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Par. 1
Part 1 Basc Provisions

1 Overview
A Handbook Purpose
This handbook:

o appliesto al FAS, FSA, and RMA employees

Exceptions.  See exceptions ih subparagraph 2 B.

» prescribes policies, principles, and procedures for FFAS employees under the pass/fal
and 4- and 5-tier performance management systems.

B Objective

FFAS's objective is to ensure that the Performance Management Systems are used as atool
for executing basic management and supervisory responsibilities by:

communicating and clarifying goals and objectives

identifying individual accountability to accomplish organizational goals and objectives
evaluating and improving individual and organizational performance

using performance ratings as a basis for:

adjusting basic pay

awards

training

promoting

reassigning

demoting

retaining

reduction in force

removals based on unsatisfactory performance.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 1-1
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Par. 2
2 Authority, Coverage, and Related Refer ences

A Sourcesof Authority

The following contain the regulatory basis for administering the FFAS Performance
Management Systems:

5U.SC. 43

5 CFR Part 430

Pub. L. 103-89

other provisions of law and executive orders.

B FFAS Performance Management Systems

All employeesin General Manager, General Schedule, and Wage Grade for County Office
positions are covered under the following FFAS Performance Management Systems:

o 2-tier, passfall

* FSA National Officeand RMA, except KC|(Exhibit 4)
* FSA State and County Offices|Exhibit 6)

o A4-tier (FAS) and 5-tier FSA State Offices, when required by collective bargaining
agreements, and RMA KC Officesi(Exhibit 8).
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Par. 2

2 Authority, Coverage, and Related Refer ences (Continued)

B FFASPerformance Management Systems (Continued)

6-24-03

Exceptions:

The following employees are not covered by the FFAS Performance
Management Systems in this handbook:

persons employed without compensation

persons employed on afee or contract basis

employees outside the continental limits of the U.S. who are paid
according to local native prevailing wage rates for the areain which
employed

STC members

temporary employees with appointments of 120 calendar days or less

Foreign Service employees

members of the Senior Executive Service.
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Par. 2
2 Authority, Coverage, and Related Refer ences (Continued)

C Reéated Handbooks

The following handbooks concern the FFA S Performance Management Systems.

IF the material concerns... | THEN see...

appraisal grievances any of the following:

o 15-PM for FSA employees, except CO County Office
employees

o 22-PM, Part 10.5 for CO County Office employees

* |ocal bargaining unit agreements for negotiated
grievance procedures for bargaining unit employees.

approved abbreviations 1-CM.
incentive awards either of the following:
¢« 7-PM

* local bargaining unit agreements. Contact your union
representative or HRD.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 1-5
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Par. 3

3 Responsibilities and Redelegations of Authority

A Administrator’s Responsibilities

The Administrator is responsible for:

e ensuring:
« fair and consistent application of the Performance Management System
« compliance with governing laws, rules, and regulations
* that employees are informed of their annual appraisal periods

+ that performance management of employees is conducted according to this handbook
and negotiated bargaining unit agreements

* that equitable and appropriate amounts of funds are provided for performance awards
for deserving employees

* developing and communicating organizational objectives and priorities to assist
supervisors and managers in devel oping employee performance plans

» establishing administrative and remedia procedures to be used when performance ratings
are not completed in atimely manner.

B Redelegationsof Authority

6-24-03

The responsibilities in subparagraph A are redelegated as follows.

Official Receiving
Redelegating Official Redelegated Authority
Administrator DAM
DAM * Director, HRD
* Director, KCAO
Director, HRD Chief, Performance Management, Benefits, and
Awards Branch
Director, KCAO Chief, Personnel Division
Chief, Personnel Division Chief, Employee and Labor Relations Branch

5-PM (Rev. 10) Amend. 1 Page 1-7



Par. 3
3 Responsibilities and Redelegations of Authority (Continued)

C Servicing Personnel Office’'sand State Office’'s Responsibilities

Following are responsibilities of the servicing personnel office and the State Office.

| F officeis... THEN the office shall...
* sarvicing e provide:
personnel
office * advice and assistance to supervisors and managers in carrying
out their performance management responsibilities
o State Office
* supervisors and managers with adequate performance appraisal
training opportunities and technical advice about performance
appraisal policies and procedures
« notification of annual performance appraisal periods and due
dates
* necessary assistance to follow up on nonreceipt of overdue
performance ratings
e assst supervisors and managers in resolving differences that may
arise in carrying out the Performance Management System.
servicing maintain official copies of performance appraisal documents; that is,

personnel office AD-435's, AD-435A's, and AD-435B’s.

Note: Hard copies are not required when using automated system.

State Office maintain official copies of CED’s AD-435's, AD-435As, and
AD-435B’sin EPF.

Note: Officia copies of performance appraisal documents for other
CO County Office employees are maintained in the County
Office.
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Par. 3

3 Responsibilities and Redelegations of Authority (Continued)

D County Office's Responsibilities

Following are County Office responsibilities for CO County Office employees.

Step Action
1 Create EPF for each CO County Office employee.
2 Maintain official copies of AD-435's, AD-435A's, and AD-435B’s.
Note: Hard copies are not required when using automated system.
3 Follow up on nonreceipt of overdue performance ratings.

E Reviewing Official’s Responsibilities

The reviewing official shall:

6-24-03

when required, review and approve performance plans and performance appraisals that are
prepared by subordinate supervisors to ensure consistency and equity throughout the
organizations

when required, review and approve performance appraisals in a timely manner, ensuring
accuracy and conformance with this handbook

ensure that performance appraisals are considered in personnel management decisions and
related actions

resolve disagreements between the supervisor and employee.

5-PM (Rev. 10) Amend. 1 Page 1-9



Par. 3
3 Responsibilities and Redelegations of Authority (Continued)

F Changesin Positions, Assgnments, or Supervisors

New or amended performance elements and standards must be in place within 30 calendar
days after an employee has been given a new position or assignment.

When an employee works under different supervisors during the designated appraisal period,
each supervisor of 90 calendar days or more shall document the employee’ s accomplishments
and prepare an interim rating. The interim rating should be forwarded to the employee's
current supervisor for appropriate consideration in preparing the employee’ s rating of
record.

G Supervisor’s Responsibilities
The employee's immediate supervisor shall:
¢ communicate organizational goals, objectives, and priorities to employees

* involve employeesin developing and revising their performance plan

» discuss performance plans with employees, and approve and provide employees with a
copy of their performance plan:

« within 30 calendar days of the beginning of each appraisal period
* when plans are revised during the appraisal period

* evauate performance by comparing results achieved with performance plans
* counsel employees on their progress and on areas that need improvement

* assist employeesin improving job performance, particularly when performance falls below
the “Results Achieved” or "Fully Successful” level.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 1-10



3

H Employee' s Responsibilities

The employee shall:

Responsibilities and Redelegations of Authority (Continued)

* take part in the development of the employee’ s performance plan

Par.3

* plan and perform duties to the best of the employee’s ability so that the performance plan

will be met or exceeded

* recommend to the supervisor needed changes in the performance plan during the

appraisal period

o*—-identify work problems, and cooperate with the supervisor and reviewer to resolve the--*
problems and set objectives to improve work performance

* complete assigned training to meet current and future job performance needs.

Determining CO County Office Employee's Supervisor and Reviewer

Use the following table as a guide to determine the CO County Office employee’s supervisor

and reviewer for performance appraisal purposes.

County Office Position Supervisor Reviewer

CED CcoC DD--*
*--Note: COC may elect to confer with DD before

issuing rating.
All subordinate positions except PT’ s with primary CED DD
responsibility for FLP
PT’swith primary responsibility for FLP FLM DD
*--Note: CED and FLM may confer on the rating

when PT performs both Farm Programs

and farm loan duties.--*

4-19 (Reserved)
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Overview

A In ThisPart

Part 2 Performance M anagement Components

This part contains procedures about:

+ establishing performance elements, standards, and plans
* monitoring performance
* evauating performance.

B Introduction

Writing a performance plan consists of the following 3 steps.

Par. 20

Step Action
1 Identify the performance el ements.
2 Determine whether the performance element is critical or noncritical.
3 Write measurable and attainable performance standards.

5-PM (Rev. 10) Amend. 1
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Par. 21
21 Establishing Perfor mance Elements

A Definition of Performance Elements

Performance elements are duties and responsibilities for which an employee is accountable
and responsible.

B When to Establish or Revise Performance Elements
Establish or revise performance elements:

« within 30 calendar days of an employee’'s assignment to a position because of 1 of the

following:

e appointment

e promotion

* temporary promotion or detail for 120 calendar days or more
e reassignment

change to lower grade

» each time awork assignment changes significantly, whether or not a personnel actionis
effected.

C Identifying Performance Elements
When identifying performance el ements, the elements:
» shal be:
» Observable
* measurable
o attainable by the employee

« compatible with results expected of other employeesin the unit or in the same
position

» should be reflected in the employee’ s official position description and encompass the
position’s major duties and responsibilities.
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21 Establishing Performance Elements (Continued)

D Available Sourcesto Develop Elements

6-24-03

Use the following applicable sources to develop performance el ements:

position descriptions

work plans

instructions

project proposals

organizational goals and objectives

job analysis

Affirmative Employment Plan

Civil Rights Implementation Plan

Federal Equal Opportunity Recruitment Plan
Disabled Veterans Affirmative Employment Plan
Disability Employment Plan

individual development plans

any other source that assigns or fixes responsibility for accomplishment.

Number of Elements

Under pass/fail, establish a minimum of 2 performance elements, but no more than 5
elements.

Par. 21

Under either the 4- or 5-tier systems, establish at |east 3 performance elements, but no more
than 10 elements.

5-PM (Rev. 10) Amend. 1 Page 2-4



Par. 21
21 Establishing Performance Elements (Continued)

F Identifying Critical and Noncritical Elements

Identify critical and noncritical elements through an analysis of duties and responsibilities
and the element’ s linkage to the mission, functions, goals, and objectives of the organization.

Under pasdfail, all performance elementsarecritical.

Under the 4- and 5-tier system, identify each element as critical or noncritical. Every plan
must have at least 1 critical element.

Consider the following questions in determining whether an element should be designated
critical or noncritical.

* |stheassigned duty so important that, if an employee failsto perform any 1 of the duties
in an acceptable manner, the employee could not be retained in the position?

* What amount of time does the employee spend on the assigned duty?

* What impact does the assigned duty have on the organization?

6-24-03 5-PM (Rev. 10) Amend. 1 Page 2-5



Par. 21
21 Establishing Performance Elements (Continued)

G Improper Elements
Do not include the following in performance elements:
¢ conduct or behavior issues
Examples:  Examples of these issuesinclude:
o absence
o tardiness

¢ insubordination.

* personal traits, unlessthe traits are clearly job-related and capable of being documented
and measured

Examples:  Examples of traits not to include are:

* interpersona relationships
* resourcefulness
* dependahility.

« work assignments that are not expected to be performed during the appraisal period

o "other duties as assigned”

* other activitiesthat are not amajor or integral part of the position.

H Generic Elements
Supervisors may develop generic performance elements to cover similar jobs or occupations.

These elements must be clearly differentiated from other elements on the same performance
plan.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 2-6
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Par. 22
22 Establishing Performance Standards

A Definition of Performance Standard

A performance standard is a statement of expectations or requirements that management
expects to be achieved for each performance element.

B When to Establish or Revise Perfor mance Standards
Establish or revise performance standards:

« within 30 calendar days of an employee’'s assignment to a position because of 1 of the

following:

*  appointment

e promotion

* temporary promotion or detail for 120 calendar days or more
* reassignment

change to lower grade

» each time awork assignment changes significantly, whether or not a personnel actionis
effected.
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Par. 22
22 Establishing Performance Standards (Continued)

C ldentifying Performance Standards
When identifying performance standards, the standard must be:

redistic

achievable; that is, be based on factors that the employee has authority to control

at the level of performance expected for the grade held by the employee

statements of the conditions that will exist when a performance element is accomplished
defined in terms that measure:

quality
quantity
timeliness
economy
results
effectiveness.

D Leve of Performance and Standards
Performance standards need only be established at the "Results Achieved" (pass/fail only)
and "Fully Successful” level. "Results Achieved" and "Fully Successful” indicate that the
work performance is of good quality, with the employee:

* producing the expected quantity of work
* meeting deadlines or schedules for completing the expected quantity of work.

E Generic Standards
Supervisors may develop generic performance standards to cover similar jobs or occupations.
These standards must be clearly differentiated from other standards on the same performance

plan.

23-43 (Reserved)
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Par. 44
Part 3 Measuring Performance

Section 1 Progress Reviews

44 Reviewing Employee Progress

A Déefinition of Progress Review

A progressreview is areview by the supervisor of the employee’ s progress toward achieving
the performance standards and is not in itself arating.

B Mandatory Progress Reviews

The supervisor shall:

during the regular 12-month appraisal period, conduct at least 1 progress review, which is
usually between the sixth and ninth months

at aminimum, inform the employee of the employee's level of performance compared with
the performance elements and standards of the employee’s established position.

C Periodic Optional Progress Reviews

Even though only a midyear progress review isrequired, it isin the best interest of the
supervisor and employee that periodic progress review discussions be held. An employee
may reguest a meeting for thisreview. Periodic counseling sessions with the employee will:

6-24-03

provide regular feedback
keep the channels of communication open
assist in identifying strengths and weaknesses

help avoid giving the employee an unexpected performance rating at the end of the
appraisal period.

5-PM (Rev. 10) Amend. 1 Page 3-1



Par. 45
45 Documenting Progress Reviews

A Optional Documentation
There is no required format on how to document progress reviews. It is recommended that
points of discussion and any strengths or weaknesses be in writing with a copy to the
employee.

B Mandatory Documentation

The supervisor and employee shall document when the midyear progress review has been
completed.

46-60 (Reserved)
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61

6-24-03

Section 2 Performance Evaluation

Overview

A

Introduction
This section contains procedures about:

the mandatory performance appraisal period

conditions that need to be met when appraising an employee
documentation required

inability to rate.

5-PM (Rev. 10) Amend. 1
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62

63

Par. 62

Performance Appraisal Period

A

Appraisal Period

The appraisal period for all covered employeesisfrom October 1 of each year to September
30 of the following year. Check normally with your local human resource office for
different cycles.

Performance Appraisals

A

6-24-03

Policy

Employees are entitled to the rating that most accurately describes their performance when
compared to the performance standard for each performance element.

An employee’s performance appraisal consists of:

¢ element ratings
e summary rating.

Evaluation Conditions

Supervisors must be aware of the following befor e completing the employee’ s performance
appraisal.

* Do not complete unless:

* elements and standards were established at the "Results Achieved" or"Meets Fully
Successful” level and communicated to the employee

» the employee has served under those elements and standards in the current position
for 90 calendar days or more.

* Baseratings on actual employee accomplishments.
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Par. 63

63 Performance Appraisals (Continued)

C Inability to Rate

When a performance appraisal rating of record cannot be prepared at the end of the
designated appraisal period, the appraisal period shall be extended to the amount necessary to
meet the minimum appraisal period; that is, at least 90 calendar days.

Documenting Performance Appraisal

Where applicable, supervisors shall use either automated systems or AD-435's to document
the supervisor’s appraisal of the employee.

Access the FFAS intranet for guidance on the FFAS performance policy. The websiteis
http://dc.ffasintranet.usda.gov/hrd/pmmain.htm.

If using i* CAMS to document performance, supervisors must use their i* CAMS logon ID and
password. Thei* CAMS website is https://icams.usda.gov/

If ani* CAMS logon ID and password are needed, consult the Human Resources staff.
On the same i* CAM S website, click on the link for the i* CAMS self service manual to view

the i* CAM S web application procedure on how to document the performance appraisal using
i* CAMS.

64-87 (Reserved)
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Par. 88
Part 4 Administrative Procedures

88 Grievance Procedures
A Administrative and Negotiated Grievance Procedures
Grievance procedures regarding performance appraisals are covered as follows:
* administrative grievance procedures:

o 15-PM, Exhibit 4, for FFAS Federal employees
o 22-PM, Part 10.5, for CO County Office employees

* negotiated grievance procedures for FAS, FSA, and RMA bargaining unit employees
may be found in their respective bargaining unit agreement.
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Par. 89
89 Performance Plan and Appraisal Files

A Filing Documents
When applicable, the servicing personnel office and State and County Offices shall:

+ file performance work plans and performance appraisals in a separate folder labeled the
Employee Performance Folder

» keep performance work plans and performance appraisals for 5 years for SES employees
and 4 years for non-SES employees.

B Purging EPF's

Offices filing performance appraisal documents shall purge AD-435's, AD-435A"s, and
AD-435B’ s that are more than 5 years old from EPF's.

C Transferring EPF's

EPF s shall accompany the official personnel folders when these folders are transferred to
any of the following locations:

* another FSA servicing personnel office

¢ another agency
¢ another department.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 4-2



Par. 90
90 Training and Evaluation

A Performance Appraisal Training

Servicing personnel offices and State Offices shall inform covered employees of the essential
provisions in this handbook using any of the following:

e training
» informal discussions between supervisors and employees
* coverage of performance appraisal requirementsin:

USDA Employee Handbook
employee orientation material
electronic mail

other appropriate sources.

B Appraisal System Evaluation
Servicing personnel offices and State Offices shall:
* make periodic evaluations of the Performance Management System:

* through the regularly scheduled personnel management evaluation process
» when directed by the Office of Human Resources Management to ensure that:

* requirements of the law are being effectively implemented
e improvements are made as needed

* send acopy of the periodic evaluation to the Director, HRD.

Note: The KCAO servicing personnel office shall send the evaluation to the Director,
HRD, through the Chief, Personnel Division, KCAO.
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Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority

Reports
None.
Forms

Thistable lists the forms referenced in this handbook.

Display
Number Title Reference Reference
4140 Performance Work Plan Ex. 6
4140-A Opportunity to Improve
AD-435 Performance Appraisal 3, 63, 89,
AD-435A Performance Plan, Progress Review and 3,89
Appraisal Worksheet
AD-435B Performance Plan, Progress Review and 3,89
Appraisal Worksheet (Continuation)
AD-2000 Performance Plan Agreement and Appraisal
AD-2000-A | Opportunity to Improve
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Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

AbbreviationsNot Listed in 1-CM

Thistablelists all abbreviations not listed in 1-CM.

Approved
Abbreviation Term Reference
CO non-Federal County Office employees Text
EO/CR Equal Opportunity/Civil Rights 4,6,8
EPF employee performance folder 3,89
[Ex. 4, 6, 8
FLM Farm Loan Manager 3
i*CAMS Internet * Combined Administrative Management System | 63,
[Ex. 6
OoTI Opportunity to Improve [Ex. 4, 6
PT program technician 3
RIF Reduction-in-Force [Ex. 4, 6, 8
WG within-grade increase [Ex. 4, 6, 8
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Redelegations of Authority

Exhibit 1

The Administrator is responsible for establishing and directing the FFAS Performance Management
System. Thisresponsibility is redelegated as follows.

Official Receiving

Redelegating Official Redelegated Authority Reference
Administrator DAM 3
DAM e Director, HRD
* Director, KCAO

Director, HRD Chief, Performance Management, Benefits, and
Awards Branch

Director, KCAO Chief, Personnel Division

Chief, Personnel Division

Chief, Employee and Labor Relations Branch

6-24-03
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Exhibit 2
Definitions of Terms Used in This Handbook

Additional Performance Element
An additional performance element is a dimension or aspect of individual, team, or organizational

performance that is not a critical or noncritical element. Such elements are not used in assigning a
summary level.

Appraisal

An appraisal isthe act or process of reviewing and evaluating the performance of an employee
against the described performance work plan, including oral and/or written progress reviews.

Appraisal Period

An appraisal period is the period of time during which an employee’s performance will be
reviewed and a rating of record will be prepared. The appraisal period generally begins on
October 1 of each year and ends on September 30 of the following year.

Appraisal Unit

An appraisal unit is a numerical weight given the element rating. Appraisal units are used as the
basis for converting the element rating to a narrative summary rating using either of the following:

* the Decison Table on AD-435, for FSA and RMA employees
+ the Decision Table inExhibit 8] for FAS employees.

Critical Element

A critical element is;

¢ acomponent of aposition consisting of 1 or more duties and responsibilities on which the
employee is rated and which contributes toward accomplishing the goals and objectives of the
organization

* soimportant that unacceptable performance in the element would result in unacceptable
performance in the position.

Performance work plans under the 2-level (pass/fail) program only contain critical elements. This
work assignment or responsibility is of such importance that unacceptable performance on the
element would result in a determination that the employee’s overall performanceis at the “Results
Not Achieved” level.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 1



Exhibit 2
Definitions of Terms Used in This Handbook (Continued)

Customers

Customers are internal coworkers and/or external members of the public who receive various
services and/or products from Agency employees.

Decision Table

A Decision Table is used in converting the appraisal units for individual elements into a summary
rating on AD-435.

Detail
Detail isthe temporary assignment of an employee for either of the following purposes:

* perform services outside the scope of the specific position to which the employee is formally
appointed

+ perform services for, and under the direction of, an organizational unit that is not the unit in
which the employee holds the appointment.

Departure (or Interim) Rating

A departure (or interim) rating is an appraisal given to employees who have served on a
performance plan for at least 90 calendar days and the employee/supervisor relationship changes.
The interim rating is not aformal rating of record and is only to be considered when determining
the annual rating of record.

Element Rating

An element rating is the level of performance on an element that is determined by comparing
accomplishments to the performance standard.

Element rating levels for 4- and 5-tier systems are:
* “Exceeds Fully Successful”

o “Meets Fully Successful”

o “DoesNot Meet Fully Successful.”

Element rating levels for pass/fail are:

¢  “Results Achieved”
¢ “Results Not Achieved’.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 2



Exhibit 2
Definitions of Terms Used in This Handbook (Continued)

“Fully Successful” Rating

“Fully Successful” isarating for performance that is of good quality. Employee produces the
expected quantity and quality of work and meets deadlines for completing the work.

Interim (or Departure) Rating

An interim (or departure) rating is an appraisal given to employees who have served on a
performance plan for at least 90 calendar days and the employee/supervisor relationship changes.
The interim rating is not aformal rating of record and is only to be considered when determining
the annual rating of record.

“Marginal” Rating

“Marginal” isarating for performance that needs improvement to achieve the “Fully Successful”
level.

Minimum Appraisal Period

A minimum appraisal period is the 90-calendar-day period of time, or such other period of time as
established in local negotiated labor-management agreements, during which an employee must
have operated under a performance work plan and for which the employee may receive a
performance rating.

Noncritical Element

A noncritical element is a component of an employee’ s position that does not meet the definition
of acritical element, but is of sufficient importance to warrant written appraisal.

Opportunity to Improve

An opportunity to improve is awritten plan established at any time during the appraisal period
when it is determined by the Rating Official that an employee is performing at the “Results Not
Achieved” level in any element(s). It outlines the steps the employee should take to improve
performance to an acceptable level and the length of time for which it isin effect.
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Exhibit 2
Definitions of Terms Used in This Handbook (Continued)

“Outstanding” Rating
“Qutstanding” isarating” for performance of rare, very high quality.

* Employee produces an exceptional quantity of work significantly ahead of established
schedules and with very little supervision.

» Performance for each element consistently exceeds the “Fully Successful” standard.
Note: An“Outstanding” rating requires narrative documentation and other evidence.
Performance

Performance is an employee’s accomplishment of assigned work as specified in the critical and
noncritical elements of the employee’s position.

Performance Appraisal

A performance appraisal lists the performance elements, element ratings, and summary ratings
that are used to record the employee’ s rating of record.

Performance Elements

Performance elements are duties and responsibilities for which an employee is accountable and
responsible.

Performance Standard

A performance standard:

* isastatement of expectations or requirements that management expects to be achieved for
each performance el ement

* may include, but isnot limited to, factors such as quality, quantity, timeliness, and manner of
performance.

Performance Work Plan

A performance work plan is the written document that identifies the employee’s critical elements
and performance standards by which he or she will be rated. It isrecorded on AD-2000.
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Exhibit 2
Definitions of Terms Used in This Handbook (Continued)

Progress Review

A progressreview is ajoint discussion between the Rating Official and the employee regarding
the employee’ s progress toward achieving performance standards. It does not involve the
issuance of arating of record.

Rating Official

A rating official is an employee’ sfirst line supervisor or other person designated with
responsibility for establishing performance work plans, conducting progress reviews, and issuing
final ratings of record.

Rating of Record
A rating of record is the final summary rating normally issued at the end of the appraisal period

which becomes a part of the employee’s performance file (EPF) maintained in the servicing
personnel office.

Results Achieved

Results Achieved is an element rating which means performance meets expectations. Also, the
overall summary rating which equates to the Level 3, “Fully Successful,” as specified in
5 CFR 430.208(d)(2)(iii).

Results Not Achieved

Results Not Achieved is a element rating indicating performance is unacceptable, e.g. does not
meet expectations. It isalso asummary level which equatesto the Level 1, “Unacceptable,” as
specified in 5 CFR 430.208(d)(2)(i).

Reviewing Official

The reviewing official is an individual at a higher level in the organization than that of the rating
official and is responsible for reviewing and concurring in a “Results Not Achieved” rating and
resolving differences of opinion between rating officials and employees.
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Service Center Agencies

Service Center agencies are the mission areas of the Farm Service Agency, Natural Resources
Conservation Service, and Rural Development.

Summary Rating

The summary rating is awritten record of the appraisal of each critical and noncritical element and
the assgnment of a summary rating level.

“Superior” Rating

“Superior” isarating for performance of unusually good or excellent quality. Employee produces
avery high quantity of work ahead of established schedules and with less than normal supervision.

Team
A team is a cooperative unit designed to accomplish a specified mission, such as those typically
found in local offices, within organizational structures, assigned to specific tasks or projects, etc.
Team membership is not necessarily limited to a specific agency or functional unit.

“Unacceptable’ Rating

“Unacceptable” is arating for performance that does not meet established “Fully Successful”
standardsin 1 or more critical elements.
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Performance M anagement Policy
1. Purpose

The purpose of performance management is to improve individual and organizational performance,
program effectiveness, and accountability by focusing on results, service quality, and customer
satisfaction, and by aligning standards and elements with organizational goals and strategic plans.

2. Background

In September 1995, the Office of Personnel Management deregulated performance management,
giving agencies the flexibility to redesign their current programs using summary rating patterns from
two to five levels. In order to research, evaluate, and recommend program changes based on the new
flexibilities, a project team of employees from al Service Center Agencies, including union
representation, was formed in July 1997.

The development team concluded from its research that the two-level summary rating pattern, with
the flexibility to add nonrated team performance components as developmental tools, would meet
most of the needs for the Service Center Agencies. According to OPM, agencies using the two level
pattern report that it decreases favoritism, increases equity and consistency in ratings, eliminates
rating inflation, reduces employee complaints and grievances, improves credibility, eliminates
automatic connection between ratings and awards, reduces paperwork, and focuses on actual
performance and performance improvement.

The March 2000 collective bargaining agreement between FSA/RMA and AFSCME Local 3925
specifically alows for atwo-tier rating pattern, and in CY 2000 both FSA and RMA elected to
implement the Two-Level Performance Appraisal System for Washington, D.C. headquarters
employees.
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3. Legal Authorities That Govern Performance M anagement

USDA Performance Management System established on June 12, 1996
Chapter 43 of Title 5 of the U. S. Code

Title 5, Code of Federa Regulations, Part 430

Title 5, Code of Federa Regulations, Part 432

AFSCME Local 3925 Contract, Article 23

4. Effective Date

The effective date for this policy is October 1, 2000, for Washington, D.C. headquarters employees,
however, implementation began January 1, 1999, in nonunionized field locations.

5. Definitions
a. Additional Performance Element. A dimension or aspect of individual, team, or organizational

performance that is not a critical or noncritical element. Such elements are not used in assigning a
summary level.

b. Appraisal. The act or process of reviewing and evaluating the performance of an employee
against the described performance work plan, including oral and/or written progress reviews.

c. Appraisal Period. The period of time during which an employee' s performance will be reviewed
and arating of record will be prepared. The appraisal period generally begins on October 1 of
each year and ends on September 30 of the following year.

d. Critical Element. A component of a position consisting of one or more duties and responsibilities
on which the employee is rated and which contributes toward accomplishing the goals and
objectives of the organization. Thiswork assignment or responsibility is of such importance that
unacceptable performance on the element would result in a determination that the employee's
overall performance is at the “Results Not Achieved” level. Performance work plans under this
two-level program only contain critical elements.
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5. Definitions (Continued)

e. Customers. Internal coworkers and/or external members of the public who receive various
services and/or products from Service Center Agency employees.

f. Element Rating. The level of performance on a critical element which is determined by comparing
accomplishments to the performance standard. Element rating levels are: “Results Achieved” and
“Results Not Achieved”.

g. Minimum Appraisal Period. The 90-calendar-day period of time, or such other period of time as
established in local negotiated labor-management agreements, during which an employee must
have operated under a performance work plan and for which the employee may receive a
performance rating.

h. Opportunity to Improve. A written plan established at any time during the appraisal period when
it is determined by the Rating Official that an employee is performing at the “ Results Not
Achieved” level in any element(s). It outlines the steps the employee should take to improve
performance to an acceptable level and the length of time for which it isin effect.

i. Performance Standard. The management-approved expression of the performance, threshold(s),
requirement(s), or expectation(s) that must be met to be appraised at a particular level of
performance. A performance standard may include, but is not limited to, quality, quantity,
cost-efficiency, timeliness, and manner of performance.

j. Performance Work Plan. The written document that identifies the employee's critical elements
and performance standards by which he or she will be rated. It is contained on AD-2000,
Performance Plan Agreement and Appraisal. See paragraph 11 of this exhibit for an example of
AD-2000.
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5. Definitions (Continued)

K.

Progress Review. A joint discussion between the Rating Official and the employee regarding the
employee' s progress toward achieving performance standards. It does not involve the issuance of
arating of record.

Rating of Record. The final summary rating normally issued at the end of the appraisal period
which becomes a part of the employee’ s performance file (EPF) maintained in the Servicing
Human Resources Office.

Rating Official. An employee'sfirst line supervisor or other person designated with responsibility
for establishing performance work plans, conducting progress reviews, and issuing final ratings of
record. Typically, the Rating Official resides in the same agency as the employee being rated.

Results Achieved. Element rating which means performance meets expectations. Also, the
overall summary rating which equates to the Level 3, “Fully Successful,” as specified in
5 CFR 430.208(d)(2)(iii).

Results Not Achieved. Element rating indicating performance is unacceptable, e.g., does not
meet expectations. It isalso asummary level which equatesto the Level 1, “Unacceptable,” as
specified in 5 CFR 430.208(d)(2)(i).

Reviewing Official. The individual responsible for reviewing and concurring in a*“Results Not
Achieved” rating and resolving differences of opinion between rating officials and employees.

Service Center Agencies. The mission areas of the Farm Service Agency, Natural Resources
Conservation Service, and Rural Development.

Team. A cooperative unit designed to accomplish a specified mission, such as those typically
found in local offices, within organizational structures, assigned to specific tasks or projects, etc.
Team membership is not necessarily limited to a specific agency or functional unit.
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6. Acronyms

EO/CR - Equal Opportunity/Civil Rights
EPF - Employee Performance Folder
OTI - Opportunity to Improve

RIF - Reduction-in-Force

7. Formsand Records
a. Appraisal Forms. Performance work plans containing progress reviews and performance ratings

conducted under this program must be recorded on AD-2000, Performance Plan Agreement and
Appraisal.

b. Opportunity to Improve (OTI). An OTI isdeveloped and documented on AD-2000-A,
Opportunity to Improve. See paragraph 10 b (3) of this exhibit for discussion of performance at
the “Results Not Achieved” level and also for the form.

c. Records. Inaddition to the procedures set forth in 5 CFR Part 293, the following procedures
govern the establishment and maintenance of performance records.

(1) All records must meet the requirements of 5 CFR Part 297 as well as any Departmental
provisions of the Privacy and Freedom of Information Acts.

(2) Additional performance elements that are developed between a supervisor and employee and
are not considered part of the rating are not to be submitted to the Human Resources Office,
but are to be maintained by the supervisor and employee.

(3) Ratings of record and the performance work plans on which the ratings are based must be

filed in the Employee Performance Folder (EPF) for the most recent 4 years. Ratings older
than 4 years are not retained in the EPF.
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7. Formsand Records (Continued)
(4) When the EPF of an employee is sent to another Servicing Human Resources Office in the
employing agency, to another agency or department, or to the National Personnel Records
Center (NPRC), the “losing” Servicing Human Resources Office shall include in the EPF the
three most recent ratings of record received during the preceding 4-year period. Also, the
“losing” office will purge from the EPF all ratings of record and work plans that are more than
4 yearsold.
8. Responsbilities
a. Agency Heads are responsible for:
(1) Tailoring Departmental policy to meet the individual needs of the Agency.
(2) Assisting in resolving concerns at the lowest possible level.
b. The Servicing Human Resources Office is responsible for:
(1) Providing technical and operational support and advice to the rating officials to help them
administer the performance management program in a manner consistent with applicable laws,

rules, and regulations.

(2) Ensuring that performance work plans and ratings of record are maintained in the Servicing
Human Resources Office in accordance with the requirements in 5 CFR Parts 293 and 297.

(3) Providing training on the performance management program and their responsihilities.

(4) Assisting in resolving concerns at the lowest possible level.
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8. Responsbilities (Continued)

c. Reviewing Officials are responsible for:

(1) Reviewing and concurring in a“results not achieved” rating.

(2) Resolving differences between employees and rating officials concerning ratings and adjusting
ratings when necessary.

(3) Assisting in resolving concerns at the lowest possible level.

d. Rating Officials are responsible for:

(1) Timely informing employees of the overall mission, objectives, goals, plans, and activities of
the Agency and work unit and the employee’' s related duties and responsibilities.

(2) Providing feedback to the employee through ongoing communication and actively listening
and considering feedback from the employee and customers.

(3) Providing the employee the opportunity to participate in the development of performance
work plans.

(4) Providing employees with written performance work plans which identify the critical elements
related to their specific duties, responsibilities, and expected levels of performance.

(5) Conducting and documenting quarterly but no less than semi-annual reviews.

(6) Completing performance ratings which include evaluating and documenting employees’ actual
accomplishments and determining summary levels.

(7) Recommending personnel actions and/or training, as necessary, based on the employee's level
of performance in relation to the performance standards and elements.

(8) Addressing concerns at the lowest possible level.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 9



Exhibit 4
(Par. 2)

2-Tier (Pass/Fail) Performance M anagement Proceduresfor FSA National Officeand RMA,
Except KC (Continued)

8. Responsbilities (Continued)

e. Employees are responsible for:

f.

(1) Communicating with the supervisor throughout the appraisal period.

(2) Participating in the development of performance work plans and measurable performance
standards.

(3) Assuring that they have a clear understanding of their rating official’ s expectations and
reguesting clarification when necessary.

(4) Assisting in identifying training needs to enhance performance.

(5) Managing performance to achieve expectations and bringing to the rating official’ s attention
circumstances that may affect achievement of standards.

(6) Participating in discussions of individual performance.

(7) Actively listening and considering feedback with an open mind.

(8) Providing input on accomplishments.

(9) Improving those aspects of performance identified as needing improvement.
The roles of Union Officials are:

(1) Assisting management and employees to ensure that the program is administered consistent
with negotiated labor-management agreements.

(2) Assisting in resolving concerns at the lowest possible level.
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9. Coverage

This program covers al headquarters bargaining unit employees of the Farm Service Agency (FSA)
and Risk Management Agency (RMA). {FSA management has extended this policy to all
nonbargaining unit employees in headquarters and RMA management has extended this policy to all
nonbargaining unit employees in Washington and at all Compliance and regional offices, except
Kansas City. Schedule C employees are covered by this program but are not afforded any rights as
established by 5 USC 4303.}

Excluded from coverage are those employees expected to be employed for less than 90 days;
non-Federal employees, and those persons employed in the Senior Executive Service.

10. Policy

It isthe policy of the FSA and RMA that, within the framework provided by this program, individual
and organizational goals will be communicated to employees, individual responsibility for
accomplishing team and organizational goals will be identified, employees will be provided feedback
regarding performance, performance will be evaluated and improved, and performance results will be
used as a basis for appropriate personnel actions. All participants in this process should expect to be
held accountable for accomplishment of their performance management responsibilities as identified in
this directive.

Communication between the rating official and the employee is essential throughout this process.
Rating officials and employees should work together to jointly clarify how competencies apply within
the work environment so that there is a common understanding about the expectations for
performance. In addition, there should be a discussion of the goals of the individual work unit and
the employee’ s involvement/contribution to unit goals for the upcoming year. In developing
performance plans, rating officials must seek the input of employees before the plans are
implemented. Employees shall be provided a minimum of 5 workdays to submit their comments and
recommendations to their supervisors. The Rating Official is ultimately responsible for setting
performance elements and standards.
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10. Policy

a. Planning Performance

Planning performance is the process of developing performance work plans that align individual
performance with organizational goals. Focus must be placed on accomplishments (i.e., end
results) rather than on activities. The Office of Personnel Management developed an eight-step
method to assist organizations in developing performance plans with this emphasis. Seethe
Quick Reference for Developing Employee Performance Plans that Link to Organizational Goals,
at http://dc.ffasintranet.usda.gov/hrd/performa.htm that outlines this process. This reference may
be consulted when developing performance work plans.

(1) Performance work plans are developed on AD-2000, Performance Plan Agreement and
Appraisal. Work plans document progress reviews and specify the elements and the standards
on which the employee will be rated.

(2) Performance work plans under this two-level program only contain critical elements as
required by the Office of Personnel Management. A performance work plan must contain at
least two but no more than atotal of five critical elements. Elements must be rated within the
context of an employee’ s position and grade level.

(a) Critical elements are work assignments or responsibilities of such importance that
unacceptable performance in the element would result in a determination that the
employee's overall performance is unacceptable.

(b) The elements should be based on organizational goals, strategic plans, position
descriptions, and internal and external customer needs. Whenever possible, similar
positions should have like standards.

(c) Sources of feedback on employee performance related to a critical element must be
substantiated and documented. |f such feedback is used in the rating of record, employees
shall have an opportunity to review the documentation and comment on all outside
feedback provided to the supervisor prior to the rating of record.

(d) Critical elements must be based solely on the individual performance of the employee.
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10. Policy (Continued)

(e) Standardized (generic) performance elements have been established and are available for
use in developing performance work plans. The standard elements may be used asiis, or
with clarification, or up to 3 new elements may be developed, as appropriate.

I Timeframes and appropriate procedures, when referenced in elements, are derived
directly from applicable regulatory guidelines, procedural guides, and/or agency
program instructions, etc. Thisis so that the standard does not become too
cumbersome and lengthy as was the case with past performance management
programs.

i When timeframes, quantity, quality, or cost-effectiveness need to be more specific or
expanded from the standards provided, this may be (a) documented on an additional
sheet and attached to the performance plan; (b) referenced to one of the blank
numbered blocks located after the standardized elements; or, if possible, (c) placed
directly in the block with the element.

Any elements needing additional clarification will be further defined in writing by the
rating official in one of the manners described in the previous paragraph. A copy must
be given to the employee at the beginning of the appraisal period along with a copy of
his or her performance work plan.

il Employees and rating officials may choose applicable elements by placing a checkmark
in the appropriate block.

iv Rating officials may also write specific performance elements in the blank spaces
provided at the end of the standardized elements.

v All employees must have at least one job-specific performance element which may
include supervisory responsibilities, the individual’ s contributions to team
accomplishments, execution of duties, etc., or an element may be specifically written
for this purpose in the blank numbered blocks provided at the end of the standardized
elements.
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10. Policy (Continued)

vi A mandatory EO/CR element, Element 9, isrequired as a stand-alone element for all
rating officials.

vii Employees who are not rating officials must also have a stand-alone EO/CR element -
Element 10.

(3) Additional performance elements provide another tool for communicating performance

expectations important to the organization. However, they are not appropriate for inclusion
in the performance work plan as critical elements and will not be used in assigning a summary
level. They allow employee performance plans to communicate a fuller picture of the
performance that is expected. Additional elements are to be provided separately in a format
best suited for the element. Team performance objectives where overall team
accomplishments are being monitored and evaluated is one example. (Remember, only the
individual contributions to the team, Element 12, can be evaluated under the performance
work plan.)

(4) Standards should focus on accomplishments -- results, service quality, teamwork, and

customer service. Standards should be established:
(a) within 30 days of the beginning of an appraisal period; or
(b) within 30 days of appointment, reassignment, promotion, detail for more than the

minimum appraisal period, or when the duties of the position are substantially changed
during the established appraisal period.

(5) The employee and rating official sign and date the performance work plan indicating that it

6-24-03

has been discussed and the employee has had the opportunity to obtain a clear understanding
of expectations. The employee is provided a copy of AD-2000 and any additional clarifying
information.

Wherethereisdisagreement asto the content of performance eementsand standards,
therating official’s decision prevails. If the employee refuses to sign the performance work
plan at the beginning of the appraisal period, the supervisor should note thisin the employee's
signature block. The date the plan was discussed with the employee and implemented should
also be noted accordingly. Lack of the employee’ s signature and date on the performance
work plan does not negate implementation of the plan.
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10. Policy (Continued)
(6) At the time the performance plan is developed, the employee also indicates knowledge and
understanding of the standards of conduct (ethics regulations) and acknowledges that
questions have been answered to their satisfaction by initialing the appropriate block.

(7) The substance of elements and performance standards cannot be grieved.

b. Monitoring and Appraising Performance

The employee and rating official will meet periodically throughout the appraisal period to provide
feedback relating to performance. This will be accomplished through progress reviews and
performance ratings.

(1) Progress Reviews

() Regular and open communication between supervisors and employees is vitally important
in any performance management system, and particularly in atwo-tier performance
appraisal system where all elements rated are critical elements.

(b) Rating officials are responsible for initiating communication with the employee about
actual performance and ensuring progress reviews are held. Open dialog between the
employee and the rating official is crucia during these discussions.

(c) Progress reviews should be held quarterly, but no less than semi-annually, and such
reviews will be documented in writing.

(d) Therating official is encouraged to make written comments concerning the employee’s
performance on AD-2000 at the time of the progress review. The purpose of the written
comments is to provide for amore formal identification of the employee’s performance in
relation to the performance work plan. Employees are encouraged to provide written
comments on the form at thistime, also. The employee and the rating official initial and
date the appropriate blocks to indicate the discussions were held.
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10. Policy (Continued)

(e) If aprogress review isnot conducted, the employee has the option of contacting the rating
official to inquire of the status. If the progress review is still not held, the employee may
seek assistance from the second level supervisor (usually the reviewing official).
Bargaining unit employees may also seek assistance from their exclusive representative.
The purpose of thisis to encourage resolution at the lowest possible level, make
employees more responsible in their own performance, and to encourage employee
involvement and participation.

(f) Failureto conduct a progress review may be grieved; however, the outcome of a progress
review may not be grieved as no official rating is given.

(2) Ratings of Record

(a) A rating of record isthe final rating issued at the end of the appraisal period and it
becomes a part of the employee’ s performance file (EPF) maintained in the Servicing
Human Resources Office. A rating of “Results Achieved” or “Results Not Achieved” is
assigned to each element at this time, as well as the overall summary rating.

(b) A performance work plan must be in place for the minimum appraisal period (a minimum
of 90 calendar days) and normally no longer than 15 months for a rating of record to be
conducted.

(c) Normally, the rating of record isissued for the appraisal period ending September 30.
i Performance discussions and ratings will occur at the time of each position and/or
supervisory change provided the employee has served under standards for the

minimum appraisal period. This rating must be provided to the gaining supervisor to
be considered at the time the rating of record is issued.
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10. Policy (Continued)

Details and Temporary Promotions. At the conclusion of a detail or temporary
promotion, the rating official to whom the employee was detailed will document
the employee’ s accomplishments and forward the information to the employee’s
permanent supervisor. This guidance applies to any employee detailed within
USDA. When an employee is detailed outside the Department, the permanent
supervisor should make a concerted effort to obtain information regarding the
employee's performance prior to completing the annual performance rating of
record.

Supervisory Change. Each individual who supervised the employee for 90 days or
more during the appraisal period should discuss the performance with the
employee, prepare feedback comments, and forward them to the current rating
official.

Position and Supervisory Change. When an employee who has occupied a
position for at least 90 days leaves that position, the supervisor or rating official
should prepare feedback comments on the employee’ s performance and forward
them to the new supervisor/rating official.

Position Change Without a Supervisory Change. When an employee changes
position, but retains the same supervisor (e.g., the employee was promoted or
reassigned within the same organization), the supervisor should prepare written
documentation of the employee's performance. This information must be
considered in the employee’ s rating of record.

i All employees must be issued arating of record annually. Employees who have not
served under established standards for the minimum appraisal period must have the
timeframe extended to meet this requirement. Once the minimum appraisal period has
been completed, arating of record must be issued.

6-24-03
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10. Policy (Continued)

(d) Anoveral summary rating of “Results Achieved” indicates that the employee has met the
performance expectations for each element. “Results Achieved” performance equates to
the Level 3, “Fully Successful”, as specified in statute.

An overall summary rating of “Results Not Achieved” means that the employee has not
met performance expectations for one or more element(s) and constitutes unacceptable
performance. “Results Not Achieved” performance has the same meaning and effect as
“Unacceptable”, Level 1, as used in law and regulation.

I “Results Achieved” performance requires no written comments by the rating official.
It requires signature by only the rating official and the employee; there is no need for
the signature of the reviewing official or anyone above the level of the rating official.

il “Results Not Achieved” performance requires mandatory written comments to be
attached to the performance work plan and must be signed by the rating official and
the reviewing official prior to presenting to the employee for signature. See
paragraph 10 b (3) of this exhibit for further guidance on this level of performance.

The employee s signature indicates receipt of therating; it does not represent
agreement with therating. If the employee refuses to sign the rating of record, the
rating official should note thisin the appropriate block and indicate the date the rating
was issued.

(e) Ratings of record may be grieved and shall be handled under the administrative grievance
procedure or applicable negotiated grievance procedure.

(3) “Results Not Achieved” Performance

(a) Rating officials shall discuss and consider reasonable means by which to assist employees
in improving performance. Such assistance may include training, closer supervision,
revision of assignments, coaching, etc.
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10. Policy (Continued)

(b) If, however, at anytime during the appraisal period one or more element(s) is found to be
at the “Results Not Achieved” level, the employee should be placed under an officia
opportunity to improve (OTI1). The purpose of an OTI isto provide the employee a
reasonable opportunity to improve performance to the acceptable “ Results Achieved”
level before the employee receives an official rating of record. Employees must be given
an OTI, and must fail that OT]I, before they can receive an official rating of record of
“Results Not Achieved”.

(c) AD-2000-A, Opportunity to Improve, will be completed jointly by the rating official and
employee with the technical assistance of the Servicing Human Resources Office. 1t will
be signed by the rating official and the employee indicating receipt and implementation of
the plan. The employee’'s signature is not required, however, to implement the plan. See
paragraph 12 of this exhibit for an example of AD-2000-A.

Components of the plan consist of:

I Thelength of time for which it isto be in effect. The duration will be determined by
considering:

» thetype of position for which the OTI is being prepared,
* thetypes of improvement needed,

» theamount of reasonable time necessary to demonstrate the acceptable
performance (but no less than 60 days), and

» applicable negotiated labor-management agreements.

i The element(s) in which performance is unacceptable, specific deficiencies, and
required improvement to raise performance to the “Results Achieved” level.

ili - The support/assistance to be provided to the employee.
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10. Policy (Continued)

iv The frequency of follow-up reviews. In determining the frequency of reviews,
consideration should be given to the length of the OT1. Upon completion of each
follow-up review, the rating official and employee will initial and date in the
appropriate block of AD-2000-A.

v Thefinal review will state whether performance meets or does not meet expectations.
If it does not meet expectations, then the rating official must provide written
comments supporting this determination. The rating official will contact the Servicing
Human Resources Office to determine further action necessary, i.e., reassignment,
demotion, or removal.

(d) Employees who improve their performance to the acceptable level during the improvement
period must sustain acceptable performance.

I Should the employee’ s performance return to the unacceptable level in the same
element(s) within 12 months from the commencement date of the improvement period,
a performance-based adverse action (i.e., demotion or removal) or other alternative
action (i.e., reassignment) may be proposed without the benefit of an additional
improvement period.

it Should performance fall to the unacceptable level in a different element(s) during this
12-month period, the employee must be given another improvement period for this
element(s).

(e) Prior to the implementation of this policy (October 1, 2000, for FSA (headquarters) and
RMA employees), administrative actions initiated against employees whose performance
has been determined to be unacceptable as defined under 5 USC 4303 shall continue to be
processed under applicable procedures.
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10. Policy (Continued)

c. Linkage of Ratings of Record to Other Personnel Actions

Personnel decisions are made on the basis of merit with appropriate consideration of employee
performance. All judgments about performance must be fair and equitable and may not be based
upon nonmerit factors such as sex, race, color, national origin, religion, personal favoritism, age,
marital status, political affiliation, sexual orientation, mental or physical disability, or other
nonmerit reasons.

(1) Within-Grade Increases (WGI). Employees may be granted WGI’ s when the current level of
performance and most recent rating of record are “Results Achieved”. When aWGI decision
is not consistent with the employee’s most recent rating of record, the rating official should
contact the Servicing Human Resources Office to determine what further action is necessary.

(2) Promotions. No employee shall receive a promotion unless the most current rating of record
is“Results Achieved”. Rating officials and employees should be aware, however, that a
“Results Achieved” rating is not the only criteria for promotion.

(3) Training and Development. The performance appraisal process may be used as a basis for
identifying the training needs of employees. Additional performance elementsare
particularly useful for this purpose.

(4) Reduction-in-Force (RIF). Annual ratings of record are used to establish service credit and
retention standing for RIF purposes. An employee will not be assigned a new rating of record
for the sole purpose of affecting retention standing. To provide adequate time to properly
determine an employee’ s retention standing prior to a RIF, ageneral or specific RIF notice
will specify the date after which no new rating of record will be given that could be used to
determine retention standing.
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10. Policy (Continued)

(5) Retention Standing. According to Departmental policy (as contained in Personnel Bulletin
No. 351-1, Reduction in Force) the crediting of performance ratings issued on or after
October 1, 1997, is subject to Office of Personnel Management (OPM) regulations on
whether all the ratings within the competitive area were issued under a single rating pattern.

(a) Ratings issued under multiple (or different) rating patterns. Where these ratings do not
conform to a single rating pattern, the following crediting plan will be used to determine
the yearsto be credited. The following table uses the years to be credited for RIF
purposes, unless otherwise negotiated by a union.

No. of Level 1 Level 2 Level 3 Level 4 Level 5
Rating Summary |(Unacceptabl | (Marginal | (Fully Successful | (Superior |(Outstanding
Pattern | Rating Levels | eor equiv.) | or equiv.) or equiv. or equiv.) or equiv.)
A 2 levels 0 N/A 16 N/A N/A
B 3levels 0 N/A 13 N/A 17
C 3 levels 0 N/A 13 17 N/A
D 3levels 0 0 17 N/A N/A
E 4 levels 0 N/A 12 15 18
F 4 levels 0 0 14 N/A 18
G 4 levels 0 0 14 17 N/A
H 5 levels 0 0 14 16 18

Note: N/A means “not applicable” to thisrating pattern, i.e., thislevel is not used in this
pattern.

The numbers represent the number of yearsto be credited for arating at that level and
under that pattern.
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10. Policy (Continued)

(b) Ratings within the same pattern. Where all ratings within the specified 4-year period and
competitive area are in the same rating pattern, the OPM provision for using the pattern of
crediting 20 years of service for alevel 5 rating (Outstanding), 16 years service credit for a
level 4 rating (Superior), and 12 years for alevel 3 rating (Fully Successful) will be used.
Thisprovision isalso used for all ratingsissued before October 1, 1997, regardless of
the rating pattern used. For complete guidance on RIF procedures, contact HRD or
KCAO, PD.

(6) Quality Step Increases (QSI's). QSI’s may be granted to employees who demonstrate
sustained performance of high quality significantly above that expected at the “ Results
Achieved” level. Procedures and criteriafor nominating and approving QSI’s are covered in
the Employee Recognition Policy website
http://dc.ffasintranet.usda.gov/hrd/EM PRECFN2.pdf.

(7) Other Employee Recognition. Work accomplishments may be recognized under the
Employee Recognition Policy and in Article 26: Employee Recognition and Awards in the
March 8, 2000, union contract.)

d. Program Evauation

Ongoing evaluation of the performance management program will be conducted by FSA and
RMA in order to identify continuous improvement opportunities and to make adjustmentsin
overal policy. Evaluation of overall organizational results, employee satisfaction, and consistency
with mission objectives will promote the continued enhancement of a performance management
program supportive of critical organizational results.

The two-level summary rating system will be reviewed annually by a written survey (to include
web-based means) of al FSA/RMA headquarters personnel during itsfirst two years of operation.
Survey questions will be developed jointly by a labor/management committee, and will give
employees the opportunity to comment on the two-tier appraisal system and recommend
improvements. A comprehensive evaluation of the two-level program, including focus groups as
well as awritten survey (to include web-based means), will be made by the end of its third year of
operation.
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11. AD-2000, Performance Plan Agreement and Appraisal

The following is an example of AD-2000.

REPRODUCE LOCALLY. Include form number-and.date on alf reproductions:

AD-2000 Uniited States' Départment.of Agriculture
(09-27-00)

Performance Plan Agreement-and Appraisal

[Privacy Act Notice: Submission of information ismandatory.. Failiire 10 provide information will prohibit. data collection required by the
Office of Personniel Management.

1. EMPLOYEE'S NAME 2: RATING PERIOD

FROM: TO:

3. TITLE/SERIES/GRADE 4. AGENCY/DIVISION 5. SOCIAL SECURITY-NUMBER

FORMANCE: PLAN

6. CRITICAL RESULTS. (Check (s a miinimirm of 2/ maximum of S:applicable elenients.)

Note:  The narrative statements deseribe the "Results Achieved" level.of performance. Where.applicable, quantity, quality, and timeliness-are: derived directly from
appropriale ugency reguldlions, policies; instiuctiony, work plans ¢ other guidelines: IL1io-guidelines exist Turther cluiificalion willbie provided by the rating
official. These-elements are to.be used by employees-and supervisorsto develop.performance plans. They. may be used as-is, with firther clarification, orup te
three:new elements may be developed, as appropriate. All employees must have at least one jobrspecific element (see two-level performarce appraisal system
policy part 10-A-(2)-(e) (¥)):

Results Results
Achieved| Not-Achieved
Element #1 - Exccution of Dutics: Cormnpletedwork-assi arg irra timely manner, assuring a:quality of work that
meets the needs of the: orgammtmn Appmprmte work methods are selected for the develupment of wark pruducts Work products
dofiot require substaritive e T with app le agenc id, litig:tire-

frames. Further clarification. as needed

|:| Element:#2 - Commurications: Oraland-vriller commuricalions are clear, vorrect, tmely, and presented in un underslandable
maniner: Supervisor and cowoikers are inforned of issues and problems when necessary: Information and guidance provided is
timiely and corréct. Further clarification, as needed:

l:l Element#3 - Supervision: Work-is assigned ina fair and effective tanner. Technical guidanee to subordinate staffis-givenina
timely mariner. Performarice management is-implemented in accordance with procedure. Issues; concerns; or problems are handled
promiptly and fairly. Tothe extent possible, staff'is properly trained and complies: with occupational hiealth:and safety programs.
Managément decisions are supported-and implemiented within‘appropriate time-frames. Furthér clarification. as needed:

‘:’ Element #4 - Team Leadership: Routinely leads individuals and team members toward-specific-goals.and
Accomplishmierits, Providés encouragement, guidance; and direction s neéeded: Adjusts style w-fit sitation. Delegutes
appropriate authority in an ¢ffective manfier: Coordinatés functions of the team members. Demonstrates a sincere interest
‘incmployees' activitics, -abilitics, ct¢. Further darification, as needed.

Tha U5, 7 CSDA] prohibils di inell Tiles or lye bagis of ace, color, nalaial oG, GenGer, 3lgion, ags, disa bily, polical balats, sexusl-oneniaan,
i statiis- (Not i io-all progrars,) -Persons with disabiities Wno r2quite altemative means. o reommipication of progrer, infsrmafion (Braile, large prit, audiotape, efe;,

snoud contect USCA's TARGET Center &t (202)720-2600-(voice and TDD). To file a-complaint of tisciimingtion, write.-USDA, Dicectsr, Office of Civil Aighis, Roowi 326:W, Whitien Biuiing, 14001ndependence
Avenus, SW, Washngion, 9.0, 20250-9410 or-call (202, 7 20-5964:vorce or TOD). USDA s an equal opportunity providerand smpleyer

6-24-03 5-PM (Rev. 10) Amend. 1 Page 24



Exhibit 4
(Par. 2)

2-Tier (Pass/Fail) Performance M anagement Proceduresfor FSA National Officeand RMA,
Except KC (Continued)

11. AD-2000, Performance Plan Agreement and Appraisal (Continued)

= 227:00) age 2 of
AD-2000 (0g-27:00 Pgserd
Results Results
Elements Achieved | Not Achieved

]

Elémeént #5 - Program Management: Manages program(s) resolvirig issucs and problcms within the cmployc s confrol. Moriitors
all aspects of program(s) for-quality; eff Program plans and guidance are responsive to.objectives and
requirements. of the Agency. Policy instructions arefapproprmte ly 1ssued andare accurate. Evaluates effectiveness of work and adjusts
plans-accordingly. Further clarification, as needed:

Flement #6 - Special Projects: Special projects are:regnlarly-compléted on'time in'a competent, accurate, and therongh:manner.
Completed projects. comply with regulations and procedures. Speeial projects are completed independently, or reflect research and
collaboration with others:as required. Further clarification. as-needed:

#7 - Research and Analysis: Thoroughly and accurately researches issues:in a timely manner, using available reference

sources (€., USDA manuals, or applicable law or regjilati Makcs't Iationis or decisions bascd oii availabl
id Further clarification; as nceded:

Element #8 -:Customer Service: Routinely displays courteous and tactful behavior. Projects.a positive and proféssional image:of
USDA. Provides advice that i3 timely, responsive.-and accutate. Maintding 4ppropriate. rapport with internal and extérnal customers.
Develops-dnid establishies workirig relalionistips with €xterital urganizalions ay required: Keeps Supervisor and/ut learn leader
informed of difficilt and/oi controversial issues and unique problems. Takes action to-effectively solve problems before tlicy have an
adycrsc impaet-on the.organization or other employces. Further clarification as needed:

Elemeént#9 - Equal_Opportunity & Civil Rights: (Mandatory for all:supervisors and managers). ‘Performs all duties ina
manner which consistently demonstrates fairness, cooperation, and respect toward coworkers; office visitors, and:all-others.in the.
performarice of official business. Demonstrates-an awareness of EQ/CR-policies and tesponsibilities of Agency-and Departmental
goals'of working to-employ and -devélop-a divérse, yet unified workforce._Further darification; asneeded:

Element #10 - Equal -Opportunity & Civil Rights: (] 'y-for all non-supervisory emp! ). Performs all duties ina
mraniner which conisislently demonsirates fuirness, cooperation, and respect loward toworkers, office-visitors, and all-others i the

performance of official business. Demonistrates an-awarcness.of EO/CR policies and responsibilitics of Agency and Departinental
goals-of valuing a diverse; yet unified workforce. ‘Furthei clarification, as needed:

Klemerit #11 - Reésource Management: Noritors al funds-and i and dceurdte recotds of expenditures:
Routinely miilizes resources‘in‘an efficient and effective’ manngr. Ensures that funds, properly and othet resources.are guarded against’
waste, 10ss; unauthiorized use, and misapproptiation, Further clarification, as needed:
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11. AD-2000, Performance Plan Agreement and Appraisal (Continued)

AD=-2000 (s:27-00

Page 3 of 4

Results
Elements Achieved

Results
Not Achieved

]

Elémeént #12 - Individual Contributions to the Téam: Ordinarily displays dependability and reliability. Promotes:open
communication. Centributes-creative ideas.and actively participates in team meetings.resulting.in added.value to the-team’s products
and services. When problems arise, explores causes and assists:in resolvingthem. Works with team members to appropridtely

impl. decisi Isusnally:of inded to:new.ideas and approaches in implementing the team’s goals; Willing:accepts’and
acts on:constructive critieism: Eurther clarification, as needed:

]

Note:

I:‘ Element #13 -
I:l Tlement #14-
Element #15 -

PART Il - PROGRESS REVIEWS

Regular and open communication between supérvisors and-employees is vitally importarit in‘any performarce management systein,. and particularly in a-two-tier
systern where_all elements rated are crifical elements. Progress Teviews should be held quartérly, but noless than semi-atinially, dnd such reyviews will be
documented in writing.  Date of reviews, initials-of employee and rating official and comments must be provided for-each review. (Provide-any.additional

comments as an-atiachment).

DISCUSSION TOPICS FOR USE IN PLANNING PERFORMANCE AND CONDUCTING PROGRESS REVIEWS

Employeé’s performance on primary responsibilities/pricrities in the past year.
srevise performance work plan-for the coming year, as necessary

» relationship to overall work unit-objectives

Employee’s strengths and areas for growth

Barriers toeffective work performance and jobsatistaction

Employee’s development (over the past year; future needs for current job; long-term career goals-and developmental

needs to .achieve them)

Possible work:process. improvements

Whether-employee continues-to grow to:meet. future needs and demands of the-changing environment

Employee’s . feedback/constructive suggestions:for supervisor

Arnylling else e emnployee o supervisor would like (o dddress
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11. AD-2000, Performance Plan Agreement and Appraisal (Continued)

AD-2000 (09:27-00) Paged of 4

7. RATING OFFICIAL'S COMMENTS

1 Quaiter

2" Quater

3" Quarter

4" Quarter

8. EMPLOYEE’'S'COMMENTS

1* Quarter

2" Quarter

3" Quarter

4" Quarter

Meeting Date|

Employee’s nitials|

Rating-Official’s Initials|

PART Il - SUMMARY RATING

DRESULTSACHIEVED |:|RESULTS NOT ACHIEVED *

* A “Results not Achieved” rating requires explanation. Provide additional-comments as.an attachment.

PART IV - CERTIFICATION

Note:. Employee’s signature certities review and discussion with the Rafing Official.. Ti-does not necessarily mean that the employ ee-concurs with the information on this form.

9. PERFORMANCE PLAN (Sigr when plan:is established) 10.. SUMMARY RATING (Sigh when rating is.compizted)
9.a. Employeg’s Signature i9b. Dafe 10'a. Employee’s-Signature 10b. Date.
9c. Print' Name of Rating Official 10.c. Print Name of Rating Official
9d. Signature of Rating Official 9 €. Dale 10-d. ‘Sighature.of Rating Official 510 g. Date
Of. Thave veviewed the standards of conduct and have had any questions aiswered  [10f. Name of Reviewimy Official (required for. g

by iy satisfaction. :(Employee initial appropriaie block below;) rating-of “Results Not Achieved”)

e ] o]
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12. AD-2000-A, Opportunity to Improve

The following is an example of AD-2000-A.

REPRODUCE LOCALLY . Include form number and date on alf reproduclions.
AD-2000-A United States Department.of Agriculture.
(06:06:01)
OPPORTUNITY TO IMPROVE {OTI}
This-form documents a-plan for.required performance improverment when performance does nct imeet ions (i.e;, thé "Results Achieved™ level). It lists Specific examples of the-specific. deficiencies and
the- requir . 10 bring performance to the "Results A\chieved" level. Additional darifying-inforration, if:provided, must e specifiedtin, or attached to, this pian.
1: EMPLOYEE'S NAME 2,-POSITION 3. ACENCGY/DIVISION
4. COMMENCING DATE 5. ENDING DATE 6. PLAN DURATION ‘Wo. of Days)
PART A PRO P
7. Elements 8. Deficiency (les) (Cite specifics) 9. Required Improvemant
The: us partm= oA USDAl oliiots jonin.af actifes ort e bess oF e, color il oiain gerder, reffycn, ags disaiylty, potical nefefs; sexuel rertaton, erd mari annly i al
progien disabilities wir. alive it For i, fafge it widuiaine, 15 SHould vomec CSDA'S TARGET Geriter a {262)°720- 2600 {+0ive artd TDDY: Tu'fie duumﬂ/dml OFFsarwisaion, Wi USDA,
L/reutor urmeoruu Rights, Koo 3264 Budng, 140 Avenus, W, gton, L. 2U2E0 94 1) 0 ol (202) {20:5957 {20Ke0r 1 D), USUIA TS an'egqual opportinty pravidsrand employer,
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12. AD-2000-A, Opportunity to Improve (Continued)

AD-2000-A 06-06:01) Page 2 of 4

PART A - IMPROVEMENT PLAN, Continued

7. Elements 8. Deficiency (ies)(Cite specifics) 9. Required Improvement
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12. AD-2000-A, Opportunity to Improve (Continued)

6-24-03

AD-2000-A (06-06-01) Page 364

PART A - IMPROVEMENT PLAN,.Continued

70. SUPPORT TO BE PROVIDED EMPLOYEE {Indicate the support to-be provided by the.Supervisor or Rating Official {e.g., training, equipment, etc.) and the frequency of discussion.)

T1. REGULATORY REQUIREMENTS

Duiing trisopportuniy:to improve (O1), you will be-expectsi {o perfami-all-hs-elsmems 6f the pérfarmante work plan. You mustindependantly perform théseduiss atieastat-he "Results Achieved” level.

& Upomcompletion-o”the OTI, youwill be re-evalugted on the element(s] identiied:in this plar andirformed of your perormance in reletion to-your performance wark plen:

¥ I you hive achicved the resulis cxpectedireguired, the-OTI isconcicded 6nd You mus: fiair tair this 1ével of perfdmisned for one'vear commencirg from the datoof +ic OTI:

o4 cowhgrade 10 A dif erent position o removal from:your position
¥ fattre-end of this OT1 you have no: ackieved the results expes: ired, it will be necessaryto de ar appropriate remedial action fo propose:as mentioned above,

» 174 Ceinite decision cantio: be madedtihe enc ofthis OTI regarding jour progress; the. OTI iray be-extendsd. I this oteurs, you will be notified ir -wiiting

Areasin which:you ihink you need agditional irsining will be considered, The scope and level of sush training provided will be determined: based on how muchand what Kind of i2ifirg hes-already: been provided and whatis
ciistomary for yolirpositior duties and grade 1evel. If you believe additioral training is nesdet, submif & writen réquest 16.me withir “en (10) dayslisting spadific training rnéeds.

+  Questions regarding this i plan; yourwork assig L or the level of pe ected from you, should be directed to-me,

NOTE: Experience incicates thatya-times..perormanee.problems canbe the result-of personal situatiors. While this may notbe fhe.case, it may be helpfiIto consider all the factors contributing 1o:your performarce problems:
ff-youfeel this maybgthe case, we encourage-you torcoract your Employse Assistence Program (EAP) 4t 1:800:222:0354 (Voice) or |:888-262-7848.{TTY)."You may:contact the program:personally, or if you prefer;
an appoirtment can be made “or.you. Al information you provide is strictly confidential, i s rel

¥ if atany-time durirg this one-year period your perormance “alis below: he "Results Achieved: levelin any-of e elemen:s specified in this plan, appropriaze remedial action will- be proposed. This migy inclide; but is ot fin st

12. PLAN ESTABLISHMENT SIGNATURES (Sign when impre plan i ished)

Employee Signature Date
Print Name of SupervisorfRating Official Signature of Supervisor/Rating Cfficial Late
DISTRIBUTION {Plan. Establistimient)
Original < Rating Official Gopy - Employee Copy - Reviewing Official Cogy ~Human Resources
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12. AD-2000-A, Opportunity to Improve (Continued)

AD-2000-A 106-06:01)

Follow-up No. 1

2

Paged of4

PART B - FOLLOW-UP REVIEW AND D|SCUSSION

3 4 5

Meeting Date

Employee Initials

SupervisorInitials

PART C.- FINAL REVIEW

|:| Employee has achigved the required improvement(s) describen in-this OTI, OR

D Employee has not achieved the required improvemennt(s):deseribed in this. OTL. Thé employes continues to have problems in the areas described below:

13- REVIEW CERTIFICATION

6-24-03

Employee Signature Cate
Print Narre of SuperviserfRatirg Official Sigrigzure.of SupervisoriRatirg Oficial Date
Print Nare of Réviewinig Oficial Signature o’ Reéviewirg Cffigial Date
DISTRIBUTION {Plan-Completion)
Original = Human Resources Copy.- Employes Copy - Supervisor/Rating Official Capy = Review.Official
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Performance M anagement
1. Purpose

The purpose of performance management is to improve individual and organizational performance,
program effectiveness, and accountability by focusing on results, service quality, and customer
satisfaction, and by aligning standards and elements with organizational goals and strategic plans.

2. Background

In September 1995, the Office of Personnel Management deregulated performance management,
giving agencies the flexibility to redesign their current programs using summary rating patterns from
two to five levels. In order to research, evaluate, and recommend program changes based on the new
flexibilities, a project team of employees from al Service Center Agencies, including union
representation, was formed in July 1997.

The development team concluded from its research that the two-level summary rating pattern, with the
flexibility to add nonrated team performance components as developmental tools, would meet most of
the needs for the Service Center Agencies. The two-level pattern decreases favoritism, increases
equity and consistency in ratings, eliminates rating inflation, reduces employee complaints and
grievances, improves credibility, eliminates automatic connection between ratings and awards, reduces
paperwork, and focuses on actual performance and performance improvement.

3. Legal Authorities That Govern Performance M anagement

o USDA Performance Management System established on June 12, 1996
o  Chapter 43 of Title5 of the U. S. Code
+ Title5, Code of Federal Regulations, Part 430
+ Title5, Code of Federal Regulations, Part 432
Distribution:

March 30, 1999
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2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

4. Effective Date

The effective date for this policy is October 1, 1998; however, implementation began January 1, 1999.
5. Definitions

a.  Additional Performance Element. A dimension or aspect of individual, team, or organizational

performance that is not a critical or noncritical element. Such elements are not used in assigning a
summary level.

b. Appraisal. The act or process of reviewing and evaluating the performance of an employee
against the described performance work plan, including oral and/or written progress reviews.

c. Appraisal Period. The period of time during which an employee’ s performance will be reviewed
and arating of record will be prepared. The appraisal period generally begins on October 1 of
each year and ends on September 30 of the following year.

d. Ciritical Element. A component of a position consisting of one or more duties and responsibilities
on which the employee is rated and which contributes toward accomplishing the goals and
objectives of the organization. Thiswork assignment or responsibility is of such importance that
unacceptable performance on the element would result in a determination that the employee's
overall performance is at the "Results Not Achieved” level. Performance work plans under this
two-level program only contain critical elements.

e. Customers. Interna coworkers and/or external members of the public who receive various
services and/or products from Service Center Agency employees.

f. Element Rating. The level of performance on a critical element which is determined by comparing
accomplishments to the performance standard. Element rating levels are: "Results Achieved” and
"Results Not Achieved".

g. Minimum Appraisal Period. The 90-calendar-day period of time, or such other period of time as
established in local negotiated labor-management agreements, during which an employee must
have operated under a performance work plan and for which the employee may receive a
performance rating.
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5. Definitions (Continued)

h.  Opportunity to Improve. A written plan established at any time during the appraisal period when
it is determined by the Rating Official that an employee is performing at the "Results Not
Achieved" level in any element(s). It outlines the steps the employee should take to improve
performance to an acceptable level and the length of time for which it isin effect. See
paragraph 11 of this exhibit for an example of Form 4140-A.

i. Performance Standard. The management-approved expression of the performance threshold(s),
requirement(s), or expectation(s) that must be met to be appraised at a particular level of
performance. A performance standard may include, but is not limited to, quality, quantity,
cost-efficiency, timeliness, and manner of performance.

j-  Performance Work Plan. The written document that identifies the employee’s critical elements
and performance standards by which he or she will be rated. It is contained on Form 4140,
Performance Work Plan. See paragraph 12 of this exhibit.

k. Progress Review. A joint discussion between the Rating Official and the employee regarding the
employee' s progress toward achieving performance standards. It does not involve the issuance of
arating of record.

|.  Rating of Record. The final summary rating normally issued at the end of the appraisal period
which becomes a part of the employee’s performance file (EPF) maintained in the Servicing
Human Resources Office.

m. Rating Official. An employee'sfirst line supervisor or other person designated with responsibility
for establishing performance work plans, conducting progress reviews, and issuing final ratings of
record. Typically, the Rating Official resides in the same agency as the employee being rated.

n. Results Achieved. Element rating which means performance meets expectations. Also, the
overall summary rating which equates to the Level 3, "Fully Successful,” as specified in
5 CFR 430.208(d)(2)(iii).
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(Continued)

5. Definitions (Continued)

0. Results Not Achieved. Element rating indicating performance is unacceptable, e.g., does not
meet expectations. It isalso asummary level which equatesto the Level 1, "Unacceptable,”" as
specified in 5 CFR 430.208(d)(2)(i).

p. Reviewing Official. Theindividua responsible for reviewing and concurring in a"Results Not
Achieved" rating and resolving differences of opinion between rating officials and employees.

0. Service Center Agencies. The mission areas of the Farm Service Agency, Natural Resources
Conservation Service, and Rural Development.

r. Team. A cooperative unit designed to accomplish a specified mission, such as those typically
found in local offices, within organizational structures, assigned to specific tasks or projects, etc.
Team membership is not necessarily limited to a specific agency or functional unit.

6. Acronyms

 EO/CR - Equal Opportunity/Civil Rights

* EPF - Employee Performance Folder

o OTI - Opportunity to Improve

* RIF - Reduction-in-Force

7. Forms and Records

a

Appraisal Forms. Performance work plans containing progress reviews and performance ratings
conducted under this program must be recorded on Form 4140, Performance Work Plan.

Opportunity to Improve (OTI). An OTI isdeveloped and documented on Form 4140-A,
Opportunity to Improve. See section 10B(3) of this exhibit for discussion of performance at the
"Results Not Achieved" level.
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7. Forms and Records (Continued)

c. Records. Inaddition to the procedures set forthin 5 CFR Part 293, the following procedures
govern the establishment and maintenance of performance records.

(1) All records maintained must meet the requirements of 5 CFR Part 297 as well as any
Departmental provisions of the Privacy and Freedom of Information Acts.

(2) Additional performance elements that are developed between a supervisor and employee and
are not considered part of the rating are not to be submitted to the Human Resource Office,
but are to be maintained by the supervisor and employee.

(3) Ratings of record and the performance work plans on which the ratings are based must be
filed in the Employee Performance Folder (EPF) for the most recent 4 years. Ratings older
than 4 years are not retained in the EPF.

(4) When the EPF of an employee is sent to another Servicing Human Resources Office in the
employing agency, to another agency or department, or to the National Personnel Records
Center (NPRC), the "losing” Servicing Human Resources Office shall include in the EPF the
three most recent ratings of record received during the preceding 4-year period. Also, the
"losing" office will purge from the EPF all ratings of record and work plans that are more than
4 yearsold.

8. Responsibilities
a.  Agency Heads are responsible for:
(1) Tailoring Departmental policy to meet the individual needs of the Agency.

(2) Assisting in resolving concerns at the lowest possible level.
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(Continued)
8. Responsibilities (Continued)
b. The Servicing Human Resources Office is responsible for:
(1) Providing technical and operational support and advice to the rating officials to help them
administer the performance management program in a manner consistent with applicable laws,
rules, and regulations.

(2) Ensuring that performance work plans and ratings of record are maintained in the Servicing
Human Resources Office in accordance with the requirements in 5 CFR Parts 293 and 297.

(3) Providing training on the performance management program and their responsihilities.
(4) Assisting in resolving concerns at the lowest possible level.

c. Reviewing Officials are responsible for:
(1) Reviewing and concurring in a "Results Not Achieved" rating.

(2) Resolving differences between employees and rating officials concerning ratings and adjusting
ratings when necessary.

(3) Assisting in resolving concerns at the lowest possible level.
d. Rating Officials are responsible for:

(2) Informing employees of the overall mission, objectives, goals, plans, and activities of the
Agency and work unit and the employee’ s related duties and responsibilities.

(2) Providing feedback to the employee through ongoing communication and actively listening
and considering feedback from the employee and customers.

(3) Providing the employee the opportunity to participate in the development of performance
work plans.
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8. Responsibilities (Continued)

(4) Providing employees with written performance work plans which identify the critical elements
related to their specific duties, responsibilities, and expected levels of performance.

(5) Conducting and documenting at least one formal progress review around the midpoint of the
appraisal period and additional reviews as necessary.

(6) Completing performance ratings which include evaluating and documenting employees’ actual
accomplishments and determining summary levels.

(7) Recommending personnel actions and/or training, as necessary, based on the employee’s level
of performance in relation to the performance standards and elements.

(8) Addressing concerns at the lowest possible level.
e. Employees areresponsible for:
(1) Communicating with the supervisor throughout the appraisal period.

(2) Participating in the development of performance work plans and measurable performance
standards.

(3) Assuring that they have a clear understanding of their rating official’ s expectations and
reguesting clarification when necessary.

(4) Assisting in identifying training needs to enhance performance.

(5) Managing performance to achieve expectations and bringing to the rating official’ s attention
circumstances that may affect achievement of standards.

(6) Participating in discussions of individual performance.
(7) Actively listening and considering feedback with an open mind.
(8) Providing input on accomplishments.

(9) Improving those aspects of performance identified as needing improvement.
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8. Responsibilities (Continued)
f.  Theroles of Union Officids are:

(1) Assisting management and employees to ensure that the program is administered consistent
with negotiated labor-management agreements.

(2) Assisting in resolving concerns at the lowest possible level.
9. Coverage

This program covers al Federal USDA employees of the Farm Service Agency (FSA), Natura
Resource Conservation Service (NRCS), and Rural Development (RD) mission areas, and FSA CO
employees, who are reasonably expected to be employed for more than 90 days. Schedule C
employees are covered by this program but are not afforded any rights as established by 5 USC 4303.

Excluded from coverage are those employees expected to be employed for less than 90 days;, CO
employees, such as Conservation District employees; and those persons employed in the Senior
Executive Service.

10. Policy

It isthe policy of the Service Center Agencies that, within the framework provided by this program,
individual and organizational goals will be communicated to employees, individual responsibility for
accomplishing team and organizational goals will be identified, employees will be provided feedback
regarding performance, performance will be evaluated and improved, and performance results will be
used as a basis for appropriate personnel actions. All participants in this process should expect to be
held accountable for accomplishment of their performance management responsibilities as identified in
this directive.

Communication between the rating official and the employee is essential throughout this process.
Rating officials and employees should work together to jointly clarify how competencies apply within
the work environment so that there is a common understanding about the expectations for
performance. In addition, there should be a discussion of the goals of the individual work unit and the
employee's involvement/contribution to unit goals for the upcoming year. The Rating Official is
ultimately responsible for setting performance elements and standards.
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10. Policy (Continued)
a. Planning Performance

Planning performance is the process of developing performance work plans that align individual
performance with organizational goals. Focus must be placed on accomplishments (i.e., end
results) rather than on activities.

(1) Performance work plans are developed on Form 4140, Performance Work Plan, or through
i* CAMS. Work plans document progress reviews and specify the elements and the standards
on which the employee will be rated.

(2) Performance work plans under this two-level program only contain critical elements as
required by the Office of Personnel Management. A performance work plan must contain at
least two but no more than atotal of five critical elements.

(a) Critical elements are work assignments or responsibilities of such importance that
unacceptable performance in the element would result in a determination that the
employee's overall performance is unacceptable.

(b) The elements should be based on organizational goals, strategic plans, position
descriptions, and internal and external customer needs. Whenever possible, similar
positions should have like standards.

(c) Sources of feedback on employee performance related to a critical element must be
substantiated and documented.

(d) Critical elements must be based solely on the individual performance of the employee.

(e) Standardized (generic) performance elements have been established and are available for
use in developing performance work plans.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 9



Exhibit 6
(Par. 2)

2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices

(Continued)

10. Policy (Continued)

6-24-03

vi

Vil

Timeframes and appropriate procedures, when referenced in elements, are derived
directly from applicable regulatory guidelines, procedural guides, and/or agency
program instructions, etc. Thisis so that the standard does not become too
cumbersome and lengthy as was the case with past performance management
programs.

When timeframes, quantity, quality, or cost-effectiveness need to be more specific or
expanded from the standards provided, this may be (a) documented on an additional
sheet and attached to the performance plan; (b) referenced to one of the blank
numbered blocks located after the standardized elements; or, if possible, (c) placed
directly in the block with the element.

Any elements needing additional clarification will be further defined in writing by the
rating official in one of the manners described in the previous paragraph. A copy must
be given to the employee at the beginning of the appraisal period along with a copy of
his or her performance work plan.

Employees and rating officials may choose applicable elements by placing a checkmark
in the appropriate block.

Rating officials may also write specific performance elements in the blank spaces
provided at the end of the standardized elements.

All employees must have at least one job-specific performance element which may
include supervisory responsibilities, the individual’ s contributions to team
accomplishments, execution of duties, etc., or an element may be specifically written
for this purpose in the blank numbered blocks provided at the end of the standardized
elements.

A mandatory EO/CR element, Element 9, is required as a stand-alone element for all
rating officials.

Employees who are not rating officials must also have an EO/CR standard and this has
been included with Element 10.
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10. Policy (Continued)

(3) Additional performance elements provide another tool for communicating performance
expectations important to the organization. However, they are not appropriate for inclusion
in the performance work plan as critical elements and will not be used in assigning a summary
level. They allow employee performance plans to communicate a fuller picture of the
performance that is expected. Additional elements are to be provided separately in a format
best suited for the element. Team performance objectives where overall team
accomplishments are being monitored and evaluated is one example. (Remember, only the
individual contributions to the team, Element 12, can be evaluated under the performance
work plan.)

(4) Standards should focus on accomplishments -- results, service quality, teamwork, and
customer service. Standards should be established:

(a) within 30 days of the beginning of an appraisal cycle; or

(b) within 30 days of appointment, reassignment, promotion, detail for more than the
minimum appraisal period, or when the duties of the position are substantially changed
during the established appraisal period.

(5) The employee and rating official sign and date the performance work plan indicating that it
has been discussed and the employee has had the opportunity to obtain a clear understanding
of expectations. The employee is provided a copy of Form 4140, or through i* CAMS, and
any additional clarifying information.

Where there is disagreement as to the content of performance elements and standards, the
rating official’ s decision prevails. If the employee refuses to sign the performance work plan
at the beginning of the appraisal cycle, the supervisor should note thisin the employee's
signature block. The date the plan was discussed with the employee and implemented should
also be noted accordingly. Lack of the employee’ s signature and date on the performance
work plan does not negate implementation of the plan.

(6) At the time the performance plan is developed, the employee also indicates knowledge and
understanding of the standards of conduct (ethics regulations) and acknowledges that
questions have been answered to their satisfaction by initialing the appropriate block.

(7) The contents of performance work plans cannot be grieved.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 11



Exhibit 6
(Par. 2)

2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

10. Policy (Continued)

b. Monitoring and Appraising Performance.

The employee and rating official will meet periodically throughout the appraisal period to provide
feedback relating to performance. This will be accomplished through progress reviews and
performance ratings.

(1) Progress Reviews

6-24-03

(@

A progress review is ajoint discussion between the rating official and the employee
regarding specific strengths and weaknesses in relation to the employee’ s performance
work plan, as well as any areas of performance which are central to the employee’s
position. It does not involve the issuance of arating of record.

(b) Rating officials are responsible for initiating communication with the employee about

(©)

actual performance and ensuring progress reviews are held. Open dialog between the
employee and the rating official is crucial during these discussions.

Progress reviews are conducted one or more times during a full appraisal period.
Normally, these required reviews will be accomplished during the midpoint of the
appraisal cycle.

(d) Therating official is encouraged to make written comments concerning the employee’s

(€)

performance on Form 4140 at the time of the progressreview. The purpose of the written
comments is to provide for amore formal identification of the employee’s performance in
relation to the performance work plan. Employees are encouraged to provide written
comments on the form at thistime also. The employee and the rating official initial and
date the appropriate blocks to indicate the discussions were held.

If aprogress review is not conducted, the employee has the option of contacting the rating
official to inquire of the status. If the progress review is still not held, the employee may
seek assistance from the second level supervisor (usually the reviewing official).
Bargaining unit employees may also seek assistance from their exclusive representative.
The purpose of thisis to encourage resolution at the lowest possible level, make
employees more responsible in their own performance, and to encourage employee
involvement and participation.
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10. Policy (Continued)

(f) Failureto conduct a progress review may be grieved; however, the outcome of a progress
review may not be grieved as no official rating has been given.

(2) Ratings of Record

(a) A rating of record isthe final rating issued at the end of the appraisal period and it
becomes a part of the employee’ s performance file (EPF) maintained in the Servicing
Human Resources Office. A rating of "Results Achieved" or "Results Not Achieved” is
assigned to each element at this time, as well as the overall summary rating.

(b) A performance work plan must be in place for the minimum appraisal period (minimum 90
calendar days) and normally no longer than 15 months for a rating of record to be
conducted.

(c) Normally, the rating of record isissued for the appraisal cycle ending September 30.

i Performance discussions and ratings will occur at the time of each position and/or
supervisory change provided the employee has served under standards for the
minimum appraisal period. This rating must be provided to the gaining supervisor to
be considered at the time the rating of record is issued.

* Details and Temporary Promotions. At the conclusion of a detail or temporary
promotion, the rating official to whom the employee was detailed will document
the employee’ s accomplishments and forward the information to the employee’s
permanent supervisor. This guidance applies to any employee detailed within
USDA. When an employee is detailed outside the Department, the permanent
supervisor should make a concerted effort to obtain information regarding the
employee's performance prior to completing the annual performance rating of
record.
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10. Policy (Continued)

Supervisory Change. Each individual who supervised the employee for 90 days or
more during the appraisal period should discuss the performance with the
employee, prepare feedback comments, and forward them to the current rating
official.

Position and Supervisory Change. When an employee who has occupied a
position for at least 90 days leaves that position, the supervisor or rating official
should prepare feedback comments on the employee’ s performance and forward
them to the new supervisor/rating official.

Position Change Without a Supervisory Change. When an employee changes
position, but retains the same supervisor (e.g., the employee was promoted or
reassigned within the same organization), the supervisor should prepare written
documentation of the employee's performance. This information must be
considered in the employee's rating of record.

All employees must be issued arating of record annually. Employees who have not
served under established standards for the minimum appraisal period must have the
timeframe extended to meet this requirement. Once the minimum appraisal period has

been completed, arating of record must be issued.

(d) Anoveral summary rating of "Results Achieved” indicates that the employee has met the
performance expectations for each element. "Results Achieved" performance equates to
the Level 3, "Fully Successful," as specified in statute.

An overal summary rating of "Results Not Achieved" means that the employee has not
met performance expectations for one or more element(s) and constitutes unacceptable
performance. "Results Not Achieved" performance has the same meaning and effect as
"Unacceptable,” Level 1, asused in law and regulation.

6-24-03

"Results Achieved" performance requires no written comments by the rating official. It
requires signature by only the rating official and the employee; there is no need for the

signature of the reviewing official or anyone above the level of the rating official.
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10. Policy (Continued)

il "Results Not Achieved" performance requires mandatory written comments to be
attached to the performance work plan and must be signed by the rating official and
the reviewing official prior to presenting to the employee for signature. See
section 10B(3) for further guidance on this level of performance.

The employee’ s signature indicates receipt of the rating; it does not represent
agreement with the rating. 1f the employee refuses to sign the rating of record, the
rating official should note thisin the appropriate block and indicate the date the rating
was issued.

(e) Ratings of record may be grieved and shall be handled using the administrative grievance
procedure or applicable negotiated grievance procedure.

(3) "Results Not Achieved" performance

(a) Rating officials shall discuss and consider reasonable means by which to assist employees
in improving performance. Such assistance may include training, closer supervision,
revision of assignments, coaching, etc.

(b) If, however, at anytime during the appraisal cycle one or more element(s) is found to be at
the "Results Not Achieved" level, the employee should be placed under an official
opportunity to improve (OTI1). The purpose of an OTI isto provide the employee a
reasonable opportunity to improve performance to the acceptable "Results Achieved"
level.

(c) Form 4140-A, Opportunity to Improve, will be completed jointly by the rating official and
employee with technical assistance of the servicing human resources office. It will be
signed by the rating official and the employee indicating receipt and implementation of the
plan. The employee's signature is not required, however, to implement the plan.
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Components of the plan consist of the following:

6-24-03

Length of time for which it isto bein effect. The duration will be determined by
considering:

» thetype of position for which the OTI is being prepared,
* thetypes of improvement needed,

* the amount of reasonable time necessary to demonstrate the acceptable
performance (but no less than 60 days), and

» applicable negotiated labor-management agreements.

The element(s) in which performance is unacceptable, specific deficiencies, and
required improvement to raise performance to the "Results Achieved” level.

The support/assistance to be provided to the employee.

The frequency of follow-up reviews. In determining the frequency of reviews,
consideration should be given to the length of the OT1. Upon completion of each
follow-up review, the rating official and employee will initial and date in the
appropriate block of Form 4140-A.

The final review will state whether performance meets or does not meet expectations.
If it does not meet expectations, then the rating official must provide written
comments supporting this determination. The rating official will contact the Servicing
Human Resources Office to determine further action necessary, i.e., reassignment,
demotion, or removal.
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(d) Employees who improve their performance to the acceptable level during the improvement
period must sustain acceptable performance.

I Should the employee’ s performance return to the unacceptable level in the same
element(s) within 12 months from the commencement date of the improvement period,
a performance-based adverse action (i.e., demotion or removal) or other alternative
action (i.e., reassignment) may be proposed without the benefit of an additional
improvement period.

it Should performance fall to the unacceptable level in a different element(s) during this
12-month period, the employee must be given another improvement period for this
element(s).

(e) Prior to the implementation date of this policy (January 1, 1999), administrative actions
initiated against employees whose performance has been determined to be Unacceptable as
defined under 5 USC 4303, shall continue to be processed under applicable procedures.

c. Linkage of Ratings of Record to Other Personnel Actions

Personnel decisions are made on the basis of merit with appropriate consideration of employee
performance. All judgments about performance must be fair and equitable and may not be based
upon nonmerit factors such as sex, race, color, national origin, religion, personal favoritism, age,
marital status, political affiliation, sexual orientation, mental or physical disability, or other
nonmerit reasons.

(1) Within-Grade Increases (WGI). Employees may be granted WGI’ s when the employee’s
current level of performance and most recent rating of record is "Results Achieved”. When a
WGI decision is not consistent with the employee’s most recent rating of record, the rating
official should contact the Servicing Human Resources Office to determine what further
action is necessary.
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10. Policy (Continued)

(2) Promotions. No employee shall receive a promotion unless the current rating of record is
"Results Achieved”. Rating officials and employees should be aware, however, that a "Results
Achieved" rating is not the only criteria for promotion.

(3) Training and development. The performance appraisal process may be used as a basis for
identifying the training needs of employees. Additional performance elements are particularly
useful for this purpose.

(4) Reduction-in-force (RIF). Annua ratings of record are used to establish service credit and
retention standing for RIF purposes, except for CO employees. An employee will not be
assigned a new rating of record for the sole purpose of affecting retention standing. To
provide adequate time to properly determine an employee’ s retention standing prior to aRIF,
agenera or specific RIF notice will specify the date after which no new rating of record will
be given that could be used to determine retention standing.

Retention Standing. According to Departmental policy (as contained in Personnel Bulletin
No. 351-1, Reduction in Force), the crediting of performance ratings issued on or after
October 1, 1997, is subject to Office of Personnel Management (OPM) regulations on
whether all the ratings within the competitive area were issued under a single rating pattern.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 18



Exhibit 6
(Par. 2)
2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

10. Policy (Continued)

(a) Ratingsissued under multiple (or different) rating patterns. Where these ratings do not
conform to a single rating pattern, the following crediting plan will be used to determine

the yearsto be credited.
Number of Level 1 Level 2 Level 3 Level 4 Level 5
Rating Summary (Unacceptable | (Marginal | (Fully Successful | (Superior |(Outstanding
Pattern | Rating Levels | or equivalent) | or equiv.) or equiv.) or equiv.) | or equiv.)
A 2 levels 0 N/A 16 N/A N/A
B 3levels 0 N/A 13 N/A 17
C 3 levels 0 N/A 13 17 N/A
D 3levels 0 0 17 N/A N/A
E 4 levels 0 N/A 12 15 18
F 4 levels 0 0 14 N/A 18
G 4 levels 0 0 14 17 N/A
H 5 levels 0 0 14 16 18

Note: N/A means "not applicable” to thisrating pattern, i.e., thislevel is not used in this
pattern.

The numbers represent the number of yearsto be credited for arating at that level and
under that pattern.

(b) Ratings within the same pattern. Where al ratings within the specified period and
competitive area are in the same pattern, the OPM provision for using the pattern of
crediting 20 years of service for alevel 5 rating, 16 years service credit for alevel 4 rating,
and 12 yearsfor alevel 3 rating will be used. Thisprovision isalso used for all ratings
issued before October 1, 1997. In addition, this regulation for crediting service applies
to all ratings issued before October 1, 1997, regardless of the rating pattern being used.

For complete guidance on RIF procedures, see 29-PM which discusses this topic.
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(5) Quality Step Increases (QSI’'s). QSI’s may be granted to employees who demonstrate
sustained performance of high quality significantly above that expected at the "Results
Achieved" level. Procedures for nominating and approving QSI’s are covered in the
Employee Recognition Policy.

(6) Other Employee Recognition. Work accomplishments may be recognized under the
Employee Recognition Policy.

d. Program Evaluation

Ongoing evaluation of the performance management program will be conducted by the
Performance Management, Benefits, and Awards Branch, HRD in order to identify continuous
improvement opportunities and to make adjustments to the overall policy. Evaluation of overall
organizational results, employee satisfaction, and consistency with mission objectives will
promote the continued enhancement of a performance management program supportive of critical
organizational results.
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11. Form 4140-A, Opportunity to Improve

The following is an example of Form 4140-A.

REPRODUCE LOGALLY. ‘inciude form rumber and date cn a/li‘eproduct.fons.

(01:26:99)

United States Department of Agriculture
Bervice CeizerAgencies

OPPORTUNITY TO IMPROVE

Thstorndoouments FCGHT

28 ik g dhe "Teesills Achieved levell 1

saynies o the speciic deferenciex and the regriiad

s i civéinests o s orice e s TiRexniis

evad” level.

deleiitional donfiing

Erinaitios, ot i dred . or vl cladia: s

1. EMPLOYEE'S NAME

2. POSITION 3. ORGANIZATION

4. COMMENGING DATE

PART | - IMPROVEMENT PLAN
7. Elemients

5. ENDINGDATE 6. PLAN-DURATION (No. of Days)

8. Deficiency(ies) (Cite specifics) 9. Required Improvement
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Exhibit 6
(Par. 2)

2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices

(Continued)

11. Form 4140-A, Opportunity to Improve (Continued)

0125003
PART | - IMPROVEMENT PLAN, Continued
10, SUPPQRT TO BE PROVIDED EMPLOYEE (indicate the support to he.provided hy the-Supervisoror-Rating Cfficial (e.g. fraining. equipment. ete.) anaiths frequency of dissussion.)

Page Zof 3

11. REGULATORY REQUIREMENTS

+ During Bisoportraity toAmprove COTTL yau wil L sxpegied W-perform all theclemints of the performance:work plan . Ve musl ifdepe

“tornihzsedutios al lsast al e~ Raaalls. Achiosvad” Tesel.

< Uion camplotion ol T yousill be foreendoatad on the: shaiontgs ihentifiod in s plan aiid it of younporformanee i vation o xaor séribrmanee woik gian

ced (i estils espectadiisquined; (he OTT i sanchided Ahd veu st imainlain. (i level ol petfofmands foF ongyicareommdncing o (lig da-ol he OTIL

peviad your performanse fall Below G “Rsulis Achisved ™ lovel inany of the clemznts

asition ar remonal Trom:our position,

TFai any time dhuring Ohis one:
o dosnarade L diTarent

v TPauticend of this OTTyor havs sovachieved (e fisn s expaetedraguired. sl he rivtassary Lodeteimine an appropriatz émedial astion Lo sronase-as entioned ahows,

© TP deliiite die sl st e iy ab i and oF (< OTTT reinding yoir piogsss. Ui OTTinay b cxlsiidsd. T éosutiome s e olifid fiwiliing,

[+ reasin whichyou think vounsedaddilional traning will beconsidercdl, The scope.and feyelolsuch (rairihg Hrovi
eilomary Tor voursostionduliorand wade Tevel. Tyou bdliove addifonal brining iy negdy

submil z wrillan requesCloane setllan e Ty days singasovd e tafning needs.

[« Cuiestiotstisgaeding i finpravement plan. vaur work assigniviaats. #i the levs Lol porfarmanes sxpected Famiyiott shoaklhz dirsetad tammie:

NOTR: Tsperien

T you R

fadicales thal. 4l Bimes, petlormanceprablame ean he {1

sesull olparsodl sitaations, While Uitsmay ol be (he case. Hmayhe Wl to consiiler all e actons contributin

tis magshe the ¢ase: o ericourage you lo conlact your Tploves Assislanee Program (FAT). au . Voumaysohtactihe program

APPCIGHE A b inads Toigon, Al infammiation S provid dsiial il

atly s o spsslicalls aitthiinize

fiiecta s g Tan, appropriaie remed-al action will beprapased. Thismay ineluds Tt el Tinitsd

il Lbedetenmined hased an frow mueh and what kind ol training hasalready been provided and siiar i

wablems,

rally, or i sou-preler. an

12. ‘PLAN ESTABLISHVENT SIGNATURES (Sign - when iniprovement plan is éstablished)

Employes:Signatire: Date: [Supervisor/Reting Cifficial Signature IDate

DISTRIBUTION (Plan’Establishmeént)
Criginal + Rating Official Copy - Employee Capy - Reviewing Oficial Copy=Hunian Resources.
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Exhibit 6
(Par. 2)
2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

11. Form 4140-A, Opportunity to Improve (Continued)

{01:28:99) Page 3of 3
PART Il - FOLLOW-UP REVIEW AND DISCUSSION
Follow-up No. 1 2 3 4 5

Meeting Date

Employee Initials

Supetvisor Initials

PART Ill - FINAL REVIEW

I:lEmployee hag-achieved the required improvement(§) described in this OTT, OR

DEmployee Tias niot achieved the required mproveinent(s) descritied in this OTT. Tlie employee coiitiniies tohave problems, in the areis described below

13 REVIEW CERTIFICATIGN.

Employes Signatlire IDate
SupervisoiiRating Officiel Signatuire: IDate
Reviewing Official- Signature IDate

DISTRIBUTION {Plan.Completion)
driginal - Human Resourées Copy-Employee. Copy--Slipetvisor/Rating Official Copy - Reviewing OFicial
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Exhibit 6
(Par. 2)

2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices

(Continued)

12. Form 4140, Performance Work Plan

The following is an example of Form 4140.

6-24-03

REPRODUCE LOCALLY: ‘Include form number-and date on all reproductions.

United States: Department of Agriculture
(01-28-09) Service Center Agencies
PERFORMANCE WORK PLAN

Privacy.Act Notice: Submission of information ismandatory. Failure fo.provide information will prohibit data collection.required by
the Office.of Personnel Management.
1..EMPLOYEE'S-NAME 2..RATING PERIOCD

Peter Scott 10/01/XX through 9/30/xx
3. TITLE/SERIES/GRADE 4. ORGANIZATION

Ag. Program Specialist, GS-XXX-9 FSA/XEXREX
5. DUTY LOCATION 6. SOCIAL-SECURITY: NO.

Boise, Idaho 123-456-7890
PART | - PERFORMANCE PLAN
7. CRITICAL RESULTS (Check a Minimum.of 2 Maximum-of 5 Applicable Elements)

Note:  Thenarrative statement describes the "Results Achieved” level of performance. “‘Where applicable; quantity, quality;-and-timeliness are- derived-directly from
appropriate-agency regulations; policies;, instructions; work plans, ete. If no agency-or regulatory guidelines exist, further clarification will be provided by the
rating official.

- Not
Elemenit Achieved | 5 hieved
Element #1 - E-xecution of Duties
Coipleted work assigninents are rouitinely-performed:in atimely nianner, assuring a quality of woi'k that meets the ngeds of the
organization. Solutions developed demonstrate improvements in-work methods. Work products do not require substantive
revisions. ‘Assignments are.completed in accordance with applicable agency-guidelines; including timeframes. Further
clarificatjon, as needed:
Elément#2 - Communications
A atule; aral and written communications are:cleat, correct, timely, and présented inan'understandable maniér.. Supervisor and
coworkers are informed of issues and problems when nécessary. Information and guidance provided is timely-arid dccurate.
Further clarification,-as needed:
D Element #3 - Supervision
Woik i assigried in 4 fairand effective manner. Technical guidance to subordinate staff is ordindrily provided in-a timely: manér.
Performance managemeént is implemented in accordance with procedure. Issues; concems; or problem's are handled promptly and
fairly. Tothe.extent possible, staff is properly traificd-and complies with occupational health and-safety programs. Managehient
decisions are supported and implemented within appropriate timeframes. Further clarification, as needed:
l:' Elemient #4 - Team L eadérship
Routinely Ieadsindividuals and team mernibers toward specific goals and accomplishiments, Provides encouragement, guidance;, and
direction-as negded. Adjusts style to fit situation. Delegatés appropriate authority in an €ffective mantier; Coordinates functions of
the teani members. Demonstrates a-sincere interest in employees  activities, abilities, ete. Further clarification,.as riceded:
The LIS, Départneit of g ricaiie (USDA)pid i &S BIOGrais and activities o the basis o rdce, color, nafio naloright, gender, religion, ate; disabilfy, politicarbelists, Sexval orientalion,
‘apd-marital or fapmily status: (Notall f ro hibited Bases apphy10.8lLprograins ) Rersons With who regquire. mahs T progia i infoimation (Braills, 13ige prin; audiotaps, 1c.)

shouwlt confact USDA‘s TARGET Center:at (202).720-2600 (voice.and TOD). To-file-a complaint of-discrirmination, wiite USDA, ‘Director; Office of Givil Righits, Room: 326-Vv, Whiltfen: Buifding, 1400

Averid; SW, ,-0..C0 20250-9410-0Y ¢all (202) 720-5064-(woice.or TDD), USDA-Ts an aqial oppartuniti/ proiider.and ermployer.

5-PM (Rev. 10) Amend. 1
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Exhibit 6
(Par. 2)
2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

12. Form 4140, Performance Work Plan (Continued)

(01-28-99) Page 2.0f4

Achieved Not
Element Achieved

D Element#S5 - Program Management

Manages program(s) resolving issues and problems within the employee's.control .. Moniters all ‘aspects of programis) for: quality,
effectiveness; and consisténey. Program plans-and guidanee are résponsive to objectives and requirements-of the Ageney. Policy
instrictions-are appropriately issugdand are aceurate. . Evaluates effectiveness of work-and adjusts plans accordingly. Furthier
clarifi¢ation;, as needed:

Elermient #6 - Special Projects

Special projects are regularly completed on time ifr 2 compéetent, acciirate; and thorough manner, Complefed projects comply
with tegnlations and procedures. Special projectsare completed independently, ‘or reflect research and collaboration with -others
agrequired. Firther clarification, asiieeded:

D Element #7 - Research sand Analysi§

Thoroughly and accurately researches issues in-a timely manner, using -available-reference sources (e;g. USD A manuals; or applicable
Taw orregulations). Makes reasonable recommendationg or decisions based .on available:guidance. Further clarification; ag needed:

Element #8 - Customer Service

Provides advice that is timely; responsive, and accurate. Maintains appropriate rapport with internal and-external customers.
Developsand establishes working relationships with external organizations as required. Keeps-supervisor andior team leader
informed of diffreult and/or controversial issues and unique problems. Takes:action to-effectively solve problems before they have an
adverse-impact-on the organization or other-employees. . Further clarification, asmieeded:

El Element#9 - Equal Opportunity & Civil Rights [Mandatory for sapervisors and managers]

Performs all-duties:in a manrier which consistently-démonstrates fairness, cooperation, and respect toward coworkers, office visitors,
dnd.allothers in'the performanice of official busitiess, Demonstiates an awarenéss;of EQ/CR. policies and responsibilities of Agency
and Depaitinental goals of valuing 4 diverse, yet unified workforce. Further ¢laification; as needed:

Element#10 - Pérsonal Contacts - EO/CR [Mand for-all pervisory emp 1

Routinely-isplays courteous-and.tactful behavior towards internal and external customers; supervisers; coworkers; and/or team
members. Projects a positive and professional image of USDA. Performs all duties in a manner which-consistently demonstrates
fairness; cooperation, and respect toward coworkers; office visitors;-and all others in.the performance-of official business.
Demonstrates an-awareness of EO/CR policies and responsibilities-of Agency and Departmental goals:of valuing a-diverse, yet-unified
workforce. Further elarification, asneeded:

D Element #11-- Resource Management

Monitors allocated funds.and maintains-complete and accurate; records of expenditures. 'Routinelyutilizes resources in an-efficient and
effective manner. Ensures'that funds, property-and.other resources are-guarded against waste, loss, unautherized use, -and
misappropriation, Further clarification, asnecded:
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Exhibit 6
(Par. 2)
2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

12. Form 4140, Performance Work Plan (Continued)

(01-28-99) Page30f4

. Not
Element Achieved | 4 hieved

D Element#12 - Individual -Contributions to the Teany

Ordinarily-displays dependability and reliability. Promotes open communication. Contributes creative ideas-and actively participates;,
in-team meetings resulting in added value to the team'’s products-and services. When problems arise, explores causes and assists in
resolving them: Works with team miémbers to appropriately imp feiment decisions.  Is uswally open-minded to.new ideas and
approaches in:implementing the teanr's goals. Willingly accepts and acts‘on constructive criticism. Further clarification, as needed:

|:| Element#13 .-

D Element #14-

D Element#15 -

PART 11 - PROGRESS REVIEW

Note: One progress review istequired; however, frequent communication between the-employee and rating official regarding performance is encouraged and
recommended. Date of review, initials.of employee (Emp), and initials of Rating -Official (R.O.) must be provided for €ach review. . Employee and Rating Official are
encouraged to provide-wiritten comments:

8.RATING OFFICIAL'S COMMENTS

Shows dedication to job and co-workers. Demonstates an eagerness to learn. Recommend that a time
management course in lieu of coaching class be taken this facial year.

9. EMELOYEE'S-COMMENTS

Appreciate supervisor's willingness to answer my questions. Complimented my progress and we agreed on

changing training plans.

10A. Emp.Initials: Date: 10B.. R.O. Initials: Date:
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Exhibit 6
(Par. 2)
2-Tier (Pass/Fail) Performance M anagement Common Policiesfor FSA State and County Offices
(Continued)

12. Form 4140, Performance Work Plan (Continued)

(01-28-99) Page 4.of 4
DISCUSSION TOPICS FOR USE IN PLANNING PERFORMANCE AND CONDUCTING PROGRESS REVIEWS

Employee's peiformance on primary fesponsibilities/priorities in the past year,
«revige performance work plan for the coming year, ag necessary

¢ relationship to overall work unit objéctives
*  Employee's strengths and areas for growth

v Barriers to effective work performance and job:satisfaction

. Employee's development (over the pastyear; future needs for currerit job; long-term-career goals and developmental reeds 1o ackieve
thein)

. Possible work process.improvements
«  Whether-employee continues to grow to meet future needs and demands of the changing environment

. Employee's feedback/constructive suggestions for supervisor

. Anything-else the employee or supervisor would like to address

PART lll - SUMMARY RATING

I:l RESULTS ACHIEVED I:l RESULTS NOT ACHIEVED*

*A "Results nmot Achieved' rating requires explandtion. ‘Provide additionalcomments as an atfachment.

DAR R A O

Note: Employee's signature certifies review. and discussion with the Rating Official, It does not necessarily mean that the employee concurs with the informatiof -on this form.

11. PERFORMANCE PLAN {(Sign when plan'is established) 12. SUMMARY RATING (Sigry whén rating.is corripleted)
Employee Signature | Date Employee: Signature | Date
Rating Official Signature | Date Rating Official Signature | Date

Lhavereviewed the standards of conduct and have had any questions-answered to Reviewing Official (réquired for sumimary rating of | Date
my satisfaction. (Employee initial appropriate blockbelow.) "Results:Not Achigved") !
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Exhibit 8
(Par. 2[Ex.2)
4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA KC Offices

1 Mandatory Performance Elements and Standards
A Equal Opportunity and Civil Rights (EO and CR) Statements

Furthering EO and CR are important FFAS goals. Include EO and CR statements as follows.

IF theemployeeis... |THEN include...

nonsupervisory EO and CR statementsinto an existing critical or newly established
critical performance element or elements.

» Existing elements considered asinclusive of EO and CR
requirements should address issues, such as:

customer service

effectiveness of program delivery
employee relationships

other interpersonal relationships.

* A new critical element to address these same issues may be
established.

*  When the determination is made that the EO and CR principles
arereflected in more than 1 element, at least 1 of the elements
must be critical.

Note: EO and CR principles reflect the effectiveness of "how"
services and program delivery are provided.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 1



Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

1 Mandatory Performance Elements and Standards (Continued)

B Equal Opportunity and Civil Rights (EO and CR) Statements (Continued)

IF the employeeis... | THEN include...
supervisory « thecritical element, "Practices and Implements Equal Opportunity and

Civil Rights Principlesin All Aspects of Employment Activities and

Program Delivery"

« asappropriate, any of the following within the EO and CR element for
the "Fully Successful” level.

* Assuresthat all employees are informed of USDA and FFAS
policies on the prevention of sexual harassment, affirmative
employment, and the discrimination complaint processes and
program delivery.

¢ Maintains an open channel of communication with employees and
discusses EO and CR issues at supervisory and employee meetings.

e Supports, participates, attends, and encourages employeesto
participate in special emphasis program activities or training to
increase cultural awareness and valuing of differences.

¢ Maintains contacts with organizations and mediathat represent
women and minorities to inform them of FFAS programs and
employment opportunities.

* Makes reasonable accommadation in programs, facilities, and
employment activities for individuals with disabilities.

* Takes corrective action at the informal level to resolve internal EO
and CR problems, grievances, complaints of sexual harassment, or
other discriminatory treatment.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 2



Exhibit 8
(Par. 2[Ex.2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

2 Writing Performance Plans
A Déefinition of Performance Plan

A performance plan is the written record of the employee’s performance elements and standards.

B Communication and Participation

Employee participation is recommended in establishing or revising performance plans. The final
decision, however, shal be made by the employee’s supervisor.

Employee participation may include any of the following:

* employee and supervisor discuss and jointly develop performance plan
* employee provides a draft plan to supervisor

+ employee comments on draft performance plan prepared by supervisor

* agroup of employees occupying similar positions prepare a proposed plan for the supervisor’s
approval.

The supervisor should consider the employee’s comments to ensure:
s consistency

* Objectivity

e equity.

C Formsfor Documenting Performance Plan

Prepare the performance plan by documenting the employee’ s performance elements and
standards on AD-435A and AD-435B.

Examples:  Se¢ paragraph 3|of this exhibit for examples of AD-435A and AD-435B.
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Exhibit 8
(Par. 2[EX. 2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

3 Examplesof AD-435A and AD-435B
A Example of AD-435A

Following is a completed example of AD-435A.

Page 1 of10
AD-435A UNITED STATES DEPARTMENT OF AGRIGULTURE
(12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.L) 2. POSITION TITLE
SMITH, JANE NMN A)

3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE

GS-318-07

FSA/ABC Division

7. PERFORMANCE ELEMENT

No. (Describe betow the duty or responsibitity for which the employee is accountable and
. responsible. Indicate if the element is critical or noncritical )

CORRESPONDENCE

X | CRITICAL | INONCRITICAL

8. STANDARD {Describe the fevel expected for "Fully Successful” performance. Inctude appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicabie.}

Prepares an aray of drafts, reports, and final correspondence according to established guideli proced and policies. Draft

correspondence requires minimal corrections. Final correspondence is rarely returned because of errors; i.e., grammar, spelling, format,

sentence structure.

Comp rountine, plex correspondence in connection with various office activities requiring the exercise of initiative and
independence of action. All correspondence is generally completed within required or specified timeframe.

Reviews incoming and outgoing correspondence for conformance with established policies. Errors are almost always noted. Reviews
general information and material directed to the office and exercises judgment on deciding whether or not material is of interest to
supervisor and staff. Rarely makes errors or cannot locate requested materials.

9. ELEMENT RATING (At the end of the rating period, compare the emptoyee’s performance with standard
and assign an element rating. Refer to documentation, as necessary.)

10. ACCOMPLISHMENTS (iust be completed if employee receives a summary rating of Qutstanding. Attach additional sheets if more space required.}

11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (Signatures certity discussion with the employee and receipt of plan which reflects
current position description.}

[Employee's Signaturs Date

(signed) 10/1/XX
[Supervisor's Signature Date

(signed) 9/25/XX
[Reviewer's Signature Data

(signed) 9/27/%XX

12, PROGRESS REVIEWS (at feast one must be completed)
Employee’s tnitials and Date

Supervisor's Initials and Date

Check appropriate copy designation below.
D ORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE COPY O EMPLOYEE COPY O SUPERVISOR'S COPY O AGENCY USE

6-24-03 5-PM (Rev. 10) Amend. 1 Page 4



Exhibit 8

(Par. 2[EX. 2)
4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement

Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)
3 Examplesof AD-435A and AD-435B (Continued)

B Example of AD-435B

Following is a completed example of AD-435B.

Page 2 of 10
AD-435B (Continuation Sheet) UNITED STATES DEPARTMENT OF AGRICULTURE
(12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.} 2. POSITION TITLE
SMITH, JANE NMN SECRETARY (OA

3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
FSA/ABC Division GS-318-07

7. PERFORMANCE ELEMENT

s 2 {Describe below the duty or responsibility for which the empioyee is accountabie and responsible.
e Indicate if the element is critical or noncritical.)

MAINTAINING SUPERVISOR'S CALENDAR/SCHEDULING MEETINGS AND CONFERENCES

8. STANDARD (Describe the level expected for “Fully Succes: performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicab

Maintains supervisors calendar and makes or rejects appoi ts or invil to ings based on existing commitments with minimal
supervision. Appointments and meetings are arranged so that there are rarely any conflicting meetings and appointments; i.e., causing the
supervisor to be delayed or miss other scheduled appointments. Alerts supervisor of his daily schedule. Maintains calendar for control of
ABC Division and branch staff so that all parties involved are usually informed of their commitments.

Arranges conferences and meetings which include preparing agendas and reports; notifying participants; and obtaining space, equipment.
and supplies. Rarely makes errors in scheduling activities.

9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and
assign an element rating  Refer to documentation, as necessary.}

10. ACCOMPLISHMENTS (Must be completed if employee receives a summary rating of Outstanding. Attach additional sheets if more space required.)
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Exhibit 8
(Par. 2[EX. 2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

4 Processing Performance Plans
A Supervisor's Action

The supervisor shall take the following actions to process a performance plan.

Step Action

1 Review performance plan for accuracy.

2 | Give performance plan to reviewing official for signature.

3 Present performance plan to employee.

After discussing each element and standard, request that the employee sign and date
AD-435A, item 11.

Notes: Supervisors should attempt to resolve any differences. If the employee
refuses to sign the performance plan, the employee will still be held
accountable for the elements and standards as presented.

* Annotate the performance plan, as follows:
» the performance plan was presented to, and discussed with, the
employee
* the employee refused to sign
* the date the plan was presented to the employee.

» Advise the employee of available options or avenues of redress.

4 Give a copy of the signed performance plan to the employee.

5 Keep the original (EPF) and supervisor copies of AD-435A and AD-435B.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 6



Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

4 Processing Performance Plans (Continued)

B Reviewing Official’s Action

The reviewing official shall take the following actions to process a performance plan.

Step

Action

1

Review employee’ s el ements and standards, as submitted by the supervisor, to ensure
that the performance plan is:

* in conformance with FFAS policy and guidelines
» consistent with other performance plansin the work unit.

Sign and date on AD-435A, item 11.

C Employee'sAction

The employee shall take the following action to process a performance plan.

Step

Action

1

Review presented performance plan with supervisor.

Discuss elements and standards needing clarification.

Sign and date AD-435A, item 11. The employee’ s signature certifies that:
* adiscussion took place with the supervisor regarding the performance plan

» the employee received a copy of the performance plan, which reflects the current
position description.

Note: Failureto sign a performance plan does not invalidate the plan. The
employee shall be held accountable for performing duties at the "Fully
Successful" level aslisted in the performance plan.

6-24-03
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Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)
5 Using AD-435, Performance Appraisal

A Servicing Personnel Office'sand State Office’'s Responsibility

At the end of the appraisal period, the servicing personnel office and the State Office shall send
instructions for completing AD-435 to supervisors.

B Supervisor’s Responsibility
The supervisor shall:

* compare the employee' s work performance with performance elements and standards that
were established according to Part 2

Note: The supervisor may request the employee to submit alist of accomplishments.

¢ document the appraisal on AD-435.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 8



5 Using AD-435, Performance Appraisal (Continued)

C Example of AD-435

Following is an example of AD-435.

6-24-03

Exhibit 8

(Par. 2[Ex. 2)
4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bar gaining Agreements, and
RMA KC Offices (Continued)

5-PM (Rev. 10) Amend.

1

United States Department of Agricutture [1 Social No. 2 Position Number 3 Pay Plan 4 Occup. Series
Performance A%praisal 123-45-6789 00000 Gs 318
5 Name (Last, fret, e iniial 6 Grade/Step or Pay Level 7 Appralsal Perod
SMITH, JANE NMN 07/01 From 10/1/Xx 1To 9/30/XX
§ Official Position Ttle 9 Organization Structure Code
SECRETARY (OFFICE AUTOMATION) 00000000000000
10 Duty Station 11 Funding Unit 12 Agency Use 13 NFC Use
WASHINGTON, D.C. 00000 00000 00000
Instructions Blocks 158, 15C., 18D. Rate actual performance by entering
Bilocks 1 through 10, completed by NFC, 2 for critical elements and 1 for non-critical elements
should ba and, if Y. in appropriate column.
Block 11. enter funding unit number. . Blocks 15E, 15F, 15G. Enter total of sach column.
Block 14. Enter brief description of performance Block 15H. Enter total from 15€, 15F and 15G.
elements. Block 16A. Chack off the comrect summary rating described in decision
Block 15A. Check performance elements identified table (16B).
as citical . Blocks 17 Mh 22. Seff-explanatory.
14 CdﬁenmA I Exgsds Meels1 i DoliD
Performance Elements Ele(t;)wm Fully Fully Meet F'::lﬂly
1) CORRESPONDENCE X 2
2) MAINTAINING SUPERVISOR'S CALENDAR/SCHEDULING MTG. X 2
3) TRAVEL ARRANGEMENTS 1
4) SUPPORTS EQUAL OPPORTUNITY & CIVIL RIGHTS X 2
5} PUBLIC RELATIONS 1
8} OFFICE MANAGEMENT X 2
7
8
9
10)
[16B i i 15E Exceeds |15F Meets  |15G Does
Ratmg of Outetnndlng i 15E aquals 15H Not Meet
Rating of Unacceptable ¥ if any critical element is rated in 15D,
Rating of Superior if no element is rated in 150; 15F is greater 9 1
than zero; and 15E is greater than 15F.
Rating of Marginal ? if 15G is greater than 15E, and no critical 15H
element is rated in 15D. 16H Enter total
Rating of Fully Successful if none of the above apply. 16E + 15F + 15G=15H 10
YUnsatisfactory for SES
“Minimally Satisfactory for SES
17. Employee {Chack off appropriate box) [o!
Evu XX | Superior
I have li:opy of USDA and Agency regulations on employee Fully successful
respons
and conduct; | have discussed thism with my supervisor and questions L__] No Marginal ¥
have
been answered to my satisfaction. Unacceptable ¥
18 Employee’s Signaturs ]EE 1f employee did not sign, state reason.
“Uraatistactory for SES
(SIGNED) 10/31/XX ¥ Minimatty Smd'ldorthES 17 Employes
{Check off appropriste box]
(Instructions for resclutions of disputes are on the reverse of yee copy.)
19 Supervisor's Signature lDale 20 Reviewer's Signature Date
(S1GNED) 10/20/XX
21 Approving Ofticial’s o Funding Unk Date 22 FOR SES ONLY
Manager's Signature {optional)
PLAWES Bonus Amount
Check appropriate copy designation. D ORIGINAL OPERSONNEL 0 EMPLOYEE 0 SUPERVISOR Form AD-435(1004
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Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

6 Processing Performance Appraisals

A Supervisor Action

The supervisor shall take the following action to process a performance appraisal.

Step

Action

1

Review instructions provided by the servicing personnel office or State Office.

Complete AD-435 according to the instructions on AD-435.

Discuss AD-435' s with the reviewing official.
Obtain reviewer’ s signature and date on AD-435, item 20.

Present and discuss AD-435 with the employee.

Employee shall check the appropriate box in item 17.
Obtain employee’ s signature, and date discussion took place, in item 18.

Notes: If employee refusesto sign, annotate reason and date in item 18.

It isrecommended that next year’s performance plan be reviewed,
discussed, and signatures obtai ned.

Provide the employee with a signed copy of AD-435.
K eep the supervisor’s copy of AD-435.

Send the following employee appraisal documents to the appropriate office for filing
within 30 calendar days after the end of the rating period:

Reminder:  Sed subparagraphs 3|C and 3 D for the appropriate filing office, which

copy 1 of AD-435
originals of AD-435A and AD-435B.

is 1 of the following:

* sarvicing personnd office
» State Office
» County Office.

6-24-03
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Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

6 Processing Performance Appraisals (Continued)

B Reviewing Official Action

The reviewing official shall take the following action to process a performance appraisal.

Step

Action

1

Review employee's performance plan and appraisal to ensurethat it is:

* in conformance with FFAS policy and guidelines
» consistent throughout the organization.

Asreviewing official of the employee’s performance appraisal, sign and date AD-
435, item 20.

Note: The reviewing official has the authority to change element and summary
ratings. This should be done in consultation with the first level supervisor.

C Employee Action

The employee shall take the following action to process the employee’ s performance appraisal.

Step

Action

1

Review and discuss the performance appraisal.

Check the appropriate box on AD-435, item 17, concerning employee
responsibilities and conduct.

Sign and date AD-435, item 18.
Notes: If the employee does not sign, state the reason.
Refusal to sign the performance appraisal does not invalidate the element and

summary ratings given. An employee may contact an employee relations
specialist for guidance.

6-24-03
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Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)
6 Processing Performance Appraisals (Continued)

D Servicing Personnel Office and State Office Action

The servicing personnel office and State Office shall take the following action.

Step Action

Send reminder and instructions for completing AD-435 to supervisors.

When received, record AD-435's, AD-435A's, and AD-435B’s.

1
2
3 Review each form to ensure that all items were compl eted.
4

Enter ratings into NFC data base.

Exception:  Thisstep isnot for State Offices.

5 File forms in the employee's EPF.

E County Office Action

The County Office shall take the following action for processing performance appraisals for all
CO County Office employees, except CED.

Step Action

1 When received, record AD-435's, AD-435A"s, and AD-435B’s.

2 Review each form to ensure that all items were completed.

3 File formsin the employee's EPF.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 12



Exhibit 8
(Par. 2[Ex.2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

7 Completing Performance Appraisals
A Element Ratings
Following are the 3 element rating levels:
* "Exceeds Fully Successful”
¢ "Meets Fully Successful"
* "DoesNot Meet Fully Successful."

An explanation of the "Exceeds Fully Successful" and "Meets Fully Successful” level ratings are
optional when the summary rating is " Superior" or "Fully Successful" on AD-435.

On AD-435A and AD-435B, complete item 10, Accomplishments, for each element when the
summary rating is " Outstanding”.

Elements rated "Does Not Meet Fully Successful" must be supported with narrative
documentation and other evidence. See subparagraph 10 D of this exhibit.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 13



Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

7 Completing Performance Appraisals (Continued)

B Summary Ratings

Summary ratings shall be:

+ calculated by using the information in subparagraph D and the Decision Table on AD-435

» consistent with the following definitions.

Summary Rating

Definition

Unacceptable Performance that does not meet established "Fully Successful”
standardsin 1 or more critical elements.

Marginal Performance that needs improvement to achieve the "Fully Successful”
level.

Fully Successful Performance that is of good quality. Employee produces the expected
quantity of work and meets deadlines for completing the work.

Superior Performance of unusually good or excellent quality. Employee
produces a very high quantity of work ahead of established schedules
and with less than normal supervision.

Outstanding Performance of rare, very high quality.

* Employee produces an exceptional quantity of work significantly
ahead of established schedules and with very little supervision.

» Performance for each element consistently exceeds the "Fully
Successful" standard.

Note: Support an "Outstanding” rating with narrative documentation
and other evidence.

6-24-03
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Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

7 Completing Performance Appraisals (Continued)

C FAS Summary Ratings

Summary ratings for FAS employees shall be:

» based on the following Decision Table, instead of the Decision Table on AD-435, item 16B:

o rating of "Outstanding” if item 15E equalsitem 15H

» rating of "Superior” if no element israted in item 15D, item 15E is more than item 15F,
and item 15F is more than zero

* rating of "Unacceptable” if any critical element israted in item 15D

« rating of "Fully Successful” if an "Outstanding”, "Superior”, or "Unacceptable” rating

does not apply

» calculated by using the information in subparagraph D and the Decision Table in this

subparagraph

» consistent with the following definitions.

Summary Rating

Definition

Unacceptable Performance that does not meet established "Fully Successful" standards
in 1 or more critical elements.

Fully Successful Performance that is of good quality. Employee produces the expected
quantity of work and meets deadlines for completing the work.

Superior Performance of unusually good or excellent quality. Employee produces
avery high quantity of work ahead of established schedules and with less
than normal supervision.

Outstanding Performance of rare, very high quality.

» Employee produces an exceptional quantity of work significantly
ahead of established schedules and with very little supervision.

» Performance for each element consistently exceeds the "Fully
Successful" standard.

Note: Support an "Outstanding” rating with narrative documentation
and other evidence.

6-24-03
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Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

7 Completing Performance Appraisals (Continued)

D Weight of Element Units

Each critical and noncritical element is assigned a specific number of appraisal units, as follows:

critical elements are assigned 2 appraisal units
noncritical elements are assigned 1 appraisal unit.

The weighing of each element automatically occurs when the element ratings are converted to the
summary rating.

E Multiple Appraisals

Combine or consider multiple appraisals in deriving the employee’ s next rating.

Prepare AD-435 to document the employee’ s accomplishments and summary rating if:

6-24-03

the employeeis on detail for 120 calendar days or more

achange in supervisors occurs and the employee works under a new supervisor for 90
calendar days or more

the employee changes positions and serves in the new position for 90 calendar days or more
the employee transfers outside of his or her Agency

Note: The former supervisor should provide a copy of this AD-435 to the employee’s new
Supervisor.

the employee performs collateral duties. The rating shall reflect both of the following:

o primary duties of the position
o primary collateral duty.

5-PM (Rev. 10) Amend. 1 Page 16



Exhibit 8
(Par. 2[Ex.2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

7 Completing Performance Appraisals (Continued)
F Communicating Rating
A performance appraisal rating of record shall not be communicated to the employee before the
reviewing official’s approval. This does not preclude discussing performance accomplishments
between supervisor and employee before the final determination of the rating of record.

G Minimum Appraisal Period

The minimum appraisal period that an employee isto be rated by using an approved performance
plan is 90 calendar days.

H Forced Distribution

A prescribed distribution of levels of ratings for employees, that is, forced distribution of rating
levels, is not permitted.

| Inability to Rate
When a performance appraisal rating of record cannot be prepared at the end of the designated
appraisal period, the appraisal period shall be extended to the amount necessary to meet the
minimum appraisal period; that is, at least 90 calendar days.
Note: If an employeeisto be nominated for a performance award or quality step increase, the

appraisal period must end before the end of the awards nomination period to be
considered for an award nomination based on performance.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 17



Exhibit 8
(Par. 2[EX. 2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

8 Linkageto Personnel Actions
A Impact of Performance Appraisals
Performance appraisal ratings are used as a basis for:

adjusting basic pay
determining awards
training

promoting
reassigning
demoting

retaining

reduction in force
removal.

B Examples of Importance of Performance Appraisals
Following are examples that illustrate the importance of performance appraisals:
* an employee must receive at least a"Fully Successful” summary rating to be given WGI

* inreductionin force, additional service credit isgiven for a"Fully Successful” or higher
summary rating for the last 3 ratings of record

* an employee receiving a"Fully Successful” or higher summary rating may be eligible for a
performance-based award, such as alump-sum monetary award.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 18



Exhibit 8
(Par. 2[EX. 2)

4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)
9 Impact of Acceptable Performance Appraisals
A Within-Grade Increases
An employee will receive a WGI, when the:

+ employee’s current performance rating of record is "Fully Successful” or higher

+ employee completes the required waiting period for advancement to the next higher step of
the grade of his or her position

» employee has not received an equivalent increase during the waiting period.
B Performance-Based Awards

An employee’s rating of record may be used to grant monetary performance awards and quality
step increases.

C Promotions and Reassignments

Consider performance ratings to evaluate employees for promotion and reassignments to positions
with greater promotion potential.

No employee shall receive a career promotion, unless the current rating of record is "Fully
Successful" or higher.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 19



Exhibit 8

(Par. 2[EX2)
4-Tier Performance Management Proceduresfor FAS; 5-Tier Performance M anagement

Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)
9 Impact of Acceptable Performance Appraisals (Continued)

D Training

Supervisors shall use the performance appraisal process to determine an employee’s training
needs.

E Reduction in Force (RIF)
Performance ratings of record are used to establish service credit for RIF purposes. For RIF

purposes, arating of record means an annual summary rating according to the time period in

subparagraph 62 A.

To determine additional service credit, use performance ratings that are:
« completed before the date of the specific notice

» officially approved

e amatter of official record.

Note: An employee must not be assigned a new rating of record only to affect retention
standing.

Exclusion:  This subparagraph does not apply to CO County Office employees.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 20



Exhibit 8
(Par. 2[EX. 2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

10 I'mpact of Unacceptable Performance Appraisals
A Denying WGI

If an employee is not performing at an acceptable level of competence, that is, a summary rating
of "Fully Successful,” the supervisor may withhold the employee's WGI.

Before the WGI due date, the servicing personnel office shall forward the notification of WGI to
the supervisor for a decision to approve or disapprove. The supervisor may obtain guidance on
appropriate procedures to be followed by contacting the appropriate office as follows:

* County Office supervisors shall contact the State Office

» all other supervisors shall contact his or her servicing personnel office, as follows:

« Employee and Labor Relations Branch, HRD
* Employee and Labor Relations Branch, Personnel Division, KCAO.

Note: If WGI decision is not consistent with the employee’s most recent performance appraisal
rating, prepare a new AD-435.

B Training

The performance appraisal process is used to determine an employee’s training needs.
Supervisors shall assist employees in improving performance if an element israted at the "Does
Not Meet Fully Successful” level.

This assistance may include, but is not limited to, the following:

formal training
on-the-job training
counseling

closer supervision.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 21
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(Par. 2[EX. 2)
4-Tier Performance M anagement Proceduresfor FAS; 5-Tier Performance M anagement
Proceduresfor FSA State Offices When Required by Collective Bargaining Agreements, and
RMA K C Offices (Continued)

10 I'mpact of Unacceptable Performance Appraisals (Continued)
C Reassgnments

Management may reassign an employee with an "Unacceptable” performance appraisal to a
position where the employee can perform at an acceptable level.

D Unacceptable Performance

If the employee performs at the "Does Not Meet Fully Successful” level in 1 or more critical

elements, the supervisor may take the following actions at any time without waiting for the end

of the rating period:

* provide the employee with an opportunity to improve
Note: Thisshall be donein conjunction with an employee relations specialist.

» except for Schedule C employees, management may do 1 of the following for employees
whose performance continues to be "Unacceptable” after the opportunity to improve has
ended:

* reassign the employee to a position that the employee can perform

* reduce the grade of the employee to alevel that the employee can perform
* remove the employee from Federal service.

6-24-03 5-PM (Rev. 10) Amend. 1 Page 22
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