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United States Department of Agriculture

Research, Education and Economics

Agricultural Research Service

August 23, 2010
SUBJECT: 
Performance Appraisals 

Performance Cycle Ending 09/30/2010   

           TO: 
Center/Laboratory Directors


Research Leaders 

Administrative Officers

Area Office Sectionheads

       FROM:
Mickey McGuire, Area Director /s/
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It is once again performance appraisal time and this memorandum contains instructions for completion of performance appraisals for the period ending September 30, 2010.   

Since all employees are now appraised at the same time, there will be a great number of appraisals being processed and it will be especially important to submit the appraisals and awards in a timely fashion by the due date indicated above.  Headquarters holds us to the deadline so timely action on the part of supervisors is critical.    

The following are important items to remember in the appraisal process:

· Employee Listings and Accountability Sheets will be sent under separate cover.  As in the past, supervisors will need to initial the accountability sheet and show the date of the appraisal.  If an appraisal is not attached, the supervisor will need to document the reason, i.e., employee resigned or employee to be rated (date).        Please note:   Employees who retire or separate immediately before or after the end of the cycle who were covered under a performance plan for at least 90 days should be appraised and receive a performance award if warranted.
· You will need to submit completed appraisal lists, appraisals, original standards upon which rating is based, and awards for the location as a whole to Lynda Jensen.  Please remember that if the location submission is not complete, nothing can be sent forward to Headquarters.  If delays are encountered by one unit or one person this will penalize the entire location as far as performance and award processing are concerned.
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· Employee must have been under standards for 90 days before they are eligible to be rated.

· Critical elements have a weight of 2; non-critical elements are 1.

· The rating official must obtain the reviewing official’s signature prior to discussion with the employee.
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· An employee’s signature only constitutes receipt of the appraisal.  If an employee chooses not to sign the AD-435P, a note should be written in the employee signature box stating “Performance review was held on (date) and the employee refused to sign.”

· If an employee receives a less than “Fully Successful” rating, the supervisor should contact Employee Relations as soon as that determination is made.

· Written justifications are required for any element that is rated “Does Not Meet Fully Successful,” or if the overall rating is “Outstanding.”  If the employee writes their accomplishments, this can be used for the justification for the “Outstanding” rating.
Award Facts:

· In accordance with NPA PM-08-002 (NPA Award Policy), all employees who receive an “Outstanding” rating for their performance are to be given either a Quality Step Increase (QSI) or Performance Bonus (cash) award unless the employee is already at Step 10 of the grade and thus does not qualify for a QSI.   They are also eligible for a Time Off Award.
· If an employee receives a “Fully Successful” or higher rating, they may receive a Performance Bonus (cash) Award or a Time Off award.  
· All awards require a justification and require the Area Director’s approval.
· Employee’s written accomplishments can be used as the justification.
· Suggested citation for awards:  “This award is based on an official performance appraisal rating of (Fully Successful, Superior, or Outstanding) for the rating period October 1, 2009 through September 30, 2010.”

· Please remember that award recommendations need to be submitted with the performance appraisal package.
The Performance Appraisal form (AD-435P) is available at https://reeforms.ars.usda.gov/reeforms/.  Packages should be submitted in the following order:

1. Original AD-287-2  (award form, if applicable)

2. Original AD-435P  (Appraisal Form)

3. Justification for appraisal/award

4. Original Performance Plan on which rating was based

If you have any questions, please contact Lynda Jensen or Kathi White.

cc:

Kathi White

Lynda Jensen
Appraisal Package Due Date:  November 5, 2010








Please ensure that appraisals for Research Leaders and Category 1 & 4 scientists for whom I am the second-line supervisor have the following items attached (in addition to the original performance plan and AD-287-2 for an award, if applicable) when they are submitted to Lynda Jensen for my signature as Reviewing Official.  





Research Leaders for Whom I am the Second-Line Supervisor: 


Their 2-page summary of accomplishments addressing all their performance elements.  They need to include, where applicable, comments regarding their role in CRIS project development and list any OSQR scores received.





Their list of publications entered in ARIS/submitted to a journal for the past year using the Detail by Author Report (10/01/2009 thru 09/30/2010).  Make sure all publication information in ARIS is updated before generating the report.  





Status report indicating how each of their scientists is meeting their performance plan.  This should include their summary of the professional development status of their newly hired scientists (those hired in the last 3 years).   





	Category 1 & 4 Scientists:


Their 2-page summary of accomplishments addressing all their performance elements.  They need to include, where applicable, comments regarding their role in CRIS project development and list any OSQR scores received.





Their list of publications entered in ARIS/submitted to a journal for the past year using the Detail by Author Report (10/01/2009 thru 09/30/2010).  Make sure all publication information in ARIS is updated before generating the report.  





Ratings are not to be discussed with the employee until I have signed off as the Reviewing Official.  We will review, sign, and return the AD-435P to you for discussion with the employee.  
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