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  TO:
REE Managers and Supervisors 

 FROM:
Diane T. McFadgen  Diane T. McFadgen


Director, Human Resources Division 

The purpose of this memorandum is to inform the workforce about the new Performance Plan, Progress Review, and Appraisal Worksheets for Non-Supervisory Positions (AD-435E) and Supervisory Positions (AD-435S), as well as to define the parameters for establishing Performance Plans for fiscal year (FY) 2015 performance cycle, October 1, 2014 – September 30, 2015.  This specific guidance applies to all employees except Senior Executive Service/ Senior Level (SL)/ Scientific / Professional (ST) employees and Senior Scientist and Technology Service (SSTS). 

Effective FY 2015 performance year, all performance plans must be documented, in writing, on the appropriate AD-435 E or S forms.  Non-Supervisors performance expectations should be documented on the AD-435-E and Supervisors on the AD-435-S form.  These forms replace the former AD-435 A/B forms.  Please use the attached word version.  The performance plan must not be on any substitute forms.  Specifically, the forms were created to assist with clearly identifying an employee’s mission results performance element, by offering a template that clearly aligns performance elements with the Departments strategic goals.  Additionally, the AD-435-S form includes the USDA performance standards on Recruitment and Hiring, Retention and Succession Planning, Performance Management, and Cultural Transformation, and an element for Civil Rights and EEO. 

Successful supervision and leadership of the USDA workforce is critical to meeting the goals and objectives of our organization.  The initial step towards achieving the Agency’s goals is the effective establishment of performance plans.  Attachment 1 is a management tool that identifies which positions require a performance appraisal and Attachment 2 is a “Checklist for Preparing Performance Plans” that identifies requirements that supervisors and managers must use during the process. 

Performance plans should be established as early in the rating cycle as possible to ensure that employees are clear about expectations.  Plans should normally be established and provided to 
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employees within (30) days of the performance cycle.  Therefore, performance plans must be in place by the Departmental deadline of October 30, 2014.   

Establishing the Performance Plan

All performance plans must clearly demonstrate:

· Alignment.  Employee performance plans align with, and are designed to support organizational goals.  The mission results performance element within the performance plans must identify the strategic goals and/or management initiatives and list the strategies and objectives associated with the performance element to demonstrate proper alignment with the Agency Strategic Plan.  Previously, the mission results performance element included an alignment statement such as the below:

“This position directly contributes to the accomplishment of USDA Strategic Goal No 1, Assist Rural Communities to Create Prosperity so They Are Self-Sustaining, Repopulating, and Economically Thriving, Objective No 1, Enhance Rural Prosperity, and Strategy No. 1, Increase Access to Broadband.  The elements of these Performance Standards reflect the specific milestones, outcomes, and accomplishments expected.”


To preview the USDA or ARS strategic plans click on the following links:


USDA Strategic Plan 2014 – 2018

ARS Strategic Plan 2012 – 2017

Additionally, employee’s mission results performance elements are now worth 4 appraisal units instead of 2 appraisal units.  The mission results performance element for SY’s have now changed from “Plans and Conduct Personal & Team Research” to “Reports Research Results.” 
· Results-focus.  Employee performance plans hold employees accountable for achieving results appropriate to their level of responsibility. 

· Credible Measures.  Employee performance plans must offer a balance of credible measures to include: appropriate measures such as quality, quantity, timeliness, and/or cost-effectiveness; and indicators of competencies, as appropriate.  

· Employee Perspective.  Supervisory performance plans must include employee perspective measures.  Employee perspective measures can range from a description of behaviors or competencies demonstrated, to including the results of customer and employee surveys. (e.g. Proactively seeks and listens to employees and objectively considers others’ ideas and opinions, even when they are in conflict with one’s own.)
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· Customer Perspective.  Both Supervisory and Non-Supervisory performance plans must include customer perspective measures.  Customer perspective measures consider the organization's performance through the eyes of the customers, so that the organization retains a careful focus on customer needs and satisfaction.  Therefore, agencies must incorporate reasonable customer needs and wants consistent with the Agency's mission and must take them into account as part of their performance planning. (e.g. Customers are generally satisfied with the advice given and response time to their inquiries)

Additionally, performance plans for non-supervisory employees must contain EEO/CR performance standards in a critical element.  All supervisory performance plans must include a separate critical element for EEO/CR.  See Attachment 3 for agency specific EEO/CR performance standards for non-supervisory and supervisory positions by agency.

Generic EEO/CR standards can be copied and pasted directly into the AD- 435-S form for convenience and to avoid misquoting. 

Input from rating officials and employees foster the development of meaningful performance plans.  Rating officials are expected to involve employees in the development of plans.  However, the final authority for establishing performance plans resides with the rating official.  Rating officials can use different methods to gain employees’ input such as jointly developing the plan; permitting the employee to prepare a draft performance plan; request employee’s comments on draft performance plan prepared by the rating official; or employees who occupy similar positions, prepare draft performance plan(s), with supervisor’s approval.  This early employee engagement is an essential element of effective performance management. 

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 or declined; and a copy has been provided to the employee.  The original plan should be retained by the supervisor.  Note:  Rating and reviewing officials should sign and date the AD-435 E or S prior to obtaining the employee’s signature. 

As a reminder, the rating and reviewing officials may not be the same person; the reviewing official should be at a higher 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 the 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.”

Generic performance plans can be accessed by clicking here or contacting Performance@ars.usda.gov. Plans will be available by Monday, September 29, 2014.
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Individual Development Plan / Training 

Supervisors and managers are also reminded that employees should have an established Individual Development Plan (IDP) on the ARS-48 form.  The creation of IDPs is a partnering effort that can be an opportunity to determine immediate and long-term goals and accomplishments.  The establishment of the IDP provides the parties an opportunity to set objectives and plan learning experiences that will support the individual’s development.  For more information on IDPs, visit the following website: http://www.afm.ars.usda.gov/hrd/empdev/idp.htm  

Supervisors and non-supervisors are required to be trained in Performance Management on a bi-annual basis.  Therefore, if employees have not completed training in performance management within the last two years, they must complete the “Performance Management in USDA” training in AgLearn.  Please use the following link to take the course: https://aglearn.usda.gov/learning/user/catalogsearch/searchUserCatalog.do#
Accountability and Reporting

The Department’s Cultural Transformation Action Plan has a requirement that supervisors include an element and standards that hold the supervisor accountable for the performance management of subordinates.  As such, supervisors and managers must fully comply with Departmental Regulation (DR) 4040-430 on Performance Management. 
The DR can be previewed by clicking here or at the following link: http://www.afm.ars.usda.gov/hrd/performance/files/DR-4040.pdf .  
Therefore, any supervisors or managers that fail to comply and carry out their performance management responsibilities are subject to falling below the “meets fully successful” level of performance in the Supervision and/or Leadership and Management performance element. 

To ensure individual supervisors and managers fulfill their performance management obligations, 
Employee listings which identify those employee’s who require performance plans this cycle, can be accessed by the designated users through the new Performance Accountability Database (PAD).  Please see Attachment 4 to see the list of designated users for your organization. 

Designated Users to access PAD follow the below instructions: 

· Double-click on the Agricultural Research Information System (ARIS) shortcut icon located on your PC’s desktop.  If you do not have an ARIS icon, you can open Microsoft’s Internet Explorer (IE) and type in the following address: https://arisapp.ars.usda.gov and click ‘Go’ 

· At the ARIS screen, select ‘HRD’ from the menu 

· Enter your User Name and Password and then click the ‘Login’ button 
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· At the HRD main screen, you can double-click on the PAD icon or select PAD from the ‘Subsystems’ menu option 

· Enter into the PAD main screen to access your employee listings. 

The Performance Accountability Database must be updated no later than Friday, November 14, 2014.  HRD must provide written verification of compliance, including the percentage of complete FY 2015 performance plans for non-SES/SL/ST employees, to OHRM by December 1, 2014. 

Should you have any questions regarding the guidance in this memorandum, please contact Ivy Williams at Ivy.Williams@ars.usda.gov or 301-504-1443.

Human Resources Division 
George Washington Carver Center

5601 Sunnyside Avenue, Beltsville, MD 20705-5100

USDA is an Equal Opportunity Employer
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