Agency guidelines by appropriate deadlines.  Budget needs are met with only occasional emergency fiscal assistance from higher levels.  The annual fiscal plan submitted is an accurate reflection of realistically planned expenditures.  Facility and equipment use are evaluated; necessary modifications and changes are made and new equipment is purchased as needed.  Existing facilities and equipment are maintained in functional and safe condition.  Available equipment and facilities are shared with others as need arises and excess equipment is declared surplus.  Exercises due care, sound judgment, and common sense in protecting Government assets and resources and takes appropriate actions when they are threatened.

· Develops and implements a plan for allocating location space to the various Management Units at the Center in consultation with the Area Office with input from Management Units.  Reviews this allocation plan periodically and implements needed changes in a timely manner. 

· Ensures that all Management Units at the Center receive timely information on the status of their funds and physical resources and that they do not exceed their spending limits.  Ensures that Management Units use resources and conduct research efforts as prescribed in ARMPS and CRIS projects.  Needed changes are developed in consultation with the Area Office, National Program Staff, and Unit personnel as appropriate with implementation in a timely fashion.  If assignments change, requests for fund shifts are revised in accordance with Agency policy and NPS approval is obtained.

· Ensures that Center=s Business Plan meets Department, Agency, and Area Office Continuity of Operations Plan and that key Center personnel are identified to effect the plan in coordination with or absence of the Center Director.

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

SPECIFIC GOALS FOR THE RATING PERIOD:


PERFORMANCE STANDARD FOR ELEMENT VIII

SPECIAL TASK(S) (OPTIONAL)

(CRITICAL or NON‑CRITICAL, depending on significance and effort)

FULLY SUCCESSFUL LEVEL

This element is intended to compensate for the diversion of some of a Center Director=s time away from the normal duties covered in Elements I‑VII.  A Special Task is not normally voluntary, but is requested of the Center Director by management due to special needs of USDA, ARS, or the Northern Plains Area office.  Temporary administrative assignments, task forces, emergency research projects are examples of Special Tasks.  A Special Task must be described below and approved by the supervisor and Reviewer at least 90 days before the end of the Rating Period.

Description of Task:

/    / Does not meet                         /    / Fully Successful                /    / Exceeds

Approvals:
___________________________


__________________                 



Employee                                            
**Date



___________________________


__________________                 




Supervisor                                             **Date



___________________________


__________________                 




Reviewer                                              **Date

Page -1-


