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PERFORMANCE STANDARDS 

 
Per Dr. Shafer’s 6/22/06 memo:  Performance plans must include credible measures of 
performance such as quality, quantity, timeliness, cost effectiveness, and customer perspective. 
Performance plans need to define standards and specific goals that will be used to determine 
whether organizational objectives are met.  Supervisors and Research Leaders must make sure 
that each employee’s performance plan has specific goals that support the identified strategic 
goals you already identified.  
 
CHECKLIST FOR PREPARING PERFORMANCE STANDARDS 
 
Performance plans should be developed for each employee within 30 days of the beginning of 
the appraisal period or within 30 days of hire. The following are some reminders for establishing 
a performance plan.  (New requirements for FY09 are in bold.) 
 

 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. 

 
 Employee participation in developing the plan is desirable. However, the rating and 

reviewing officials have the final responsibility for establishing the performance plan. 
 

 One Critical Element must contain a statement that aligns the standards with the 
Agency’s Strategic Plan. 

 
 Include results-focused performance measures for each performance element. Elements 

and standards should be accurate, objective, measurable, attainable, and understandable. 
 

 There must be at least three (3), but no more than seven (7), elements. At least one 
element must be critical, and at least one element must be non-critical. 

 
 All non-supervisory employees’ performance plans must include (in at least one of the 

critical elements) the responsibility for demonstrating a commitment to EO/CR. 
Remember, non-supervisory employees also include those individuals who have limited 
supervisory responsibilities (such as, supervision of one technician or student, team 
leaders, etc.). 

 
 Performance Plans must contain a critical performance element for safety and health, 

when warranted by the employee’s position. 
 

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

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

contain customer/stakeholder perspectives in their Performance Plans.  
 

 Each employee whose position is classified as a supervisor, with supervisory in their title, 
must have a separate performance element(s) that addresses EO/CR. (Positions classified 
as supervisor usually include the term Supervisory, Supervisor, Manager, Officer, or 
Administrator in the title.)  

 
 Subject performance plan statements are required for all members of EMS and 

SHEM Committees, Pesticide Applicators, Incinerator Operators, Wastewater 
Treatment Operators, Water System Operators, Location Environmental Officers, 
CDSOs, LRPOs, and others identified with significant collateral SHEM duties. 

 
 The performance plan must be signed by the employee, the supervisor, and the reviewing 

official (normally, the second-line supervisor). The employee should then receive a copy 
of the approved plan. 

 
NOTE:  In FY10, all plans must be documented, in writing on Forms AD435A/B, 
Performance Plan Progress Review and Appraisal Worksheet. 
 
REMINDERS! 
 
The employee signs the cover sheet after the supervisor and reviewer have signed the proposed 
performance plan to be put in place. 
 
There must be at least one documented progress review during the appraisal period.  The 
documentation can be a note on the performance plan that the discussion took place and the date 
of the discussion initialed by employee and supervisor. 
 
Communication between the supervisor and the employee is essential in the process of 
developing performance plans and supervisors must include the employee when the performance 
plan is being developed.  
 
When the employee is being rated at the end of the Performance Appraisal Cycle, the final rating 
should not be communicated to the employee prior to the "Reviewing Official" review and 
signature approving the rating.   
 
When an employee is assigned to a different supervisor or changes position during the appraisal 
period, the previous supervisor should prepare a summary rating and forward it to the employee's 
new supervisor for consideration in deriving the final performance rating on the employee.   
 
Although the Area Office tries to include all this information in the MWA Appraisal Procedures 
e-mailed each cycle, in conjunction with the MWA Appraisal Procedures and Timetable, P&P 
418.3 should be referenced when establishing performance standards as well as completion of 
performance reviews.  P&P 418.3, ARS Performance Appraisal System is a resource for 
performance appraisal procedures.   
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The above information is only to make you aware of the performance appraisal procedures.  
Thank you for your attention in this matter.  If you have any questions please feel free to contact 
me.   
 
Deborah K. Agee 
Human Resources Assistant 
USDA-ARS-MWA 
1815 N. University Street 
Peoria, IL  61604 
309-681-6633 
ageed@mwa.ars.usda.gov
 
 
 
Individual Development Plans 
 
Within two weeks of the performance appraisal discussion session, an IDP must be prepared for 
all permanent employees.  The following are a couple of IDP tips to remember: 
 
A new IDP does not have to be prepared each year; the current IDP may be merely updated 
instead. 
 
IDPs are not limited to only formal and on-the-job training.  IDPs should also include such self-
development activities as: 
 
Reading material related to the work of the position, self-directed learning such as watching 
videos, reading books, and listening to cassettes, etc. that are related to the employee’s 
performance. 
 
See next page for sample. 
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PERFORMANCE APPRAISALS (AD-435P)
 
Form AD-435P, Performance Appraisal Form, is used for ARS permanent employees and those 
appointed initially for longer than one year require an annual performance review. To be rated an 
employee must have been in his/her position and under performance standards for 90 days or 
more.  Beginning in FY09, all employees will be rated from October 1 through September 30.  
 
A Midwest Area Timetable for Completion of Appraisals is sent out from the Area Office each 
appraisal cycle.  This timetable lists the various deadlines involved with completion of the AD-
435 forms and any award forms needed in conjunction with Performance ratings (Fully 
Successful, Superior, and Outstanding). 

 
PERFORMANCE EVALUATION PROCESS SUMMARY 

 
1. The electronic AD-435P can be downloaded from the REE Forms web site.  
2. Employees are to prepare documentation (limit of three pages, 12 pt, Times New Roman 

font, 1 inch margins) of last year’s accomplishments.  List the element with “bullet” 
statements to document accomplishments. 

3. Supervisors are to “annotate” the document that the employees prepared, to indicate their 
evaluation of the accomplishments, either within the document or as a separate page.  The 
Supervisor’s documentation should not exceed one page for a total of four pages. 

4. The Supervisor will then complete the draft electronic AD-435P using the documentation 
in step 3 and if a scientist, include the ARS-115 Detail by Author Report from ARIS. 

5. The Supervisor will submit the electronic AD-435P and the documentation to the Area 
Office by the requested date. 

6. Research Leaders/Non-SES Center Directors that report directly to the Area Director are 
to complete the document identified in step two above and an electronic AD-435P with 
the elements listed to the Area Office. 

7. The Area Director as the Reviewing/Rating Official will review the material provided 
and after consultation with the supervisor, if necessary, sign and date the AD-435P and 
will e-mail the Supervisor concurrence by the date indicated from the Area Office. 

8. The Supervisor will meet with the employee to complete the evaluation.  
9. The Supervisor will return the following to the LAO:  Completed and signed (hardcopy) 

AD-435P, copy of Standards along with performance documentation, Award Forms if 
appropriate, and a copy of the new Performance Standards signed by the employee and 
supervisor. 

10. The AO will consolidate the material and forward to the Area Office by the date 
requested. 

11. The Area Director will sign the AD-435P using the date that the draft was signed.  The 
Award Forms and the new Performance Standards will be signed with the current date. 

12. The Area Office will forward the AD-435P and Award Forms to HRD for processing and 
return the signed Performance Standards to the AOs. 

13. After the rating and reviewing official have signed the AD-435P, the performance 
discussion has taken place, and the employee has signed their AD-435P, a copy needs to 
be made for the employee and a copy should be retained in the supervisor’s records. 
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DETAIL BY AUTHOR REPORTS 
 
The following instructions are to be used by the MU Secretary to generate the Detail by Author 
Report from ARIS, which will be used at appraisal time for Category 1, 2, 3, and 4 SYs.  The 
Detail by Author Report is used to produce the summary table which is inserted into the SY 
documentation.  
 
The following ARIS instructions begin from the Main Menu: 
 
1. Research Documentation 
2. Reports 
3. 115 Author Reports 
4. Insert approval dates (e.g.: 01/01/2005:12/31/2005) and author’s last name 
5. Click on Query 
6. When list is created, click on Action 
7. Mark all records then click on Reports 
8. Select Detail by Author 
9. Print 
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Awards
 
General Information
Assigning Case Numbers 

The full 11-digit Award Case Number consists of the following: 
 Positions 1-4, Agency Code = 03 36 
 Position 5, Fiscal Year Award Effective = 01 (= 2001) 
 Position 6, “I” for Individual Award or “G” for Group Award 

Position 7-11, Sequential Case Number from the list assigned by LAO 
 
Who is the Approving Official? 

Area Director must approve Employee Suggestion, Extra Effort Award, Performance 
Bonus Award, and Quality Step Increase.  Spot Awards and Time off Awards up to 10 
hours may be approved by Research Leaders, Center Directors, and Administrative Officer 
AS LONG AS THE RECOMMENDING INDIVIDUAL AND APPROVING OFFICIAL 
ARE DIFFERENT PEOPLE.   

 
CHECK WITH YOUR ADMINISTRATIVE OFFICER (AO) FOR PROCESSING 
COMPLETED AWARD FORMS. 

 
Key to Award Amounts 
“Guide for Employee Recognition” can be found at www.usda.gov/da/employ/recog.htm
 
 1. Extra Effort Award 

Apply the Contribution in Block 11 of the AD-287-2 Award form according to the 
Scale in the “Guide for Employee Recognition”, and itemize in Block 15, and the 
result is the Award Amount in Block 14.  However, if the Contribution in Block 11 
can be measured in terms of time saved, money saved, or expenditures avoided, use 
the Scale in the Guide to determine the Award Amount in Block 14.  The contribution 
(and justification, if necessary) must support the applicable Benefits Scale and the 
Award Amount. 
 

 2. Spot Award 
 Apply the Contribution in Block 11 of the Award form according to the Scale in the 

Guide (and itemized in Block 15), and the result is the Award Amount in Block 14.  
The Contribution must support the Benefits Scale and Award Amount. 

 
3. Time-Off Award 

Apply the Contribution in Block 11 of the Award form according to the Scale in the 
Guide (and itemized in Block 15), and the result is the Award Amount in Block 14.  
The Contribution (and justification, if necessary) must support the Time-Off Scale 
and number of Time-Off Hours. 
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 4. Performance Bonus Award 
Apply the Contribution in Block 11 of the Award form according to the Scale in the 
Guide, and the result is the Award Amount in Block 19.  The Contribution (and 
justification, if necessary) must support the Benefits Scale and Award Amount.  

 
Justification Statements 
 

Justification Statements are required in addition to completing Block 11 of the Award 
form: 
 

 1. For any monetary award amount 
 2. If giving over 10 Time-Off hours 
 3. A separate Performance Appraisal narrative explaining how the employee met the 

Elements can also be used as the Justification Statement. 
 4. Appendix C of the Guide for Employee Recognition provides a justification outline 

that may be helpful. 
 
Award Limitations 
 
 1. Spot Award--Range from $50 to $750.  No employee may receive a spot award for 

more than $750 per award but there is no limit on the number of awards received per 
year. 

 2. Time-Off Award--Employee may be granted a maximum of 40 hours of time off for 
a SINGLE contribution.  Employee may be granted a TOTAL of 80 hours of time off 
during a LEAVE YEAR.  The leave must be used within one year after the effective 
date of the award.  Award is effective on the first pay period following approval.  
After the one-year period, any unused time off is forfeited.  If a person leaves the 
agency, the award time is lost.  A time-off award is never converted to cash; nor is the 
time added to annual leave.  Before a time-off award can be used, it first has to be 
added to the STAR system by the timekeeper once the award is in the NFC system 
(check IRIS).  NOTE:  if the employee tries to use the hours before they are entered 
into the system, NFC will take the hours out of their annual leave balance or any 
other available balance if annual leave is depleted.  This is a real mess to fix. 

 3. Performance Bonus Award--Employee must receive a Performance Appraisal 
Summary of Fully Successful or higher.  Award amount cannot exceed 10% of an 
employee’s annual salary.  Employee can receive only one Performance Bonus 
Award per Performance Appraisal Cycle.  

 4. Quality Step Increase--Employee must receive Outstanding Performance Appraisal 
Summary Rating.  An employee is not eligible for a QSI if appointed or promoted 
within the past year.  A minimum of 52 weeks must elapse between QSIs. 
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Helpful References: 
 

--USDA Guide for Employee Recognition, www.usda.gov/da/employ/recog.htm  
--P&P 418.3, ARS Performance Management and Recognition System

  
 
Value of Benefit Application Application Application 

 Limited: 
Impacts the public 
interest, or a specific 
small work (MU) unit 
to as large as a 
division or region 
(MWA) 

Broad: 
Impacts the public 
interest, or several 
regional areas or an 
entire agency 

General: 
Impacts the public 
interest or more than 
one agency (ARS) or 
the entire Department 

Small/Moderate $50-$325 $325-$650 $650-$1300 

Moderate or 
Substantial 

$325-$650 $650-$1300 $1300-$3150 

Substantial or 
Extended 

$1000-$2500 $2500-$5500 $5500-$10,000 

 
 
Performance Awards must have a copy of the AD-435P and supporting documentation, i.e., 
employee justification statement, employee accomplishments, or supervisor’s annotations.  
Include specifics of what was accomplished for monetary awards in excess.  A justification must 
accompany any rating of Outstanding. 
 
 
Source: USDA Guide for Employee Recognition (Blue Book) 
  www.usda.gov/da/employ/recog.htm
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Sample of Time Off Award 
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Sample of Spot Award 
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Sample of Extra Effort Award 
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Sample of Performance Bonus Award 
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FOR ALL SIGNIFICANT OUTSIDE AWARDS RECEIVED BY ARS EMPLOYEES 
 

ARS Awards Newsletter Information Form 
 
1) Area:        2) Date Submitted:                        
 
3) Person or group receiving recognition (NOTE: Please spell out first and/or middle names 
unless initials are specifically preferred. If person is retired or no longer with ARS, so indicate. 
For groups, identify leader if appropriate): 
 
4) Position and/or job title:   
 
5) Office or laboratory and/or research unit: 
 
6) Location:       Phone: 
 
7) Award, honor, or distinction (NOTE: Complete separate form for each award to be 
mentioned): 
 
8) Organization making award: 
 
9) Is award being shared with others? If so, co-recipient(s) to be mentioned (NOTE: Include 
agency, company, or university affiliation for each co-recipient): 
 
10) Reason for recognition (NOTE: Please be as specific and concise as possible): 
 
11) Date and/or location of presentation: 
 
12) Other information: 
 
Forward to:  
Jan Suszkiw, Awards Writer 
ARS Information Staff 
5601 Sunnyside Ave., Bldg. 1, Mailstop 5129 
Beltsville, MD 20705 
Phone (301) 504-1630/ Fax (301) 504-1641/ Email:  jsuszkiw@ars.usda.gov 
 
 Dated: Sept. 2000 
 Forward to AD Office through Center Director or RL 
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