Attachment 6

Performance Evaluations,
IDP’s and Awards

(for detailed information, see USDA Guide for Employee Recognition)

			
CHECKLIST FOR COMPLETION OF AD‑435

The Summary Rating (item 16A) is a consideration factor for within grade increases, promotions, retention, etc.   Careful attention to the items listed below will ensure the accuracy of records maintained by the Human Resources Division (HRD) and by National Finance Center (NFC).

APPRAISAL PERIODS:

The minimum appraisal period is 90 days and the maximum appraisal period is 15 months.

SUPERVISOR: 

1.      Use numerals (not X's) when scoring elements (columns 15B, 15C, 15D).   
Critical Elements = 2; Noncritical elements = 1)
2.      Please mark ratings being given on the performance standards as well as on the AD-435P
There must be at least 3 elements entered in Item 14; at least 1 element must be critical and at least 1 element must be noncritical.
All EEO elements must be critical or combined with a critical element.   See NPA Policy Memo Number PM-03-002 for additional guidance.
Double check addition.
6.     	Use Decision Table (Item 16B) to determine Summary Rating.
7.     	A Summary Rating of Outstanding or Unacceptable requires a written justification.
8.	Do not discuss the rating with the employee until after the Reviewing Official has approved and signed the rating form.
9.	The following documents should be sent to Kathi White in the Area Personnel Office:  AD‑435P, original Performance Plan on which employee was rated, and form AD‑287‑2 (Recommendation & Approval of Awards) as appropriate along with the Accountability Sheet.   Remember, justifications are required for Outstanding and/or Unacceptable ratings. 

EMPLOYEE:

1.     	Recheck Item 1, SSN; it must be accurate.
2.     	Be sure Item 17a and 17b are answered.    (For 17b, mark N/A if not appropriate; not all employees are required to attend ethics training.)

UNRATABLE EMPLOYEES:

If an employee’s name is listed who is no longer employed or who cannot be rated for any reason, please notify Kathi White at kathi.white@ars.usda.gov explaining the circumstances.   If an employee is unratable due to length of service or lack of standards, the appraisal period can be extended so that the employee can be rated at a later date.


AWARDS:

· Employees rated fully successful or above are eligible for performance bonus awards.

· Recommendation and Approval of Awards (Form AD‑287‑2) must accompany the original AD-435P for each award and nomination.

· All awards must be accompanied by a written justification. 

· Dr. Blackburn is the approving official for all performance based awards.

SUGGESTED CITATION:

“This award is based upon an official performance appraisal rating of (Superior or Outstanding) for the rating period October 1, (year) through September 31, (year).”

If the summary rating for the employee is Outstanding, the justification provided for that rating will be sufficient for this purpose; if the Summary Rating is less than Outstanding, you will need to prepare a justification.  Quality Step Increases (QSI's) are considered Performance Awards and may be recommended only for those employees who have received an Outstanding rating. The justification provided for the rating will be sufficient documentation for the QSI.    Please remember that an employee may only receive one QSI in a 52 week period.

Since performance awards are based upon the annual performance rating, an employee may not be recommended for more than one award in this category. This does not preclude recommendation for other monetary or nonmonetary award categories (such as Extra Effort, Spot, Time Off, etc.) during this time period.


September 8, 2008



SUBJECT:	Guidance for Establishing Performance Plans for the Fiscal Year 2009 Performance Cycle 

         TO:	Center/Laboratory Directors
	Research Leaders 
Administrative Officers
Area Office Sectionheads
                   
    FROM:	W.H. Blackburn, Area Director /s/


This memorandum provides guidance for establishing employee Performance Plans for the Fiscal Year (FY) 2009 cycle, October 1, 2008 – September 30, 2009.  This guidance applies to all non-SES ARS employees and incorporates new Department of Agriculture requirements issued during the past year.  Attached is a “Checklist for Preparing Performance Plans” that identifies new and previously existing requirements that we hope will aid supervisors and managers in the process.    
  
The first step of any performance cycle is to establish expectations for employees in the form of a Performance Plan.  Plans should be established as early in the rating cycle as possible to ensure that employees are clear about expectations.  Plans should normally be provided to employees within 30 days of the beginning of the performance cycle.  However, due to the significant challenges of our transition to an FY cycle, additional time may be necessary.  Strive to establish plans within 60 days of the beginning of the performance cycle.   Please ensure that all performance plans are aligned with the ARS Strategic Plan for 2006-2011 (http://www.ars.usda.gov/research/research.htm).  

Beginning with the FY 2009 cycle, the Plans for all ‘official’ supervisors and managers must contain the new “Supervision and Human Capital Management” performance element and standard.  ‘Official’ supervisors and managers are those with ‘Supervisory’, ‘Director’, or ‘Officer’ in their titles.  They must also contain language that allows for incorporating customer and/or stakeholder perspectives.  The memorandum communicating these new requirements, dated July 21, 2008, is attached.
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Also beginning with the FY 2009 cycle, Plans must be established using official Performance Plan, Progress Review and Appraisal Worksheets (Forms AD-435A and B).  
Enclosed is a template of Forms AD-435 A&B combined as a single file in Microsoft Word format for your use.  Also enclosed are updated performance plans for Center Directors, Research Leaders, and Cat-1 Scientists incorporating the supervision and customer/stakeholder element requirements and in the Form AD-435 A&B format.

One final new requirement beginning with FY 2009 is that Plans contain no more than seven (7) performance elements.  As has been the case in previous years, three (3) is the minimum number of elements and at least one element must be designated as ‘non-critical’.

Performance Plans are considered established when the Rating and Reviewing Officials have signed and dated the Plan; the expectations have been communicated to the employee; the employee has signed and dated the Plan, and a copy has been provided to the employee.  The original Plan should be retained by the supervisor.  

As a reminder, the Rating and Reviewing Officials may not be the same person; the Reviewing Official should be at a higher organizational level, normally the Rating Official’s supervisor.  Additionally, obtaining the employee’s signature on the Plan does not mean the employee necessarily agrees with the expectations or goals in the Plan, only that performance expectations have been communicated to him/her.  If an employee chooses not to sign the Plan, a note should be written in the employee signature box stating, “Discussion of the Performance Plan was held on (date) and the employee declined to sign the Plan.” 

Employee Accountability Listings, which identify the employees of various supervisors and managers, will be provided later this month.  The Listings should be forwarded to supervisors and managers to certify that Performance Plans were established for employees.  The supervisor or manager will notate the Listing with the date the Plan was established.  Additionally, if no Plan was established, the supervisor will document the reason on the listing.  Should an employee not be reflected on the Listing, please add his/her name and the date the Plan was established.  

The following items are due to Kathi White by no later than December 1, 2008 as a single package per Management Unit:
· Certified Employee Accountability Listing 
· AD-435 A&B (Performance Plan) for all employees - fully signed by employee, supervisor, and reviewing official
· ARS-48 (IDP) for all employees - fully signed by employee, supervisor, and reviewing official

If you have any questions, please give Jan Jones or Kathi White a call.  

Enclosures
cc:	Jan Jones	Kathi White

CHECKLIST FOR PREPARING PERFORMANCE PLANS


The following are some reminders for establishing a performance plan.
 
⁭ 1.  	Check the employee’s position description for accuracy; the major duties in the position description should be included in the performance plan as critical elements. Accomplishment of organizational objectives and goals can be included in Performance Plans. 

⁭ 2.	Employee participation in developing the Plan is desirable.  However, the Rating and Reviewing Officials have the final authority for establishing the Performance Plan.  

⁭ 3. 	All Plans must be documented, in writing, on Forms AD-435A (Performance Plan,
 NEW 	Progress Review and Appraisal Worksheet) and AD-435B (continuation sheet)

⁭ 4. 	The plan must align with Agency and/or organizational goals. At least one performance element must link to the strategic goals and objectives of the organization. 

⁭ 5. 	Include results-focused performance measures for each performance element.  Elements and standards should be accurate, objective, measurable, attainable, and understandable.

⁭ 6. 	The plan should be comprised of a minimum of three and not more than seven 
NEW	 performance elements.  There should be at least one non-critical element in the plan. 

⁭ 7.      Performance Plans for non-supervisory employees must include in at least one of the critical elements the responsibility for demonstrating a commitment to EO/CR.  

⁭ 8.  	Performance Plans must contain a critical performance element for safety and health, when warranted by the employee’s position.

⁭ 9.  	Performance Plans may contain generic elements and standards for similar occupations.

⁭ 10. 	An employee officially designated as “Supervisory”, “Officer”, or “Director” must have a 
NEW	separate critical performance element that addresses accountability for performance management duties.    

⁭ 11. 	An employee officially designated as “Supervisory”, “Officer”, or “Director” must
 NEW 	contain customer/stakeholder perspectives in their Performance Plans.   

⁭ 12.	An employee officially designated as “Supervisory”, “Officer”, or “Director” must have a separate critical performance element that addresses Equal Opportunity/Civil Rights.    

⁭ 13.	The performance plan must be signed by the supervisor, Reviewing Official (normally the second-level supervisor) and employee.  The employee should then receive a copy of the approved plan.
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May 8, 1998

Subject:  	Performance and Awards Update #98-1

From:		Linda Nicholson
		Team Leader, Performance and Awards Sections
		Policy Branch

We have received a number of questions regarding performance appraisals and awards that we thought would be useful to others (along with the answers, of course).

	1.
	Question:
	Who is responsible for conducting a performance appraisal for an employee who is on detail for a temporary position?

	
	Answer:
	The supervisor of record.  In accordance with ARS Directive 418.3, a performance plan should be established (prepared, signed, and dated by the employee and the rating/reviewing officials) for any employee who is detailed or temporarily promoted for 120 days or more.  The detail supervisor is responsible for establishing the performance plan and preparing a summary (or advisory) rating. The supervisor of record must “consider” the summary rating when preparing the annual performance rating of record.  Although the current trend leans toward extended details, supervisor of record is still responsible for preparing the rating.

	2.
	Question:
	Are supervisors required to conduct a performance appraisal for students?

	
	Answer:
	Employees appointed under the SCEP are covered under performance appraisal regulations.  Employees appointed under the STEP are not covered under p[performance appraisal regulations, if they are expected to work less than 120 consecutive days in a calendar year for the same supervisor under an appointment limited to 1 year or less.  HOWEVER, they are covered by performance regulations if they work more than one year.  So, if you appoint someone and subsequently extend the appointment beyond a year, you are required to appraise that individual.
It would probably be a good idea to set up generic standards for your students so that they will have them if they are needed.  Also, we encourage supervisors to maintain records of work on students in case they are called for a reference or need to recommend or take any other type of administrative action involving these employees.
Due to the nature of L/A appointment (i.e., appointments do not exceed either 130 or 180 workdays), L/A appointments are not covered by performance appraisal regulations.
NOTE:	The current performance directive is dated 5/21/92.  It lists exceptions to the requirement for performance appraisals (pages 8 and 9).  However, the new student authorities we use did not exist in 1992, so the directive does not specifically address this issue. Final regulations for the new student employment programs w3ere issued in December 1994.  Basically, all of our old appointing authorities for Co-ops, Stay-in-school, 1040s, etc. were included in the Student Educational Employment Program (either Student Career Employment Program (SCEP) or the Student Temporary Employment Program (STEP).

	3.
	Question:
	Is Directive 468.7 still in effect?  I know we have the USDA Guide for Employee Recognition (the Blue Book), but aren’t the awards directives still in place?

	
	Answer:
	No. When the Blue Book was originally issued, the transmittal stated, “Effective upon receipt of the “Guide for Employee Recognition,” the following ARS Directives/Circulars are canceled:
486.6 ARS performance Management and Recognition System
463.5 Disputes Resolution on Performance Appraisals for Performance Management Recognition System Employees
468.7 Incentive Awards Program
468.8 Agriculture Suggestion Awards Program
468.9 Spot Awards Program
92-3 Time Off Awards (Circular)
Our guidance for awards is contained the Blue Book and 5 CFR mixed with a major portion of logic and common sense.

	4.
	Question:
	Must performance awards be submitted within 90 days of the performance appraisal?

	
	Answer:
	All performance awards must be submitted with the performance appraisals.  The regulations require that performance awards must be effected as soon as practical at the close of the appraisal cycle. Many times performance appraisals are not completed for 60-90 days after the end of the rating cycle, and we may not receive a performance action to process for 60 days beyond that date. Performance awards processed later than 60 days after receipt of an annual performance rating of record should be rare.  Delaying a performance award that is intended to recognize the past 12-months’ exemplary performance deflates the effect of the award.  Additionally, delaying a quality step increase (QSI) could have an impact on an employee’s eligibility for future QSIs or other salary adjustments.
Performance awards include both lump sum cash awards and QSI. 	(A QSI is the equivalent of an extra within-grade-increase [WGI].) Performance awards must be based on the current annual performance rating of record; therefore, only one QSI may be granted per rating of record.  A QSI must be based on an Outstanding rating; an employee may only be granted one QSI within a 52-week period.  A lump sum cash award may be given to any employee who receives a Fully Successful or higher rating.




	5.
	Question:
	Can an employee receive more than one performance award?

	
	Answer:
	No. A performance award (which may be either lump sum or a QSI) is based on the annual performance rating - which is (normally) only given once a year.  However, other award types may be given at any time; i.e., time-off, spots, extra effort, etc.

	6.
	Question:
	What if an employee refuses to sign the rating?

	
	Answer:
	The rating is still valid.  The employee’s signature only indicates receipt of the rating - not concurrence.  The supervisor should note on the appraisal that discussion was held on (specify date); employee chose not to sign.

	7.
	Question:
	Can local policy be established that outlines eligibility for performance awards?

	
	Answer:
	The regulations do not prohibit policy to be established at the local level (nor does the agency).  However, if your location includes any bargaining unit employees, you must negotiate these issues.  In order for recognition to be effective, it should be granted to deserving individuals who set an example for others to follow. Employees should be recognized as soon as possible after the eligible event occurred.  Specific examples include:
· Situation:  Location X would like to establish a policy whereby there is a mandatory requirement for granting a performance award to anyone who has received an Outstanding rating.
Response:  This is acceptable.  Location X does not preclude performance awards for other than Outstanding employees, but wants to ensure recognition for their “leaders.”
· Situation:  Location Y decides that they will not grant anyone a performance award who has less than an Outstanding rating.
Response:  This does not preclude them from granting other types of awards; i.e., special acts, time off, spot awards, etc.  This is acceptable.  Employee complaints usually only occur whenever there are exceptions to this process.
· Situation:  Location Z only grants performance awards to employees with Superior ratings IF they have held that rating 3 consecutive years.
Response:  Location Z appears to be recognizing employees on a 3-year-cycle.  While this practice may not be specifically precluded by law or 	regulation, it bears some caution.  A performance award must be directly tied to the current performance rating.  An employee who has consecutive Superior ratings could presume that some years performance warranted an award and some years the same level of performance did not warrant an award.  Also, as employees are being relocated, reassigned, promoted from one position and/or location to another, the information could be difficult to accurately and fairly track.



Table of Monetary and Non-Monetary Awards
	Monetary Awards
	Description
	Eligibility
	Procedures

	Extra Effort
	For significant one-time contributions:
Range from $50-$10,000+; 
Payment through direct deposit;
No limit on the number an employee may receive;
May be given at any time;
Only one per contribution
	All Federal employees as individuals or groups;
May not be given to non-Federal employees unless the person has separated from the government and the contribution was made as a Federal employee
	AD-287 with two levels of approval;
Justification;
Be aware of internal processing procedures;
Paperwork is sent to HRD for processing

	Spot
	For routine every day extra effort and contributions that warrant small awards;
Range from $50 - $750;
Expedited payment through direct deposit;
No limit on number an employee may receive;
May be given at any time
	All Federal employees as individuals or groups except SES;
May not be given to non-Federal employees unless the person has separated from the government and the contribution was made as a Federal employee
	AD-287 with two levels of approval;
Justification;
Be aware of internal processing procedures;
Paperwork is sent to HRD for processing

	Quality Step Increase (QSI)
	For outstanding performance during a rating cycle.
Must have an “Outstanding” rating of record;
Equivalent to a step increase
One per performance year and one within any 52 week period;
QSIs to the 4th and 7th steps prolong an employee’s current WGI waiting period by one year
	All ratable employees except SES, ST, SL, WG and those promoted or reassigned to different duties near the end of a rating cycle.
	AD-287 with two levels of approval; 
Copy of performance rating;
Justification or copy of accomplishment report;
Be aware of internal processing procedures;
Paper is sent to HRD for processing.

	Performance Bonus
	For recognition of performance during a rating cycle;
Must have at least a “Fully Successful” rating of record;
Amount cannot exceed 10% of salary;
Payment through direct deposit;
Limit one per performance year.
	All ratable employees except SES non-career are eligible.
	AD-287 with two levels of approval;
Copy of performance rating;
Justification or copy of accomplishment report;
Be aware of internal processing procedures;
Paperwork is sent to HRD for processing.

	Non-Monetary Awards
	Description
	Eligibility
	Procedures

	Time Off
	For specific contributions and accomplishments;
Is an excused absence without charge to leave;
Not appropriate for those in a “use or lose” status;
Must be used within one year of effective date;
Limit 40 hours per contribution and 80 hours per leave year for full-time employees, prorated based on work schedule for part-time employees;
May not be transferred outside the agency, must use or forfeit;
Supervisor of record must be consulted;
May only use after award appears in NFC system, HRD to notify timekeepers.
	All Federal employees except SES and those on intermittent tours of duty.
	AD-287 with two levels of approval;
Justification;
Be aware of internal processing procedures;
Paper is sent to HRD for processing.

	Token Item
	For specific contributions and accomplishments;
Value of item(s) should not exceed $250;
If possible, items should display agency or org logo;
Operating budgets may be used to purchase token items;
Items should be appropriate for Federal recognition – avoid luxury items such as jewelry; Examples: portfolios, plaques, certificates, lapel pins, pens, paper weights, jackets, shirts, hats, etc;
Gift certificates and savings bonds are not considered token items and may not be purchased as award recognition.
	Anyone; including non-Federal persons
	No documentation is required to be sent to HRD;
Supervisor should keep a record of the purchase and keep an AD-287 on files to document the employee’s contribution or accomplishment in case of audit;
Proper purchasing procedures should be followed when procuring items – document “5 USC 4501-06” on paperwork as authority to purchase;
Follow any internal procedures;
HRD can provide catalogs and names of vendors used.
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Stakeholders are engaged in program priorities; problems and issues of mutual concern
are identified and resolved collaboratively.

Internal and external stakeholder needs and expectations are considered in making
decisions, devising solutions, and determining success of work activities.

Feedback from customers indicates satisfaction with the quality of service delivered,
including that the service was provided in a collaborative manner and met the customers®
needs; and the quantity and quality of information delivered, including that the

information provided increased the customers” understanding of the Agency's programs.
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SUBJECT: New Performance Requirements for Supervisory Employees

TO: Administrator’s Council
FROM: Edward B. Knipling Ciha,,&_ s} KT%‘[/
Administrator

The Department of Agriculture (USDA) is implementing a variety of initiatives and requirements
in the performance management arena as a result of the *Strategic Management of Human
Capital" pillar of the President’s Management Agenda. Among these is implementation of a
fiscal year (FY) performance appraisal cycle which the Agricultural Research Service (ARS) will
effect October 1, 2008. USDA, in its updated Departmental Regulation on performance
management,is also requiring that the performance plans of all supervisory employees contain a
performance element and standard that specifically addresses supervisory responsibilities. In
addition, we must also incorporate customer/stakeholder perspectives regarding work activities
and decisions into supervisory performance plans.

Successful supervision and leadership of the ARS workforce is eritical to meeting the goals and
objectives of our mission. With flat budgets and ever-rising expectations regarding the research
and services we perform, it is more important than ever to clarify and formalize the performance
goals of supervisors in the Agency. High quality supervision and leadership enable employees to
be creative and innovative, perform with a clear sense of purpose, address the needs and interests
of customers and stakeholders, and contribute to the superior reputation ARS enjoys.

In order to foster a consistent view of the responsibilitics and expectations for all supervisors,
ARS is implementing a new performance element and standard for “Supervision and Human
Capital Management” (Attachment 1). This element and standard is to be added to the
performance plans of all non-Senior Executive Service official supervisors in ARS beginning
with the FY 2009 performance appraisal cycle. Official supervisors are those whose
classification title includes “Supervisory,” “Officer,” or “Director.” This new performance
element and standard are to replace any similar elements and standards you are currently using.
You may supplement the standard with additional requirements, but the full text of the attached
element and standard are to be used.

s

Offce of the Adrministrator
1400 Independence Avenus, SW
Washinglon, DC 20250
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In addition to the “Supervision and Human Capital Management” performance element, language
regarding customer and stakeholder perspectives of our programs and services is to be added to
the performance plans of ARS official supervisors. It is critically important that the needs and
interests of our various customers and stakeholders -- internal and/or external ones - be
considered in assessing how well our supervisors and managers are performing. To this end,
Attachment 2 provides further information regarding customer and stakeholder perspectives as
well as samples and recommendations for incorporating these into supervisory performance
plans.

‘These two new requirements regarding supervisory and leadership performance will help ensure
the future of ARS as a science leader in the world community and will meet the USDA
requirements addressed above.

Questions regarding the implementation of these requirements may be directed to Theresa Bailey,
theresa bailey@ars.usda.gov, (301) 504-1452, or Casandra Butler, casandra.butler@ars.usda.gov,
(301) 504-1470, of the Human Resources Division.
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Attachment 1
Performance Element and Standard for
Supervision and Human Capital Management

Performance Element:
Supervision and Human Capital Management

Performance Standard:

Leads by example; promotes an atmosphere of open communication, cooperation and teamwork.

Organizational goals, objectives, priorities, work assignments, and deadlines are clearly
communicated to employees. Resources and priorities are adjusted to meet workload demands.
Human Capital initiatives and strategies (e.g., performance management system changes,
Workforce and Succession Planning) are implemented in accordance with mission area and
Agency policy. Employees arc encouraged to participate in employee surveys to assist ARS in
measuring organizational health, morale, and satisfaction.

Performance plans are aligned with organizational goals, focus on expected resuls, are equitable,
and are established and communicated in  timely manner in accordance with Agency policy. It
involves employees in the development of performance plans and/or specific performance goals.
Mid-year/progress reviews and annual performance appraisals are completed in a timely manner
and are objective. Performance and accomplishments are recognized in a timely manner,
utilizing various methods (monetary, non-monetary, time-off). Poor performance, improper
conduct and issues of ethical conduct or compliance are identified carly and appropriate action is
taken promptly.

Individual Development Plans (IDPs) are established and reviewed/updated annually. Within
available funding, provides developmental opportunities to ensure that employees possess
appropriate competencies for work assignments; utilizes no cost options in employee
development including AgLearn and mentoring. IDPs reflect assessment of current employee
skills and future skill needs of the unit.

Recruitment plans reflect assessment of potential candidate pools and diversity goals. Hiring
selections are made within 45 business days of receiving selection certificates absent extenuating
circumstances.
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Attachment 2
Guidance on ‘Customer/Stakeholder Perspectives’

Every employee in ARS, regardless of position, grade level or location, is responsible for work in
which one or more customers or stakeholders have an interest. Customers and stakeholders may
be interal (other ARS employees/offices) or external (other USDA agencies,
colleges/universities, farmers/producers, industry/commodity groups, the American public, etc).
Supervisory employees set expectations for customer and stakeholder interactions and hold their
employees accountable for delivering quality products and services. As such, for supervisors the
needs, interests and perspectives of customers and stakeholders are critical.

A recent audit of a random sample of ARS performance plans showed that some supervisory
plans reflect the importance of providing quality services and products to customer and
stakeholder perspectives. Beginning with FY 2009, the performance plans of all official
supervisors must incorporate expectations about customer and stakeholder perspectives.

To this end, the following process should be followed:

1. Review the performance elements and standards for supervisory employees to determine
whether at least one element/standard addresses or incorporates customer and/or stakeholder
perspectives.

2. Review the sample language below to determine whether existing clements/standards could
be improved by modifying the element/standard.

3. Where customer/stakeholder perspective is missing from existing plans, select from the
statements below and/or develop other appropriate language to incorporate into an existing
performance element and standard.

Elements/standards that are good candidates for including customer and/or stakeholder
perspectives include elements that address program planning; technology transfer;
accomplishment of mission goals or objectives; and/or, customer service or communications.

Sample Language for Customer/Stakeholder Perspectives

You may select one or more of the following statements to incorporate into an appropriate
existing performance standard or you may develop a statement that is in keeping with the concept
of customer/stakeholder perspectives.

o Customer/stakeholder feedback was analyzed and needs/concerns identified.
o The mission area and Agency’s mission, core values, strategic goals and priorities were

effectively communicated to customers and other critical stakeholders who were involved
in the development of objectives to accomplish those goals.




