UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency

Washington, DC 20250

For:  FSA Employees
FSA Performance Management Program

Approved by:  Deputy Administrator, Management
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1

Overview



A
Background

In 1993, the Government Performance and Results Act established the idea of strategic planning and performance measurement in the Federal government.  Building on this, the President’s Management Agenda, issued in 2002, focused on improving government performance and budget and performance integration.  Also in 2002, Congress passed the Chief Human Capital Officer’s Act that requires OPM to design a set of systems for assessing the management of human capital by Federal agencies.  This requirement resulted in the development of the Human Capital Assessment and Accountability Framework (HCAAF).  A key implementing system of HCAAF is a results-oriented performance culture.  According to OPM, a performance management program must effectively differentiate between high and low performance and develop employee performance plans that are aligned with and support organizational goals.

Note:
For sites not using EmpowHR, performance plans are documented on AD-435A and AD-435B.

During FY 2005, when FSA was under a pass/fail performance management program, all employees, starting with senior managers, developed and implemented new performance plans that aligned with and supported FSA’s mission and goals.  During FY 2006, FSA implemented a new, 5-tiered performance management program that effectively differentiated between high and low performance.   

It is FSA’s policy to maintain a performance management program for improving individual and organizational effectiveness in accomplishing FSA’s mission and goals.  Beginning with the FY 2007 appraisal period, FSA implemented a performance management program that builds on our former program, and develops and maintains a results-oriented performance culture in FSA.  

	Disposal Date
October 1, 2008
	Distribution

All FSA employees; State Offices relay to County Offices.
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1

Overview (Continued)

B
Purpose
This notice:

· announces the FY 2008 FSA performance management program

· obsoletes Notices PM-2584 and PM-2589.

C
Authorities 

The FSA performance management program is based on the following:

· 5 U.S.C. Chapter 43
· 5 CFR Part 430 
· USDA Performance Management DR 4040-430.

D
Coverage 

FSA’s performance management program applies to all FSA employees nationwide, except for:

· individuals in the Senior Executive Service (SES)
· individuals for which employment is not reasonably expected to exceed the minimum appraisal period (90 calendar days) in a consecutive 12 month period
Note:
Temporary intermittent employees would only be subject to the performance management system if they actually work a continuous 90-calendar day period regardless of the length of their appointment.

· STC and COC members

· individuals excluded from coverage by statute or by OPM regulation.

E
Effective Date 

The FY 2008 FSA performance management program is effective October 1, 2007.

F
Action
All supervisors shall ensure that all of their employee’s performance plans comply with the provisions of this notice.  Any changes that need to be made to bring an employee’s performance plan into compliance with this notice shall be completed no later than October 30, 2007.
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1

Overview (Continued)

G
EmpowHR
EmpowHR, formerly known as I*CAMS, is a computer-based management tool used for various programs, 1 of which is performance management.  All FSA Field Offices currently access EmpowHR using self-service EmpowHR.  All other FSA offices will adopt EmpowHR at some point in the future.

2

Responsibilities



A
Administrator Responsibilities


The Administrator is responsible for the following:

· monitoring program compliance with applicable laws and regulations, Department policies, and collective bargaining agreements
· ensuring program compliance with policy and program direction and administration
· developing and communicating FSA’s mission, strategic goals, and objectives to all levels, to assist supervisors and managers in developing employee performance plans.



B
Rating Official Responsibilities 




Rating officials are responsible for the following:

· determining and communicating the appropriate FSA and USDA mission, goals, objectives, priorities, and relative performance measures and results to employees
· communicating performance expectations clearly and holding employees responsible by establishing individual performance plans and creating a performance culture and environment that promotes a high performing work unit 
· engaging the employee in the process of establishing and documenting performance plans and providing a written copy of performance plan at the beginning of each appraisal period or no later than 30 calendar days after the beginning of each appraisal period or assignment of an employee to a position, or when performance plans are revised during the appraisal period 
· ensuring that each employee’s performance plan has at least 1 critical element that is aligned to the mission, goals, and outcomes of FSA and USDA
· monitoring performance during the rating period and providing feedback to employees on their performance, developing employees, and conducting 1 or more progress reviews as provided for in this notice 

· preparing performance ratings in a timely manner, making meaningful distinctions among employees based on performance, and fostering and rewarding excellent performance and addressing poor performance.
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Responsibilities (Continued)

C
Reviewing Official Responsibilities 




Reviewing officials are responsible for the following:

· managing individual and organizational performance and creating a work culture and environment that promotes a high-performing work unit 
· implementing the principles, policies, procedures, and requirements of the performance management program within their span of control 
· ensuring that rating officials carry out their performance management responsibilities and assessing the rating official’s performance in fulfilling these responsibilities 

· reviewing and approving performance plans and ratings of their subordinate rating officials for consistency, fairness, objectivity, completeness, and to ensure that performance plans reflect the larger organization’s overall needs and goals

· ensuring equity and consistency in consideration for awards within their organization
· resolving disagreements between the rating officials and employees.  

Note:
In all discussions, the reviewing official shall make the final decision.



D
Employee Responsibilities 




Employees are responsible for the following:

· participating in discussions and documentation of their performance plan, with their rating official for developing performance elements, standards and measures; progress reviews; and summary ratings 
· ensuring that they have a clear understanding of their performance expectations and how performance relates to the mission of the organization, and requesting clarification if necessary 
· taking responsibility to continuously improve performance, support team endeavors, develop professionally, and perform at their full potential 

· identifying work problems and cooperating with rating officials to resolve them 
· seeking performance feedback from their rating official and internal and external customers as appropriate.
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2

Responsibilities (Continued)

E
Director, HRD Responsibilities




Director, HRD is responsible for the following: 

· overseeing the performance management program and its results
· periodically evaluating the effectiveness and efficiency of the performance management program.


F
Servicing Personnel Office (SPO’s)


SPO’s are responsible for the following:

· providing technical and operational support and advice to the rating and reviewing officials in administering the performance management program in a manner consistent with applicable laws, rules, and regulations
· ensuring that performance plans and ratings of record are maintained in SPO according to 5 CFR Parts 293 and 297
· providing training on the performance management program to all employees.

3

Rating and Reviewing Official Exceptions



A
General Rule
Unless otherwise specified, the rating official is the employee’s first-line supervisor and the reviewing official is the employee’s second-line supervisor.  The exceptions to this rule are:

· CED’s

· program technicians (PT’s).

For CED’s, the:

· rating official is COC chairperson

· reviewing official is DD, who serves as STC designee.
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3

Rating and Reviewing Official Exceptions (Continued)

B
CED Rating and Reviewing Official

CED performance plans, mid-year reviews, or performance appraisal shall be handled according to the following.  DD shall:

· work with COC chairperson to prepare a draft document for each CED

Note:
If CED has FLP duties as part of his/her performance agreement, the credit official for that area should be consulted when developing the rating/review.

· present draft document to CED for review and comment

· work with COC chairperson to finalize document

· present final document to CED

· enter information on CED into EmpowHR

Note:
DD will enter information into EmpowHR as CED’s rating official.  The information will flow in EmpowHR to SED, who will act as the reviewing official.  Once SED has approved the document, it will flow back to DD for review of any changes/updates made by the reviewing official and then to CED who will view and certify the document.  The information will then flow back to DD.

· print a hard copy of document from EmpowHR

· give printed document to COC chairperson to sign as the rating official

· sign printed document as the reviewing official

· give printed document to CED for signature

Note:
Provide a copy of the printed document to CED for their records.
· submit printed document to the State Office for review, if required 

· if working on performance plan or mid-year review, keep the original printed performance plan or mid-year review in a secure file for later review/rating

· follow through with completing the process in EmpowHR, so that the summary rating can be entered and transmitted to NFC electronically at the end of FY.
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Rating and Reviewing Official Exceptions (Continued)

C
PT Rating and Reviewing Official

The following are the rating and reviewing official for PT’s working in County Offices with various workloads.

	IF PT is a…
	THEN the rating official is…
	AND reviewing official is…

	GS employee performing both farm program (FP) and FLP work
	the Farm Loan Manager (FLM) in collaboration with CED
	DD.

	GS employee performing only FLP work
	FLM
	

	CO employee performing only FP work
	CED
	DD, in collaboration with COC chairperson.

	CO employee performing both FP and FLP work
	CED in collaboration with FLM
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Rating and Reviewing Official Exceptions (Continued)

C
PT Rating and Reviewing Official (Continued)

	IF PT is a…
	THEN the rating official is…
	AND reviewing official is…

	CO employee performing only FLP work
	FLM

Note:
Since CED is the supervisor of record for CO‑PT, performance plan, mid-year review, and performance appraisal will need to be signed on hard copy by FLM for CO‑PT’s who perform FLP work.  CED will enter information into EmpowHR as PT’s (performing FLP work only) rating official.  The information will flow in EmpowHR to DD (the reviewing official).  After DD has approved the document, it will flow to CED for review of any changes/updates by the reviewing official and on to PT for view and certification.  The information will then flow back to CED.  CED shall:

· print hard copy of the document from EmpowHR

· sign printed document as rating official

· give printed document to COC chairperson to sign off as reviewing official

· present printed document to PT for signature

· give a copy of the printed document to PT

· submit printed document to State Office for review, if required by State Office

· if working on a performance plan or mid-year review, keep the original printed document in a secure file for later review/rating

· follow through with completing the process in EmpowHR, so the summary rating can be entered and transmitted to NFC electronically at the end of FY.
	DD.


Notes:
In any instance where the rating or review is a collaborative process, the parties involved should discuss their positions.  The “official” rating/reviewing official will then input all information for both parties. 

The current workflow in EmpowHR shows CED as the rating official for CO-PT with DD as the reviewing official.  For all instances where CO-PT performs both FP and FLP work or FLP work only, signatures of both FLM and CED are required.  Hard copy documents will be necessary in dual signature situations until EmpowHR can be modified.
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Rating and Reviewing Official Exceptions (Continued)

D
Specific Field Office Situations

All discussions on CED and CO-PT performance plans, mid-year reviews, or performance appraisals shall be documented in COC executive minutes.

DD’s who do not yet have loan approval authority and are rating officials for FLM’s should collaborate with the Farm Loan Chief (FLC) on any elements that require knowledge of FLP.  DD’s and FLC’s should discuss their positions and then DD will input all information for both parties.

If SED is the rating official for an employee, then DAFO is the reviewing official for that employee.

In any shared management operation lasting at least 90 calendar days, the non-headquarter COC should provide input on the employee’s performance to the headquarter COC, who will take this into account when preparing the final performance appraisal.

All final ratings for CO employees may be grieved to the State Grievance Board according to 22‑PM.  GS employees may grieve a final rating according to 15-PM or applicable collective bargaining agreement. 

4

Establishing Performance Plans
A
Appraisal Period and Documentation

The appraisal period starts October 1 of each year and ends September 30 of the following year.

Performance plans should be:

· established within 30 calendar days of the start of the appraisal period or of an employee’s assignment to a position

· reviewed and, if necessary, amended each time a work assignment changes significantly, up to 90 calendar days before the end of the appraisal period.  

Employees must be informed of and participate in any changes made to their performance plans.

9-19-07





Page 9

Notice PM-2606

4

Establishing Performance Plans (Continued)
A
Appraisal Period and Documentation (Continued)

Performance plans are documented:

· in EmpowHR for offices using EmpowHR (with the exception of situations listed in paragraph 3 which would be created and finalized on the hard copy of AD-435A and AD‑435B and then dataloaded with follow through in EmpowHR)

· on AD-435A and AD-435B for offices not using EmpowHR.

Note:
AD-435A and AD-435B are available from FFAS Employee Forms Online web site at http://165.221.16.90/dam/ffasforms/currentforms.asp.

See:

· Exhibit 1 for example AD-435A’s and AD-435B’s for Field Office positions

· Exhibit 2 for an example AD-435A and AD-435B’s for a National Office position.


B
Employee Participation

Employee participation is required in establishing or revising performance plans.  This can be accomplished by whatever method works best for the parties concerned.  

Example:
The supervisor could ask the employee to develop draft performance plans for discussion or the supervisor himself/herself could develop draft performance plans for discussion.  If there are differences between the employee and the supervisor, the final decision shall be made by the reviewing official.


C
Elements

The basis for elements are the requirements of the employee’s position.  Applicable sources for developing elements include position descriptions, work plans, organizational goals and objectives, and any other source that assigns or fixes responsibility for accomplishing work.  


D
Number of Elements

Supervisors shall establish at least 3 but no more than 7 performance elements.  See Exhibit 3 for a list of elements from which the 3 to 7 elements can be selected.  Other job specific elements may be created, if necessary, in addition to those elements listed in Exhibit 3.  

Note:
For State and County Office employees, see:

· Exhibit 4 for possible elements for each position
· Exhibit 5 for possible standards for each element.
Using these elements and standards is not mandatory.  They are meant merely to assist supervisors in developing performance plans.
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Establishing Performance Plans (Continued)

E
Required Elements

The following critical elements in Exhibit 3 are mandatory for all supervisors and managers:

·  “Supervision” element 

·  “Customer Service” element

·  “Supervisory Equal Opportunity and Civil Rights” element.

The following noncritical element and associated standards are mandatory for Farm Loan Officer Trainee (FLOT) trainers:

· Element.  “FLOT trainer provides direct instruction and oversees hands-on work experiences that facilitate mastery of the key concepts, regulations, and practices related to performing the duties of a Farm Loan Officer.”

· Standards.

· “Gives clear directions; lays out assignments in a well-planned and organized manner with no more than 2-3 exceptions as determined by the FLOT coordinator and FLC.”

· “Provides timely feedback and coaching for improvement with no more than 2 legitimate complaints, as determined by FLOT coordinator and FLC, received from the trainee that feedback is not provided.”

· “Maintains 2-way dialogue with FLOT on work/results with no more than 2 legitimate complaints as determined by the FLOT coordinator and FLC.  Any communications problems are brought to FLOT trainer’s attention within 24 to 30 hours.”

· “Ensures that monthly, quarterly, or interim reports are submitted within established deadlines with no more than 1 exception.”

The following element and associated standards are mandatory for employees assigned Consent Decree Action Team (CDAT):

· Element.  “Special projects:  Detailed to Washington, DC, with the Pigford v. Johanns class action lawsuit project, commonly known as Consent Decree and/or Consent Decree Action Team (CDAT)”.
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Establishing Performance Plans (Continued)

E
Required Elements (Continued)

· Standard.  “Completes assignments in a competent, accurate, and thorough manner.  Assignments completed comply with regulations and procedures; completed assignments reflect research and collaboration with others, as required.  Works closely with contractors, DOJ, OIG, OGC, Monitor of Consent Decree, Finance Office personnel, DAFO, LMD, LSPMD, FLC, State Office personnel, County Office personnel, and peers to ensure that all aspects of the Consent Decree are met.  Completes claim and petition reviews, processes implementations of debt relief, and provides research in priority cases.  Ensures that all requirements of the Consent Decree are completed within the timeframes established by the court order.  Works closely with and reports to DAFLP and CDAT Project Manager.  Performs CDAT functions a minimum of ____% of the time.”

Note:
CDAT supervisors will develop measures to address this part of the employee’s responsibilities.”

F
Critical and Noncritical Elements

Supervisors shall determine what elements shall be critical and noncritical.  Critical elements cover duties that are essential to the successful performance of the position.  Elements aligned with FSA mission and goals, and, for supervisors and managers, the “Supervisory Equal Opportunity and Civil Rights” and the “Supervision” elements must be critical.  At least 1 element must be critical and 1 element must be noncritical.  On the summary rating:

· critical elements will be scored as 2 points

· noncritical elements will be scored as 1 point.



G
Equal Opportunity and Civil Rights (EO/CR) and Customer Service (CS) Elements for




Nonsupervisors

Separate EO/CR and CS elements are not required for nonsupervisors.  The elements may be kept separate or built into other critical elements.  If the supervisor decides that there will not be separate EO/CR and CS elements, the following EO/CR and CS language must be built into the element description piece of another critical element.


For EO/CR:

“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 FSA and Departmental goals of valuing a diverse, yet unified workforce.”
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Establishing Performance Plans (Continued)
G
Equal Opportunity and Civil Rights (EO/CR) and Customer Service (CS) Elements for Nonsupervisors (Continued)

For Customer Service:

“Routinely displays courteous and tactful behavior.  Projects a positive and professional image of USDA.  Provides advice that is timely, responsive, and accurate.  Maintains appropriate rapport with internal and external customers.  Develops and establishes working relationships with external organizations as required.  Keeps supervisor and/or team leader informed of difficult 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.”

Supervisors will choose the appropriate element and develop at least 1 standard to address EO/CR component and at least 1 standard to address CS component.

Note:
If EO/CR or CS elements are kept separate, they must be critical.


H
Standards

For each element selected, there must be at least 3 written standards for measuring performance of the element.  Standards must be observable, measurable, and attainable by the employee.  Standards need only be written at the “Meets Fully Successful” level in the performance plans.  However, rating officials should be prepared to explain performance at the “Does Not Meet Fully Successful” and “Exceeds Fully Successful” levels.  Do not include phrases like “other duties as assigned”.  


I
Performance Management Standard

All employees with the “Supervision” element shall have the following standard in the “Supervision” element:

“Employee performance plans focus on results achieved, contain at least one element that is aligned with FSA and USDA mission, goals, and objectives, and are in place within 30 calendar days of the beginning of the appraisal period.  Mid-year reviews are conducted according to Agency guidelines.  Ratings are accurate and issued within 30 calendar days of the end of the appraisal period.”


J
Customer and Employee Perspective Standard

performance plans for supervisors and managers must take into consideration customer and employee perspective; therefore, supervisors and managers shall have the following standards in their “Customer Service” element:

“Customer needs and expectations are identified and are considered when making decisions, identifying solutions, and resolving conflicts.”
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Establishing Performance Plans (Continued)

J
Customer and Employee Perspective Standard (Continued)

“Internal and external customers’ requirements and expectations for high quality products or results are met with almost no exceptions.
Employee’s written feedback is solicited to develop individual performance plans that support the goals and objectives of FSA.
Employee feedback accepted by the Rating Official is written into performance plans at the beginning of the performance cycle.” 


K
Health and Safety Standard

All performance plans shall contain the following health and safety standard.  For:

· supervisors, the following standard is required under any appropriate critical or noncritical element:

“Adheres to Safety and Occupational Health practices and procedures in order to promote and maintain a safe and healthful work environment for all employees.  Upon report of unsafe/unhealthful condition, notifies appropriate office within 48 hours, and follows up and/or takes appropriate action until condition is resolved.”

· nonsupervisors, the following standard is required under any appropriate critical or noncritical element:

“Demonstrates a basic understanding of the Agency’s Safety and Health Program.  Complies with safety and health rules and regulations that apply to all employees.  Ensures all reports of unsafe and unhealthful conditions are reported to supervisor or designated official within 48 hours.” 


L
Privacy Act Standard

All performance plans shall contain the following Privacy Act standard.  For:

· supervisors, the following standard is required under any appropriate critical or noncritical element:

“Demonstrates an understanding of the Privacy Act and applies the Act correctly when exercising controls and safeguards to preserve the integrity and confidentiality of protected information.  In addition, ensures all employees comply with this standard.”
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Establishing Performance Plans (Continued)

L
Privacy Act Standard (Continued)

· nonsupervisors, the following standard is required under any appropriate critical or noncritical element:

“Demonstrates an understanding of the Privacy Act and applies the Act correctly when exercising controls and safeguards to preserve the integrity and confidentiality of protected information.” 


M
Loan Approval Authority Standard

FLC’s, DD’s, CED's with loan approval authorities, FLM’s, and Farm Loan Officers (FLO’s) at a grade 11 are required to have and maintain loan approval authorities.  The following standard shall be added to the “Program Management” or “Execution of Duties” (or similar) element of their performance plans:

“Acquires and meets FSA’s standards necessary for maintaining loan approval authority and loan servicing authority.”

Grade 7/9 FLO’s with loan approval authority.  The following standard shall be added to the “Program Management” or “Execution of Duties” (or similar) element of grade 7/9 FLO's with loan approval authority performance plans:

“Acquires and meets FSA’s standards necessary for maintaining loan approval authority and loan servicing authority.”

Grade 5/7/9 FLO’s without loan approval authority and FLOT's.  The following standard shall be added to the “Program Management” or “Execution of Duties” (or similar) element of grade 5/7/9 FLO's and FLOT's performance plans:

“Successfully completes assigned training and training activities within established timeframes.”


N
Improper Payments Standard

All Field Office employees who work with FP payments shall have the following standard in the “Program Management”, “Execution of Duties” or similar element:

“Ensures that payment amounts are accurate, that necessary supporting documents are up‑to‑date and on file, and that applications are complete with no more than 1-2 exceptions.”
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Establishing Performance Plans (Continued)
O
Cascading Alignment

Performance plan alignment is an ongoing process and offices must continue this process into FY 2008 and beyond.  Supervisors should develop performance plans for their employees that include at least 1 critical element with standards that identify clear and measurable tasks and results that are aligned to organizational goals.  Supervisors and employees are encouraged to align more than 1 element, where possible.  Alignment should be clear and transparent so that employees can see how their performance plans support organizational goal achievement.  Merely including a generic statement in performance plans that employees support organizational goals is not adequate for communicating alignment.  Simply restating organizational goals without including the metrics for determining performance against those goals is not adequate.  It should be possible to map the responsibility for specific organizational goals through the performance plans of the chain of responsibility (SES member, to manager, to supervisor) to the front-line employee.

Example:
An SED might be aligned to Objectives 1.1, 1.2, and the Cross-Cutting Management Objectives in the FSA Strategic Plan, the DD aligned to Objectives 1.1 and 1.2, the CED and CO-PT to Objective 1.2, and the FLM to Objective 1.1.

In preparing for performance plans, supervisors shall:

· ensure that all employees are aware of FSA’s and USDA’s current Strategic Plan or organizational goals 

Note:
FSA’s Strategic Plan can be found at http://bpms.wdc.usda.gov/zoneSP_jump.htm
USDA’s Strategic Plan can be found at http://www.ocfo.usda.gov/usdasp/usdasp.htm.
· communicate how organizational goals are linked and cascaded to individual performance, and how the employee’s accomplishments support organizational goals within their organizations, through:

· staff meetings

· individual or team meetings 

· electronic and internal correspondence 

· develop performance plans that include at least 1 critical element with standards that identify clear and measurable (quality, quantity, cost, and/or timely) tasks and results that are aligned to organizational goals for each individual. 
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Establishing Performance Plans (Continued)
O
Cascading Alignment (Continued)

Notes:
State and County Office employees shall see Exhibit 6 for examples of performance standards that may be aligned.

Alignment should be made to the appropriate bullet in SED’s performance plans.  See Exhibit 7 for element 5 of SED’s performance plan, “Program Management”.  See Exhibit 1 for an example of how this alignment can be accomplished. 

Aligned standards may be preceded by either of the following paragraphs, modified as applicable, based on the part of the strategic plan the alignment standard is addressing:

· “The following results-focused standards align with USDA Strategic Goal (_), “(title of goal)”, Strategic Objective (_._), “(title of objective)” in the USDA Strategic Plan, and with FSA Strategic Goal (_), “(title of goal)”, Strategic Objective (_._), “(title of objective)” in the FSA Strategic Plan:”

· “The following results-focused standards align with the “Improve Human Capital Management” Objective in the USDA “Management Initiatives” part of the USDA Strategic Plan, and with FSA Cross-Cutting Management Objective (_), “(title of Objective)” in the Cross-Cutting Management Objectives part of the FSA Strategic Plan:”.

P
Results

Each element in performance plans must include language that holds the employee accountable for achieving expected results.  This must be shown by explaining the results gained by the employee achieving their standards.  

Example 1:
“Receives and deposits payments within 18 to 24 hours of receipt.  The result is a faster processing of customer payments.  This is aligned to the organizational goal of supporting productive farms and ranches.”  

Example 2:
“Budget contains well-justified descriptions of budget requests, is accurate, and is completed by the established deadline.  The result is a complete budget document.  This is aligned to the organizational goal of improving strategic accountability.”

Results must be appropriate to the employee’s level of responsibility.
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Establishing Performance Plans (Continued)
Q
Balanced, Credible Measures

All performance plans must include balanced, credible measures; balanced, so that in addition to measuring expected results, performance plans include appropriate measures, such as:  

· quality, quantity, timeliness, and/or cost-effectiveness
· indicators of competencies. 




To be credible, performance expectations must be:

· based on job analysis   
· clear, specific, and understandable 

· reasonable and attainable   
· measurable, observable, or verifiable
· communicated in a timely manner
· foster continual improvement in productivity.  

R
Individual Development Plans (IDP’s)

As part of the performance planning process, employees are encouraged to discuss their short- and long-term learning and developmental goals with their supervisor and develop an IDP.  IDP’s contain elective training, education, and developmental activities in which employees may engage to acquire the competencies to meet IDP goals.  Rating officials retain sole discretion to determine the extent of implementation for IDP and will do so after considering operational requirements and budgetary limitations.
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Processing Performance Plan Responsibilities

A
Rating Officials Using EmpowHR Responsibilities 

Rating officials using EmpowHR shall process performance plans according to the following.

	Step
	Action

	1
	Enter the appropriate performance plans information through Manager Self-Service portion of EmpowHR.  For each element selected, there must be at least 3 standards for measuring performance of the element.
Note:
See http://www.fsa.usda.gov/FSA/hrdapp?area=home&subject=erpm&topic=prm for an example of the rating official actions in EmpowHR.

	2
	Review performance plans for accuracy.

	3
	Send performance plans to reviewing official so the reviewing official can enter a check (() next to “Reviewed”.

	4
	Upon receiving performance plans from the reviewing official, send to the employee.

After discussing each element and standard with the employee, ensure that the employee has entered a check (() next to “Viewed Discussed”.

Note: 
Rating officials should attempt to resolve concerns the employee may have about their performance plans.  If the employee refuses to sign their performance plan, the employee shall be advised that they will still be:

· placed under the performance plan

· held accountable for the elements and standards as described in the performance plan.

	5
	If the employee refuses to agree to performance plan, print out a hard copy of the screen and annotate the copy as follows.

“The performance plan was presented to, and discussed with, the employee.  The employee refused to agree to the performance plan”.

	6
	The finalized performance plan will flow to the employee electronically.  Hard copies are not required.
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Processing Performance Plan Responsibilities (Continued)

B
Rating Officials Not Using EmpowHR Responsibilities 

Rating officials not using EmpowHR shall process performance plans according to the following.

	Step
	Action

	1
	Establish AD-435A and AD-435B.  For each element selected, there must be at least 3 standards for measuring performance of the element.

	2
	Review AD-435A and AD-435B for accuracy.

	3
	Give AD-435A and AD-435B to reviewing official for signature.

	4
	Sign and date AD-435A.

	5
	Give AD-435A and AD-435B to the employee.

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

Note: 
Rating officials should attempt to resolve concerns the employee may have about their AD-435A and AD-435B.  If the employee refuses to sign their AD‑435A, the employee shall be advised that they will still be placed under AD‑435A and AD-435B and be held accountable for the elements and standards, as described in AD-435A and AD-435B.

	6
	If the employee refuses to sign AD-435A, annotate AD-435A and AD-435B as follows.

“The performance plan was presented to, and discussed with, the employee.  The employee refused to sign AD-435A”.

	7
	Give a copy of the signed or unsigned AD-435A and AD-435B to the employee.


C
Reviewing Officials Using EmpowHR Responsibilities

Reviewing officials using EmpowHR shall process performance plans according to the following.

	Step
	Action

	1
	Review employee’s elements and standards, as submitted by the rating official, to ensure that performance plan:

· conforms with FSA policy and guidelines

· is consistent with other performance plans in the work unit.

Note:
See http://www.fsa.usda.gov/FSA/hrdapp?area=home&subject=erpm&topic=prm for an example of the reviewing official actions in EmpowHR.

	2
	Enter a check (() next to “Reviewed”.
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5

Processing Performance Plan Responsibilities (Continued)

D
Reviewing Officials Not Using EmpowHR Responsibilities

Reviewing officials not using EmpowHR shall process AD-435A and AD-435B according to the following.

	Step
	Action

	1
	Review employee’s elements and standards, as submitted by the rating official, to ensure that AD-435A and AD-435B:

· conform with FSA policy and guidelines

· are consistent with other AD-435A’s and AD-435B’s in the work unit.

	2
	Sign and date AD-435A.


E
Employees Using EmpowHR Responsibilities 

Employees using EmpowHR shall process performance plans according to the following.

	Step
	Action

	1
	Review presented performance plan with rating official.

	2
	Discuss elements and standards needing clarification.

	3
	Enter a check (() next to “Viewed Discussed”.  This action certifies that:

· a discussion took place with the rating official about performance plan

· the employee has seen performance plan

· the employee has viewed the standards of conduct and has had any questions answered to their satisfaction.

Notes:
If the employee refuses to agree to the performance plan, they will still be held accountable for the elements and standards within performance plans.



See http://www.fsa.usda.gov/FSA/hrdapp?area=home&subject=erpm&topic=prm for an example of the employee actions in EmpowHR.
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5

Processing Performance Plan Responsibilities (Continued)

F
Employee Not Using EmpowHR Responsibilities

Employees not using EmpowHR shall process performance plans according to the following.

	Step
	Action

	1
	Review presented AD-435A and AD-435B with rating official.

	2
	Discuss elements and standards needing clarification.

	3
	Sign and date AD-435A.  The employee’s signature certifies that:

· a discussion took place with the supervisor about AD-435A and AD-435B

· the employee has seen AD-435A and AD-435B

· the employee has viewed the standards of conduct and has had any questions answered to their satisfaction.

Note: 
If the employee refuses to sign AD-435A, the employee will still be held accountable for the elements and standards on AD-435A and AD-435B.


6

Performance Reviews
A
Mandatory Performance Reviews

The rating official shall:

· conduct at least 1 performance review during the 12-month appraisal period between the 5th and 8th month

· inform the employee of their level of performance as it relates to their performance elements and standards

· within 30 calendar days of the performance review, document on the employee’s performance plans that the performance review took place.

Note:
See http://www.fsa.usda.gov/FSA/hrdapp?area=home&subject=erpm&topic=prm for an example of the rating official's actions using EmpowHR.
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6

Performance Reviews (Continued)
B
Periodic Optional Performance Reviews

Even though only a mid-year performance review is required, it is in the best interest of the rating official and employee to periodically hold performance discussions.  An employee may request a meeting for this review.  Periodic performance reviews with the employee will:

· provide regular feedback

· keep the channels of communication open

· assist in identifying strengths and weaknesses

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

7

Documenting Performance

A
Rating of Record

The Rating of Record is the performance appraisal that is issued at the end of the appraisal period and becomes part of the employee’s performance file.  Rating officials and reviewing officials must:

· rate appropriately against the standards in the employee’s performance plan

· make distinctions in levels of performance.  

Rating shall be based only on actual employee accomplishments.  Presumptive ratings (that is, ratings that are not based on actual accomplishments) are prohibited.  Rating officials and reviewing officials will be held accountable for rating appropriately against the standards in the employee’s performance plan and making distinctions in levels of performance.

Artificial targets, such as quotas, for performance appraisals should never be used to evaluate employee performance.  Performance appraisals must be based on the individual accomplishments of the employee being rated.

B
Reduction-in-Force (RIF)

For:

· Federal employees, annual Ratings of Record are used to establish service credit and retention standing in the event of RIF’s

· CO employees, best qualifications, skills, and abilities available to handle program responsibilities are used in the event of RIF’s; not length of service.  

Note:
For CO employees, service computation dates are only used as a tiebreaker, not as a ranking factor.  Annual ratings of record are not used in the event of RIF’s.
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7

Documenting Performance (Continued)



C
Minimum Appraisal Period




To rate an employee:

· a performance plan must have been established either:

· on AD-435A and AD-435B

· in EmpowHR

· the employee must be under a performance plan for at least 90 calendar days.  

Note:
If it has not been 90 calendar days by the end of the appraisal period, the period may be extended to allow for a rating to be given.  If no plan has been put into place by the end of the appraisal period, no rating can be given.

D
Obtaining and Completing Performance Appraisals Using EmpowHR

Rating officials using EmpowHR shall:

· enter summary ratings in the “Manager Self-Service” portion of EmpowHR

· review/respond to written comments entered by employees, as applicable

· verify the employee entered a check (() next to “Employee Viewed/Discussed Rating”.

E
Obtaining and Completing AD-435 Not Using EmpowHR

Rating officials not using EmpowHR shall:

· use Microsoft Word versions of AD-435 (see Exhibit 8)

· complete AD-435 according to the instructions on AD-435.

Note:
AD-435 is available from FFAS Employee Forms Online web site at http://165.221.16.90/dam/ffasforms/currentforms.asp.
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Documenting Performance (Continued)

F
Appraising Elements

The rating official will evaluate each performance element and determine which 1 of the following 3 rating levels is most appropriate when comparing the employee’s performance with the “Fully Successful” performance standard established for that element.

· “Exceeds Fully Successful”; describes performance that exceeds the “Fully Successful” standard for the element being evaluated.  Employees performing at this level may display initiative, ownership, and/or unusual independence.
· “Meets Fully Successful”; describes performance of the solid, effective employee whose work meets normal expectations in terms of quality, quantity, and timelines, as outlined in the “Fully Successful” standard.

· “Does Not Meet Fully Successful”; describes performance that has failed to fulfill the basic expectation for the work.

Note:
Rating officials shall provide additional documentation to substantiate the rating for each element for each rating level given (such as, “Exceeds Fully Successful”, “Fully Successful”, and “Does Not Meet Fully Successful”).  However, with assistance from SPO, the rating official must prepare a comprehensive written statement describing the employee’s deficiencies for all elements rated at the “Does Not Meet Fully Successful” level.  Early identification and correction of poor performance is strongly recommended.

G
Summary Ratings

A 5-level summary rating system summarizes the employee’s overall performance and is calculated using the description on AD-435.  The following are the 5 summary levels.

· “Outstanding”, all appraisal units are rated “Exceeds Fully Successful”.
· “Superior”, more appraisal units are rated “Exceeds Fully Successful” than are rated “Meets Fully Successful”, and no elements are rated “Does Not Meet Fully Successful”.

· “Fully Successful”, as many or more appraisal units are rated “Meets Fully Successful” than are rated “Exceeds Fully Successful”.

· “Marginal” (Minimally Satisfactory), more appraisal units are rated “Does Not Meet Fully Successful” than are rated “Exceeds Fully Successful”.

Note:
If a critical element is rated “Does Not Meet Fully Successful”, then the summary rating is automatically “Unacceptable”.
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7

Documenting Performance (Continued)

G
Summary Ratings (Continued)

·  “Unacceptable”, 1 or more critical elements are rated “Does Not Meet Fully Successful”.  

Note:
If the “Unacceptable” level occurs, the rating official shall contact their SPO for guidance.

H
Due Date

EmpowHR processing or AD-435’s, AD-435A’s, and AD-435B’s shall be completed and distributed:

· by October 30

· according to subparagraph 9 A.

8

Reviewing Performance

A
Rating Official Using EmpowHR Action

Rating officials using EmpowHR shall review the performance of their employees by:

· comparing the employee’s performance of each element with the standards established in EmpowHR

· checking the appropriate rating level for each element

· if necessary, obtaining interim ratings from the employee’s prior supervisors or detail supervisors.  Rating official shall review and process in EmpowHR.

Note:
For CED, the rating official is COC chairperson.  Hard copies of CED performance plans entered in EmpowHR must be signed by COC chairperson.  After a meeting between COC, DD, and CED, DD may then enter the CED’s summary appraisal in EmpowHR and print out a hard copy for COC chairperson’s signature as supervisor.  DD shall sign the hard copy as reviewing official, and CED shall sign the hard copy as employee.  This will complete the official action on the hard copy.  The review of summary ratings will be documented in the Executive Session of COC meeting minutes.  Follow through with completing the appraisal process based on reports to set up in EmpowHR so that appraisal will transmit to NFC.
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Reviewing Performance (Continued)

B
Rating Official Not Using EmpowHR Action

Rating officials not using EmpowHR shall review the performance of their employees by:

· comparing the employee’s performance of each element with the standards established on AD-435A and AD-435B

· checking the appropriate rating level for each element

· if necessary, obtaining interim ratings from the employee’s prior supervisors  

· reviewing and signing AD-435.  

Note:
Supervisory employees detailed from their positions of record before the end of the appraisal period shall:

· provide input to the incoming supervisor of record about an employee’s performance

· include a recommended rating for each performance element.



C
Accountability for Performance Appraisals

Rating officials:

· shall ensure that the performance appraisal:

· contains all elements 

· designates critical and noncritical elements 

· points are properly assigned, that is 2 points for critical elements and 1 point for noncritical elements 

· totals are added correctly

· summary rating is properly designated

· employee has checked “Yes” or “No” on AD-435, item 17

· contains the required signatures

· using EmpowHR, shall ensure the correct boxes have been checked

· not using EmpowHR, shall ensure the required signatures are entered on AD-435.
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8

Reviewing Performance (Continued)



D
Providing Additional Documentation

Rating officials shall provide additional documentation to substantiate the rating for each element for each rating level given (such as, “Exceeds Fully Successful”, “Fully Successful”, and “Does Not Meet Fully Successful”):

· for offices using EmpowHR, enter an accomplishment statement in the “Reviewer Comments” block

· for offices not using EmpowHR, complete AD-435A, item 10 and AD-435B, item 10.  

Note:
If more space is needed than is provided on AD-435A and AD-435B, additional documentation may be provided on a piece of paper and attached to the rating.




For each element, the additional documentation should explain how the employee’s




accomplishments match up against each of their standards.

See Exhibit 9 for examples of what kind of additional documentation should be provided for each element.



E
Completing the Performance Appraisal Using EmpowHR

Rating officials using EmpowHR shall complete the performance appraisal according to the following.

	Step
	Action

	1
	Enter the appropriate rating information through “Manager Self-Service” portion of EmpowHR.  

Note:
See http://www.fsa.usda.gov/FSA/hrdapp?area=home&subject=erpm&topic=prm for an example of the supervisor, reviewing official, and employee actions in EmpowHR.

	2
	Obtain the reviewing official’s approval.

Note:
It is strongly recommended that the discussion between the supervisor and the reviewer be on a face-to-face basis.  Alternative methods of communication, such as teleconference, may be used if face-to-face communication is not possible.

	3
	Discuss the approved rating and basis for the rating with the employee.

	4
	Verify the employee has entered a check (() next to “Employee Viewed/Discussed Rating”.

	5
	Forward the performance plan and the appraisal according to subparagraph 9 A.  Hard copies are not required, except for CED’s, but can be printed by the employee or supervisor whenever needed.
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Reviewing Performance (Continued)



F
Completing AD-435 Not Using EmpowHR

Rating officials not using EmpowHR shall complete AD-435 according to the following.

	Step
	Action

	1
	Complete AD-435 by transferring the performance elements and appropriate rating level information from AD-435A and AD-435B.

	2
	Obtain the reviewing official’s approval on AD-435.

	3
	Discuss the approved rating and basis for the rating with the employee.

	4
	Forward AD-435, AD-435A, and AD-435B to HRD or KCHRO according to subparagraph 9 A.


G
Reviewing Officials’ Action




Reviewing officials:

· shall discuss the performance and rating of employees with rating officials

· shall change the ratings, if appropriate

· using EmpowHR, shall check (() the “Review Completed” box

· not using EmpowHR, shall sign AD-435, item 21 certifying approval of original or revised ratings 

· shall return rating to the rating official for distribution according to subparagraph 9 A.

Note:
In EmpowHR, the rating will flow electronically back to the supervisor.
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8

Reviewing Performance (Continued)

H
Employee Action

Employees:

· using EmpowHR, shall check (() the following:

· “Employee Viewed/Discussed Rating” box 

· appropriate box for USDA regulations about employees’ responsibilities and conduct

· not using EmpowHR, shall:

· complete AD-435, item 17

· sign AD-435, item 18.

Note:
If the employee refuses to sign/accept the rating, rating officials:

· using EmpowHR, shall indicate the refusal in the “Reviewer Comments” box

· not using EmpowHR, shall indicate the refusal on AD-435, item 18

· forward the rating to the appropriate SPO according to subparagraph 9 A.

9

Distributing Appraisals and Multiple Appraisals



A
Distributing Performance Appraisals

The completed performance plan and performance appraisal shall be forwarded to the appropriate SPO by October 30.  For offices:

· using EmpowHR, hard copies of documents are not required

Note:
Employees and supervisors can print a copy of their performance appraisal at any time.

· not using EmpowHR, supervisors shall distribute the completed AD-435 according to the following.

	Step
	Action

	1
	Forward the original, completed copies of AD-435, AD-435A, and AD-435B to the appropriate SPO by October 30.

	2
	Provide the employee with 1 copy of AD-435, AD-435A, and AD-435B.

	3
	Retain 1 copy of AD-435, AD-435A, and AD-435B for the supervisor’s files.
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9

Distributing Performance Appraisals, Rating Requirements, and Multiple Appraisals (Continued)



B
Multiple Performance Appraisals

The following provides instructions for performance plans for employees detailed or temporarily promoted.

	IF the employee…
	THEN…

	is detailed or has a temporary promotion to other positions in FSA or USDA for 90 calendar days or more
	performance plans shall be established.  The supervisor responsible for the detail or temporary promotion shall prepare the performance plan and communicate it, in writing, to the employee within 30 calendar days of the start of the assignment.  At the end of the assignment, an interim assessment shall be prepared detailing the employee’s accomplishments and forwarded to the supervisor of record.  This shall be considered in deriving the employee’s annual rating of record.

Note: 
When employees are detailed outside USDA, the employing agency must make a reasonable effort to obtain information on the employee’s accomplishments from the outside organization.

	is detailed or has a temporary promotion to another position in FSA or USDA for 90 calendar days or less
	performance plans are not required.  However, a narrative document shall be prepared detailing the employee’s accomplishments and forwarded to the supervisor of record.  This shall be considered in deriving the employee’s annual rating of record.

Note: 
When employees are detailed outside USDA, the employing agency must make a reasonable effort to obtain information on the employee’s accomplishments from the outside organization.

	has a change in supervisors during the appraisal period including while on detail
	each supervisor of 90 calendar days or more shall prepare an interim assessment detailing the employee’s accomplishments, and forward to the supervisor of record.  This shall be considered in deriving the employee’s annual rating of record.

	has position changes during the appraisal period and has served for 90 calendar days or more in the position
	the supervisor shall prepare an interim assessment detailing the employee’s accomplishments.  This shall be considered in deriving the employee’s annual rating of record.

	has a transfer of rating (moves to another agency or Department) and has served for 90 calendar days or more in the position
	the supervisor shall prepare an interim assessment detailing the employee’s accomplishments.  This shall be sent to the gaining organization to be considered in deriving the employee’s annual rating of record.






Note:
Interim assessments do not need to be on any particular form nor entered into EmpowHR, but should be written on a sheet of paper.

9-19-07





Page 31

Notice PM-2606

10

Monitoring Poor Performance

A
Marginal Performance

If the employee’s summary rating is “Marginal”, the rating official must contact their SPO for guidance.  The rating official shall:

· assist employee in improving less than “Fully Successful” performance in a noncritical element

· inform the employee as soon as the less than “Fully Successful” performance is apparent and give the employee a chance to demonstrate “Fully Successful” performance

· assist the employee by:

· determining if training is needed

· providing closer supervisory review of work

· holding discussions and providing correction of work products

· advising the employee when they have achieved “Fully Successful” performance.

A “Marginal” rating will result in the denial of a Within-Grade Increase.  



B
Unacceptable Performance

If the employee’s summary rating is “Unacceptable”, the rating official must contact their SPO for guidance.  Rating officials shall:

· assist employee in improving less than “Fully Successful” performance in a critical element

· inform the employee in writing as soon as the less than “Fully Successful” performance is apparent and give a reasonable opportunity to demonstrate “Fully Successful” performance through an Opportunity To Improve (OTI).  

OTI:

· provides formal notice to the employee that performance is unacceptable and provides the employee the opportunity to demonstrate “Fully Successful” performance

· may include activities like developmental assignments, structured employee assistance or counseling, formal or on-the-job training, and mentoring.  
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Monitoring Poor Performance (Continued)

B
Unacceptable Performance (Continued)

Careful records must be kept of the assistance offered and results achieved under OTI.  Rating officials should provide the following:

· notification of elements in which performance is unacceptable

· specific examples of the unacceptable performance

· performance requirements or standards that must be attained to demonstrate “Fully Successful” performance

· a reasonable opportunity period, usually at least 90 calendar days, to demonstrate “Fully Successful” performance on the elements at issue

· notice that the employee must improve to the “Fully Successful” level by the conclusion of the opportunity period and must sustain that level of performance for at least 1 year from the start of OTI.

Should an employee’s performance again become unacceptable in 1 or more of these critical elements, a performance-based adverse action or other alternative action may be proposed without the benefit of an additional OTI.  

An “Unacceptable” rating will result in the denial of Within-Grade Increase.

C
Prior Administrative Actions

Administrative actions initiated against employees whose performance is “Unacceptable” under 5 U.S.C. 4303 or 5 U.S.C. 752 involving a performance management program in existence before the effective date of this program, shall continue to be processed consistent with that pre-established set of procedures and requirements.

11

Performance



A
Organizational Performance Assessment

Organizational unit performance will be assessed and communicated throughout the organization.  Rating officials will be provided guidance on how unit performance should be considered when deciding ratings and awards.  
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Performance (Continued)



B
Performance Management Program Training

Each year, supervisors, managers, and employees will receive mandatory training and retraining on the requirements and operation of the performance management program.  All supervisors, managers, and employees must know how the performance management program operates.  Training courses are available for both supervisory and nonsupervisory employees in AgLearn.



C
Performance Management Accountability

According to paragraphs 4 and 7, managers and supervisors will be held accountable for the performance management of their subordinates and must communicate with their employees continuously from the beginning to the end of the rating cycle, not just at certain times within it.  At the end of the rating cycle, they must accurately rate their employee’s performance.  Corrective action will be taken against supervisors who fail to address performance deficiencies.



D
Recognizing Performance

Employees receiving summary ratings of “Outstanding” or “Superior” should be considered for recognition.  This recognition may be any of the following:

· quality step increases (can only be granted if the summary rating is “Outstanding”)

· performance bonus

· time off award

· any other form of recognition.

Note:
Recognition is never automatic.  External factors, such as budgetary constraints, may affect the availability of certain types of recognition.
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12

Evaluation and Additional Information

A
Evaluation of the Performance Management Program

The performance management program will be evaluated for its effectiveness on an annual basis within 90 calendar days of the end of each appraisal period.  This evaluation will include such issues as the correlation between the:

· performance management program and any improvement of organizational performance

· employee/managerial satisfaction with the performance management program.

B
Additional Information

If there are any questions about rating employees, supervisors may contact the appropriate SPO according to the following.

	IF the supervisor is located in…
	THEN contact…

	the National Office 
	Employee Programs Branch, HRD at 202-401-0679, 

202-401-0694, or TTY at 202-205-9057.

	1 of the following:

· APFO

· Kansas City

· St. Louis

· State Office
	KCHRO, Human Capital Management Section at 

816‑926-1630 or TTY at 800-735-2966.

	County Office
	State Office
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Example Field Office Performance Plans

This Exhibit consists of 8 Field Office performance plans, as follow:

· Example 1 provides AD-435A and AD-435B’s for an administrative specialist with EO/CR as a separate performance element and Customer Service built in another performance element 
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Example Field Office Performance Plans (Continued)
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10, ACCOMPLISHMENTS (Must be completed it employee receives a summary rating of Outstanding. Attach additional sheets If more space is required))
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image4.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Cafiphell, Alesandra Adiin Specizlist
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END'DATE
FER] {State) G5 10717 mn 9/ 507 5z

7. PERFORMANCE ELEMENT

5 (Describe below the duby or responsibility for which the emiployee Is accountable
No. &= and responsible. Indicate if the element 15 tritical or noncritical.) X CRITICAL NONCRITICAL

Communication: Oral and wiitten commuiications are elear, correct, timely, and pressnted In arn
understandable manner. Supsrvigor and coworkers are dnformed of fssusy gnd problems when necsssary.
Information and guidence provided Ls timely and correet. Custemer Service: Reutdnely displays
courtEans. and taetful behavist. Prolscts a positive and professiconsl image wf USDA. Provides advles
that iz timely, respensive and agcurate, Malntains appropriste repport with internal and ernal
sugtotiers. Develaps and -Sstablishes workifd relstionships with extefndl opganizebicns s Pedgilted.
Kesps supervisgr and/or tesm leader Informed of diffieult andior contreversial issues and unigue
problets. Takes action to effeetively solve probléiis before they have an adverse Ifpaot of the
organizaticn sr other employees.™

8. STANDARD (Describe the feyvel expected for "Fully Successiul® performance. Include appropriate indicators o quality, quantity, cost efficiency, ot timeliness,
where applicable.)

1. Temmunicates clesrly with customers and ce-workers and shares accurate Imfermation with only 2-5
erEEpticns .

2. Respofids to general progran gusstlons wWithin 24 hours With only 4-6 extsphbions. FElevates Hhore
complex questisns. Lo supervissr, team leader, or other individual responsible within 2 heours of

1AGUITY.

8. Froparées written documefilts that &re clear, coficises, and uhiderstandable as well as folliwiiyg
pregeribed procedires within ssbablished timeframes with only 1-3 exespbions.

1. Costemer Hervicer Recelwss nd more than 4-6 valid sustomer complaints.

RESULT: The achievement of thewe standards will result In s increass in the percsntage of satisfied
siiployees: ard custdmers:

, . - ; . . - . Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and Excoeds Suceessiil Does Not Meet

‘assign an element rating.  Refer to documentation, as necessary,)

10. ACCOMPLISHNENTS (Wust be completed if employee receives a summary rating of Outstanding. Artach additional sheets if more space s required)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image5.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Cafiphell, Alesandra Adiin Specizlist
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END'DATE
FER] {State) G5 10717 mn 9/ 507 5z

7. PERFORMANCE ELEMENT

(Describe below the duby or responsibility for which the emiployee Is accountable
No. 4 and responsible. Indicate it the element is critical or noncritical) CRITICAL 4 NONGRITICAL

Resaarch and Analysis

Thoreughly snd aceurately researches issues in = timely mamner, uwsing aveileble reference sources
, USDA manials, o applivable law or regulatichs). Makess reasenabile recommsndations or deslsions
on. avallable guidance.

8. STANDARD (Describe the level expected for "Fully Successful® performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
‘where applicable).

1. Beviews and analyzes temperary directive notices and handboek prosedure on a -daily
badls 90-08 percent of the time.

2, Takes activns reguired by tempoiary directive fdtices of handbodk procedurs withit tis timeframes
regquired with saly 2-1 ezceptions.

3. Asks questiens for clardfivatdon and makss s aris: for implementation within the timeframes
sstablished by manageieit with no were than Z-14 i
RESULT: The achisvement of theze stamdards will result in ay incresse in the percentags of Internal
business progesses thah are streamlined systematically.

, : o Full
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and  |Exceseds Sucycessful Dies Mot Mest

assigh an element rating. Refer to documentation, as necessary)

0. ACCOMPLISHMENTS (Mustbe completed if employes recelves a summary rating of Ouistanding. Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 2 provides AD-435A and AD-435B’s for an administrative specialist with Customer Service a separate performance element and EO/CR built in another performance element

[image: image6.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Paged of 4

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last; Fifst; ML) 2. POSITION-TITLE
Camplell, Alszandra Admiin, Spscialisgh
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
5. 8TART DATE 6. END DATE
FEA/ (State) G5~ 107 1 s iR e
7. PERFORMANCE ELEMENT
No. 1 {Describe below the duty or responsibility for which the employee is accountable %
5 and responsible. Indicate it the element Is critical-or noncritical ) *> |{CRITICAL NONCRITICAL

Executisg of Dutiss

Completed wolk. assighfients ape perfoffied in a tiftely mannet,
ngeds of the crganizatisn. &Appropriaste werk methods are selected for the development of work o
Work produsts o not téguirs substantive revisi . BE
applicable agengy guidelinss, Imepludinmg bime=frames.

s the
sduets.
signmerits are completed in dccordancs with

aEsiiring & quality of work thab. he

8 STANDARD (Describeihe level expected for “Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
‘whiere applicable.)

The fallowing results-focuped msasures align with USDE Goal "Mahsgemert Initiatives:™,USDR Objective

Improve Human Capital Maragement” in the USDA Strategic Plan, and with FE& Goal “Crosz-eutilng

Management Objectives”, Objective 2, “strategioally Maraging Human Capital” in the FEA Strategic Plah,

st with Element b, YProgran Mamagement™ in the State BExeputive Dirsctor's perfotmance plar:

1. Prepares rveperhts required with duties that are accurate and ceomplete within established timeframes
with gily 1-3 Sxcsptivng.

2. Eugutes that opefatlohbs octclf in &h efflelent nannef te suppotrt the progiaim areasy Iike, poi
and distrdbuting materials, creating regulations and guldamce, ete

Cing
o with only 1-3 exceptions.

%. Demotistretes s basic undershanding of the Agency’s sty and Health Program. Compliss with safety
and Health rfulés afid regulativns that apply o 11 enpleyess. Brsures all réports of imsafs &nd
unhealthiul conditions are reperted te supsrviser or desigmated offieisl within 48 hours.

@ @

1. Demonstrates an undsrstanding of the Privacy fct and applies the Bt correctly when sxercising
pontrols 4nd safeduards to presérve the integrity and cenfidentiality of protes Infaoriet Tom.

BESULT: The achievement of these standards will zesult in a meore efficient and effective management of
the ageniy’ s htman capital.

. : : Fully:
9. ELEMENT RATING, (At the end of the rating petiod, compare the employee's performance with standard and | Excesdls Sucesssil Dods'Not Meet
35sign an element rating, Refer to documentation, as necessary)

10, ACCOMPLISHMENTS (Must be completed if employes receives a summary rating of Outstanding. Attach additional sheets it more space is required,)

11. CERTIFICATION OF DEVELGPMENT AND RECEIPT OF PLAN (Signatures certify discussion with the employee and receipt of plan which refiects current
position description)

Employss'sSighatire | Dite
:

Supervisor's Name: {Print) :Supervisur‘s Signature ' Date
' i

Reviewer's:Name .(Print) :Reviewer‘s Signature :Date

12. PROGRESS REVIEWS (at Ieast one must be completed)
_Employee’s Initials and Date Supervisor’s Initials and Date

T T 1 I I [ 1 T
1 L ' ' B [ 1 B
1 L i 1 ' I 1 '

Eheck appropiiate copy: desigration below.

(. JORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCEFILE COPY.  { ) EMPLOYEE COPY. ( ) SUPERVISOR'SCOPY" :{ JAGENCY USE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image7.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 2 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Cafiphell, Alesandra Adiin Specizlist
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END'DATE
FER] {State) G5 10717 mn 9/ 507 5z

7. PERFORMANCE ELEMENT

- (Describe below the duby or responsibility for which the emiployee Is accountable
No. <& and responsible. Indicate if the element 15 tritical or noncritical.) X CRITICAL NONCRITICAL

Custemer Service

Routinely displays courtsous and tachkiul behaviet. Projects a positive and protesyrensl imags of USDAE.
Provides adviee that ig fimely, respeonsive and accurate. Maintsins appropriabe rappert with intecnal
aid sxtérnal vustomers. Develops and sstablishes working relaticnships with ternal drgaiiizaticns &b
required, Keeps supervisor and/eor team leader informee of difficult andfor centro sial dssues and

EheS ey problems. T action be -effectively solve problems kefote. they Have il adverse iip &ff Lhe
organization or other employess.

3. STANDARD (Describe the level sxpected for "Fully Suscessiul” performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable.)

1. Responds to customer guestions accurately and asserding te procsdurss with enly 2-1 wvaldd
complaints. Respoiids by dt least sckiewledding tedelipt: of ah inguity &g sooh ag posyiklé, but within
24 heurs with ne more thean 46 sxceptions.

Z. Provides internal ktraining thet s sccurate and glven within established timeframes 85-9% percent of
the time.:

8. Reeelves no Mobe than 4-6 valid sustomer eomplaints.

RESULT: The ashisvement of these standards will result in an inerease in the peroentage of satisfiled
custemers.

, : : : Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employee's performarice with standard and Esicesds Suceesstul Dies Mot Mest

assign an element rating. Refer to documentation, as necessaryy).

10, ACCONMPLISHMENTS (Must be completed it eniployee receives a summary rating of Ouistanding.: Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image8.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
Cafiphell, Alesandra Adiin Specizlist
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE APPRAISAL PERIOD
5. START DATE 6. ENDDATE
FEZ fak 35 %
A7 (Stake) G5 1071 xx 57307 5x
7. PERFORMANCE ELEMENT
5 (Describe below the duby or responsibility for which the emiployee Is accountable
No. B and responsible. Indicate if the element 15 tritical or noncritical.) z CRITICAL NONCRITICAL
Commiuni catisns
Oral and Writter conmminlogtionsg are glear, cortect, timely, and presented 46 ap understandable wmanfer.

Supervisor and cowgrkers are informed ef issuess and preblems when necessary. Information and guidance
provided: 8 timely and corr . BO/ERy “Performs ALl dutles In o matmer whieh consistently demonstiates
fairness, coeperation, and respect teward cowerkers, effice visiteors, and all ethers in the performance
of official busitiess. Demonstrates an swid 8385 O BO/CR policles and responsibilitiss of Hgsidy and
Departmental goals of valuing a diverss, yet unified workferse.”

8. STANDARD (Describe the level expected for "Eully Successiul® performance. Include appropriate indicators of quality, quantity, cost efficiency, of imeliness,
‘where applicable.) :

1. Upmmunicates cl 1y with sustemers and co-workers and shares accurate Information with only 3-5
exceplilons .

2. Responds LE gefisral program guestions within 24 hours with enmly 4-6 sxcepticons. Elsvates mors
complex guestions to superviser, team leader, or other individual responsible within 2 hours of
Inguiry.

8. Erepares written deosuments thatf aire clear, concise, and understandable ag well ar Tollowiinf
prasoribed procsdurss within sstablished tiusframes with ohly 1-3 szuepblofs.

1. EO/CR: Hesisks supsrviser or responsikble individisl with plannihy, prepering for; &r presentisng
EEC/AE/ Diversity information ses

RESULT: The achievement: of these sgtandards will result in an incresse in the percentage of sabisiied
employess: ahid customers.

, ‘ ; Fiilly.
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and . |Exceeds Successtul Déss Mot Meist

assigh an element rating. Refer to documentation, as necessary.)

10, ACCONPLISHMENTS (Mustbe completed it emplovee receives a summary rating of Quistanding. Aftach atiditional sheets if more space is required.)





9-19-07





Page 7








Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image9.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Cafiphell, Alesandra Adiin Specizlist
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END'DATE
FER] {State) G5 10717 mn 9/ 507 5z

7. PERFORMANCE ELEMENT

(Describe below the duby or responsibility for which the emiployee Is accountable
No. 4 and responsible. Indicate it the element is critical or noncritical) CRITICAL 4 NONGRITICAL

Resaarch and Analysis

Thoreughly snd aceurately researches issues in = timely mamner, uwsing aveileble reference sources
, USDA manials, o applivable law or regulatichs). Makess reasenabile recommsndations or deslsions
on. avallable guidance.

8. STANDARD (Describe the level expected for "Fully Successful® performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
‘where applicable).

1. Beviews and analyzes temperary directive notices and handboek prosedure on a -daily
badls 90-08 percent of the time.

2, Takes activns reguired by tempoiary directive fdtices of handbodk procedurs withit tis timeframes
regquired with saly 2-1 ezceptions.

3. Asks questiens for clardfivatdon and makss s aris: for implementation within the timeframes
sstablished by manageieit with no were than Z-14 i
RESULT: The achisvement of theze stamdards will result in ay incresse in the percentags of Internal
business progesses thah are streamlined systematically.

, : o Full
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and  |Exceseds Sucycessful Dies Mot Mest

assigh an element rating. Refer to documentation, as necessary)

0. ACCOMPLISHMENTS (Mustbe completed if employes recelves a summary rating of Ouistanding. Attach additional sheets if more space is required.)





9-19-07





Page 8








Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 3 provides AD-435A and AD-435B’s for a CED

[image: image10.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Page v of 5

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1, NAME {L-ast; First; WM:L) 2. POSITION TITLE
Smith, Jotn CED
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
4.-START DATE 6, END DATE
EER/ (State) [ {couiity) CO~ 10/ 1428 vl =

7. PERFORMANCE ELEMENT

No. 1 {Describe below the duty or responsibility for which the employee is accountable
‘ and responsible. Indicate If the element I5 critical or noncriticall) CRITICAL NONCRITICAL

Program Matiagamsnt

Manages programn(s), tesolving lsswes: and problems within the employes's dontiol. Monitots .all aspeste
of program{si for guality, effeckiveness, and sensistency. Program plans and guidance are responsive to
chisdtives and reduiremsnts o©f the Adensy. Policy instructichs 4re approptiately issued and #ie
aveurake.. Evalustes effectivenssy of work and adiusts plans accordingly.

8. STANDARD (Describe the level expected for *Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost efficiency, or imeliness,
where applicable)

The follewing resnlts-focised mezsures #ligh with USDA Stirategic Goal 2, “Enhance theé Tompetitiveness
and Susbalaakbility of Rural and Famm E cmiel’, Strategie Objeetive 2.3, “Provide Risk Marisgement snd
Financial Toole to Farfiers and Ranechebs” in the TEDA Strategic Plau, arid with F&A Strategic Gosl 1,
“eupporiing Productive Farms: and Ranches”, Strabsglc Objective 1.2, “Mitigsbing Market Losses” dn the
FEE Strategic Flan, end with Element &, “Program Msnagement!™, in the ftate Exegutiye Director's

per forianese plat

1. Engnres thiat applids
than 1 exceptions.

2. Engures that produdef payménts ate made within regulred tinefragies with no more than 3-4. excephicnd.

3. Ensurss thabt staff is fully trained in the program arsas for which esch employees is responsible
within at lézst 5 déys of beilhg assighed the program ot withih at least 3 days of learning of
chatigss in the program.

4, Deneristrates an understanding of the Privacy Ach and applies the Act dorréctly wheén sxercising
cortrols and safeguardy to pregerve tls Integrity and confidentiality of probected nformatisn. Tn
additich, ensures all employess comply with this steandard.

tilend for betisfits aié procesdssd withiy roquited tineframes with iy mons

BESTILT: The achievement of these standards will result inm wore cempetitive, sustsinable snd produstive
farms ahd raichss.

. : : . . . Fully:
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and | Excagds Suctessiul Does Not:Mest
assign aly element rating. Refer to documentation, as necessary,)

10. ACCOMPLISHMENTS (Mustbe completed if employes receives a summary rating of Outstanding. Aftach additional sheets if more space is required.)

11 CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN {Bignatures certify discussion with the employee and receipt of plan which reflects current
positioh description.) .

Employes's:Signatrs. | Dite:
i

Supervisor's Nane-{Print) :Supervisur‘s Signatire :Date
' v

Reviewer's:Name .(Print) :Reviewer‘s Signature :Date

12. PROGRESS REVIEWS (at least one must be complated)
Employee's (hitials and Date: ‘ Supervisors Initisls and Date

T 0 [ i T T 1 T
1 ' ' 1 . ' 1 v
1 ' s 1 v I 1 '
Eheck appropiiate copy désignation belsw.

{ Y ORIGINAL:OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANGE FILE COPY.  { ) EMPLOYEE COPY. { ) SUPERVISOR'SCOPY" :{ JAGENCY USE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image11.png]AD-435B (continuation Sheety \UNITED STATES: DEPARTMENT:OF AGRICULTURE Page 2 of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. POSITION TITLE
Smith, Johi CED
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AFPRNSI\L PERIOD
. i 5. BTART DATE: 6. END DATE
FRE/ (State) / (oounty) G- 1074 fn 57507 v

7. PERFORMANCE ELEMENT

o (Describe helow the duty or respansibility for which the employee is accountable
No. = and responsible. Indicate if the element is critical or noncritical’): x CRITICAL NONCRITICAL

Customer Servige

Routinely displays courtesus snd tactful behsvier. Projects & positive and profossizpsl lwags of USDA.
Provides advice that is timely, respensive and accurate. Maintains appropriabe rapport with internsl
afid sxtérnal tustomers. Develops dnd sstablishes working rslaticnships with & al stganizaticng ak
required, Keeps supervisor and tean leader informed of difficult end/or ntr raial is and
EheS ey preblafis. Takes action sffectively solve. problens befote they have afi adverse iip ot the
organization gr other smployees.

8. STANDARD {Describe the level expected for "Fllly Successiul® performancs. Inciude appropriate indicators of quality. quantity. cost efficiency, or timeliness,
where applicable) :

1. Ensures that customsr applicaticns are accurate and prosessed within established tiwmeframes with
Gily 1-8 exdephblons.

2. Bnsures that paymshts dré Processsd within timeframes with enly 1-3 éxceptions.

84 Responds to other &geénciss (WRCS, WIS, Tonservation Distrists, Exteénsion Services, etd.] regarding
shared prograis within established timeframes with euly 1-5 gxceptlons.

1. Customer reeds amgd expechations ars ldentifisd amd are considersd when making decizions, ldentifyin
solutiens, and resolving conflicts

i

B Imbernal and external custemers” reguirements and expectations for high guality products sr resulte
ard et with #lnost fo exteptions

5. Employes's written feedback 15 folielted to dévelep Lfdividiual pérformaice pland thaf support the
goals and ebjsctives eof the agency

7. Employes fesdback accopbted by the Rsting Official 1s writben into the performance plam &b the
beginning of the perforiiance sycle.”

RESULT: The achievement: of these standards will result in an increase in the perceptage of matisiied
CUBTERET S

, : ‘ Fll
9. ELEMENT RATING (At the end of the rating périod, compare the employee’s performance with standard and Excends Suciessful Déss Mot Meist

assign an element rating. Refer to documentation, as necessary.)

10, ACCONPLISHMENTS [Must be completed if emplovee receives a summary rating of Ouistanding. Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image12.png]AD-435B (continuation Sheety \UNITED STATES: DEPARTMENT:OF AGRICULTURE Page 3 of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. POSITION TITLE
Smith, Johi CED
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AFPRNSI\L PERIOD
. i 5. BTART DATE: 6. END DATE
FRE/ (State) / (oounty) G- 1074 fn 57507 v

7. PERFORMANCE ELEMENT ’ ‘
{Deseribe below the duty of respansibility for which the emiployes s aceountable

No. E ant responsible: Indicate if the element is critical or honcritical’) e CRITICAL NONCRITICAL
Supsrvisory Egual Opportiunity and Tivil Rights
Perfeorms all duties in = marner which eemsistently demenstrates Talrmess, coeperation, and respect
toward dowmrkers, offics vigitars, and all others in the perfotmance of officisl busingss. Demotstrabes
an awsreness of EU/UK pold and responsibilities of Agency and artmentsl goals of working to

employ dnd develcp & diver et unified wWorkIstos.

8. STANDARD (Describe the level expected for “Fully Successtul” performance. Include appropriate indicators of quality. quantity, cost efficiency, or timelingss,
‘where applicable )

1. Provides Civil Rights/EEG/fexual HarassmentyDiversity infermaticn (USDA matesrial) to employses
throigh ifforiatlion sessions, sbaff meetings, ste. 2-4 tihes & year.

AR E'murps that smployees: heceive requirsd €ivil Rights, EEO, amd Sexual Harassment tralnisdg within
estaplished timefremes with no mors then 1-2 exceptions.

3. Resgponds Lo Lesuwes/getions/allegatiens serording Lo agency procedures and within sstablizhsd
timeframes with ne more than 1-3 approved efcsptiocns.

RESHULT: The achievemsit of these standards will result in af shsuring of civil rdghits for all agency
empleyees: and sustomers,

: : Fillly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and. . |Exceeds Suceesstul Dies Mot Mest

assigh an element rating. Refer 16 documentation, as necessary.).

10, ACCOMPLISHMENTS (Must be completed it employee receives a sumniary rating of Outstanding. Attach additional sheets If more space is required))
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image13.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 4 of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. POSITION TITLE
Smith, Johi CED
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AFPRNSI\L PERIOD
. i 5. BTART DATE: 6. END DATE
FRE/ (State) / (oounty) G- 1074 fn 57507 v

7. PERFORMANCE ELEMENT

(Describe helow the duty or respansibility for which the employee is accountable
No. 4 ant responsible: Indicate if the element is critical or honcritical’) X

CRITICAL NQNCRITICAL

Supeivision

Work iz assigned in & feir and effective manmer. Technical guidance te subordinate staif is given dn a
tingly maingr. Perfotndnce managemsnt 1 implementsd in actordatics with procsdure. TEsUss; conbernd, Br
problems arve handled promptly and fairly. Te the e ble, staff is properly trained and
cotiplies with eccupational Mealth shd safsby progiffs. Math et dewlslons ate Supported End
implemented within apprepriate time—frames.

8. STANDARD {Describe the level expected for “Fully Successiul® performance, Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable) :

1. Employee performance plans focus sn results achieved, contain at least one selement that is aligmed
With organizatiofisl goals, cohtaln at least obe sledernt that is aligned with FSA &nd USDA mlssich,
goals, and okjectives, and ars in place within 30 days of the begimning of the appralisal peried with nwo
matsé than 1-2 exeeptions. Mid yedr reviews conducted: accurdify to Agercy guldeliheés. Ratings ars
accurate and issusd within 30 days of the end of the appraisal psried with ne more than 1-2 sxeeptions.

2. Bdheres to bafety and Oooupational Health practicss and prosedurss in ordsr to promete and maintain
a gafe and Medlthful work envircimernt for all empldyees. Upon beport of wisafe/inhssithinl cotdition,
notifiss appropriave sfflcs wivhin 48 heurs, ahd follews up andler tekes Approptlate sEbLoh intil
condition is resclved with ne mere then I1-2 ezeceptions.

3. Ensures idssues and problems are identified, documented, and dealt with in a
(Inmediabely ot miner lssugs, usually within 1 week fior others, or wikthin agsie
timeframes as applizable)l 8595 percent; of the time.

tdmely manner
ey eFbablished

RESULT: The achievement of these stamlsrds will result in an increasse in the percenbage of satistied
SHipleyess.

. : : Filly
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performanice with standard and Exceeds Successtul Dies Mot Mest

assign an element rating. Refer to documentation, as necessary.)

10, ACCONMPLISHMENTS (Must be completed it employee receives a summiary rating of Outstanding, Attach additional sheets If more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image14.png]AD-435B (continuation Sheety \UNITED STATES: DEPARTMENT:OF AGRICULTURE Page’s of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. POSITION TITLE
Smith, Johi CED
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AFPRNSI\L PERIOD
. i 5. BTART DATE: 6. END DATE
FRE/ (State) / (oounty) G- 1074 fn 57507 v

7. PERFORMANCE ELEMENT

- (Describe helow the duty or respansibility for which the employee is accountable
No.l 5 |and responsible. Indicate If the elément I$ critical or noneritical) CRITICAL % | NONCRITICAL

Resource Matnagement

Voniters sllecated funds and maintains complete and soceurste records of expendifures Rowtinely
& pespurces dn an esffivisnt and effsctive mahmet. s that funds, proper atid other
resources are guarded against waste, less, unsuthorized use, snd missppropriatien.

8. STANDARD (Describe the level expected for “Fully SUccesshul” performance. Include appropriate indicators of quality, quantity, cost sfficlency. or timeliness,
where applicable))

1. Manages within the established budget for progrsm, functisn, or weork assigned; notifies approprizte
individial of potential budget shortfalls &t 1east 30 scalekdar dayd 1n advihes with ne nobe tham 1-2
sxcerdions .

Z. Busures that budget objsct codes are cerrectly entered with only 1-3 exceptions.

3. Bosures that travel, traising, el other administrative forms are properly complebsd, timely, and
followed-up: to ehslire proper prodessinmg with snly 1-3 exceptiois.

RESULT: The achievement of these stendards will result in an insrease in the percentage of internal
uEinESs P 585 that ary strsamlined systematically.

, ‘ Fiilly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and. |Exceeds Successtul Dies Mot Mest

assigh an element rating. Refer 16 documentation, as necessary.j

0. ACCOMPLISHMENTS (Mustbe completed if emploves receives a summary rating of Outstanding. Attach additional sheets If more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 4 provides AD-435A and AD-435B’s for a DD

[image: image15.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Page v of 5

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME.(Last; Fifst; M:1) 2. POSITION-TITLE
AEndrews, Natalis DD
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
G- START DATE 6, END DATE
FEA/ (State) EE= 10/ 1w gy AU R

7. PERFORMANCE ELEMENT

No. 1 {Describe below the duty or responsibility for which the employee is accountable
‘ and responsible. Indicate If the element I eritical or noncritical ) CRITICAL NONCRITICAL

Program Matiagement:

Manages program(s), beselviliy isswes and problems within the etpleyes’s doubiolk. Moniters all aspeets
of program{si for guality, effeckiveness, and consistency. Program plans and guidance are resgponsive to
chisdtives and requirenstits of the Adgency. Policy instrfudticns 4re 4ppropridbtely issuwed and @re
aceurake. Evaluates feetiveness of work and adjusts plans aceordingly.

8. STANDARD (Describe the level expected for "Fully Successful® performance. Include appropriate indicators of quality, guantity, cast sfficiency, or imeliness,
where applicable,)

The follewing réesults-fotused standards aligh with USBA Strategiv Gogl 2, “Enliahice the Compstitiveness
and Sustalrability of Bural and Faem Beeonomiss”, Strategic Objeehtive 2.3, “Provide Bisk Managsment .and
Financial Tools to Fabfiers and Ranchers” in the TEDA Strategic Flat, and with PEE Strategic Goal 1,
“eupporting Productive Farms and Banches”, Strabegic Objectives 1.1, “"Improving Access Lo Capltal™ and
1.2, “Mitigating Market Lesses? in the FSA Strat ¢ Plan, and with Element 5, "Program Management™ in
the State Exscutive DIrentsr ‘s performense plan:

1. Sudcessiully ceomplétes afsigned Farm Ledfl Progibn brainifg and Lraining activicles within
egtablished timeTram Acguires. and meets the Agensy's standards necessary for maintaining loan
approvel authority and ledd servicing aubhority.

2. Achisves or makes progress on a monthly basis toward reducing delinmgueney rates within the States
sstablished doals with oo more than 1-2 sxeepticns.

%. Ensurss that reviews are conduoted snd reporty are filed and submitbed within esbablished timsframes
with ne fmofs thah 1-2 exeeptions.

1. Demeorstrabes an undsrstandisg of the Privacy fct and applies the Kot orrectly when sxercisirg
goritrely and safequards to preserve the Integrity and confidentiality of protected lnformatien. In
additien, smsares all enployssy domply with thils steardard.

BESULT: The achisvement of these standards will fesult in mors conmpetitive, sustainable snd produstive
farms and ranches.

; . - . . Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and | Eiceeds Successfill Does Not Mest

assign an element rating. Refer to documentation, as necessary.)

10. ACCOMPLISHMENTS (Mustbe compieted It employee receives a summary rating of Qufstanding. Attach additional sheets It more space is required.)

11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (Signatures certify discussion with the employes and receipt of plan which reflects current
position description.) '

Employes's Signature : Dte.
'
L

Supervisers.Name (Pait) :Supervisofs Bigriature. :Date
. .

Reviewer's Name: {Prinf) I Reviewer's Signature Date

\ .
12, PROGRESS REVIEWS (at least one muist be completed)
Employee's Initials and Date Supervisors Initials and Date

Check-appropriate copy desighation below,

(. YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILECOPY.  { ) EMPLOYEE COPY. ( ) SUPERVISOR'SCOPY  ( JAGENCYUSE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image16.png]AD-435B (continuation Sheety \UNITED STATES: DEPARTMENT:OF AGRICULTURE Page 2 of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Ahdrews, Watalis DD
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
. 5. START DATE 6. ENDDATE
PSR/ {State) G5 107125 5750/ wr

7. PERFORMANCE ELEMENT

- (Describe helow the duty or responsibllity for which the employee Is accountable
No. & and responsible. Indicate If the element is critical or noncritical.) 9 CRITICAL NONCRITICAL

Customer Service

Routinely displays courtscous and tactful behaviot. Projects a positive and protessionsgl lwage of USDE.
Provides advice that ig timely, respensive snd accurste. Maintsins appropriate rappezt with internal
afid Exbérnal sustomgrs. Develops and sstaklishes working rslaticnships with sthal Dryaifzaticns &
required, Keeps supervisor and/or team leader informed of diffisult andior treversial desu and

EheS ey problens. tively solve problemd Pstote. they Have &l a ot the
organization or other employees.

8. STANDARD (Describie the level expected for "Fully Successful® peiformance. Include appropriate indicators of quality. quantity, cost efficiency, or timeliness,
where applicable.)

1. Responds to customer guestieons ascurately and ascerding te procedures with enly 2-4 valddl
complaints. Respoiids By at least ackicwledding fedeipt of an ingulry as sdon az possikle, but within
24 heurs with only 4-% exceptions.

Z. Provides intermal training thet is accurate and given within established timeframes 85-8%5 percent of
the time.:

8. Responds to other sgencies (NRCS, WIS, Conservation Distristy, Exteision Services, ete.] regarding
sharsd programs within established timeframss with enly 1-5 sxcsptie

.

1. Customer meesds and expectations are ldentifisd and are considersd when making decizieovs, ddentifyivg
solutions, and regolving conflicts

Internal snd external customers’ ceguirements and expectations for hidgh guality preducts wr resulte
apd met: with slncst no exésptiond

6. Bmployes™s writteh féedbadck is solicited fw develoep individual pétfformarice plans that suppoit the
goals and objectives of the agency

7. Employess feedback asccepbed by the Batding Offieial ig written inbs the performance plan at the
beginning of the perforfiance cycle.”

RESULT: ‘The achieyement of these standards will result in an increase in the percentage of satisfied
eugtoners.

, ‘ Fiilly.
9. ELEMENT RATING (At the end of the rafing period, compare the employee’s performance with standard and.  |Ecesds Successtul Déss Mot Meist

assigh an element rating. Refer to documentation, as necessary,)

10, ACCONMPLISHMENTS: {Must be completed if employee receives a summary rating of Outstanding. Aftach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image17.png]AD-435B (continuation Sheety \UNITED STATES: DEPARTMENT:OF AGRICULTURE Page 3 of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Ahdrews, Watalis DD
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
. 5. START DATE 6. ENDDATE
PSR/ {State) G5 107125 5750/ wr

7. PERFORMANCE ELEMENT

55 (Describe helow the duty or responsibllity for which the employee Is accountable
No. & and responsible. Indicate if the elenient is critical or noncritical ) &

CRITICAL NQNCRITICAL

Supsrviscory Egual Opportunity and Tivil Rights

Perfeorms all duties in a menner which eonsistently demenstrates falrmess, coeperatiom, and respect
towatd dowsrkers, offiss visltors, and all sthers dn the performancs of offinisl busingss. DeNonstiates
an awsreness of EO/CR policies and responsibilities of Agency and Departmentsl goals ef working to
employ &nd develcp & diver yet unified wWorkfstoea.

3. STANDARD (Describe the level expected for "Fully Successiul” performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
‘where applicable )

1. Reviews the USDA's eivil wights policy with employess 2-4 times & year to ensure that cushteomers and
enployees atfe tiédted in adcordafite with the pelicy

2. Thoréases awaréness of 411 FSA prodrams with all SDE groups of the Tollowihg adtivities: revides
information te SDA high schosls, sstablishes partnerships with SDA imstitutieons aml eommuniby-based
graups, poovides atticles and sustess stories to newsletters and newspapers, used COT andior SDA
adyiser to ddentify all SDA prganizatiers, plages informational pogtsrs in. publ facilitiss atd
chnrches of businesses serving socially-disadvantadss members by holding 1-3 sutreach meetivgs per yedd
with SDE groups.

3. Deyslogs an election eutreach plan te ineresze the numbser of SDA producers sn the CoU within
eztallished timeframe that insludes astively seliciting amd accepting nominations: from produsers and
gEonups représshiting SDA prodicérs ahd holds 1-3 iAformatichal mestings i advEned oFf the nominsticon
period.

RESULT: The achievemeiit: of these standards will fefult in an snEueihyg of cdvil rights fof all agendy
smployess and customers.

, : : : Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and |Exceeds Successful Disss Not Mest
assigh an element rating. Refer to documentation, as necessary.j

10, ACCONMPLISHMENTS (Must be compleled it employee receives a sumniary rating of Oulstanding. Attach additional shests If mare space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image18.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 4 of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last ‘First, W) 2. POSITION TITLE
Ahdrews, Watalis DD
3. AGENGY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
. 5. START DATE 6. ENDDATE
PSR/ {State) G5 107125 5750/ wr

7. PERFORMANCE ELEMENT

(Describe helow the duty or responsibllity for which the employee Is accountable
No. 4 and responsible. Indicate if the elenient is critical or noncritical ) &

CRITICAL NQNCRITICAL

Supeivision

Work iz assigned in g fair and effective manner. Technical guidence te subordinafe stsif is given dn a
timely manner. Perfcrmafice. managemsnt 15 implemented in accordance with procedure. Tssuss; Concerns, ob
problems ave hendled premptly snd falrly. Te the extent possible, staff is proeperly trained and
cotiplies with eccupaticnal heiltl snd safisby prograiis. Mahagement decisicis &te supported snd
implemented within appropriate time—frames.

8. STANDARD {Describe the level expected for “Fully Successful® performance, Include appropriate indicators of quality, quantity, costefficiency, or timeliness,
where applicable)

1. Employee performance plans focus on results achieved, contain at least ome slement that is aligned
With srganizational goals, contalfl at least one &ledietit theat iy aligned with FEA &id UBDA flssiof,
goals, and okjectives, and ars in place within 30 days of the beginning of the appraisal perioed with no
maté than 1-2 exeéptichs. Mid ysar reviews @re otnducted acdéuidifg to Agedcy guidelihes. Ratings ars
accurate and issued within 30 days of the end of the appralsal perlod wikth ne more Than [-2 exeeptions.

2. Bdheres o bafety and Gocupational Health practices and progedures in ordsr to promste and malmtain
a gafe and healthful work envireonment Tor all empldyess. Upetl feport of wisafe/unheslthiul eeondition,
felcichicn appropriate office within 46 heurs, ahd fellews up and/or takss appropriate atticn Until
conditien is resclved with no more than 1-2 exceptions.

L

3. Ceondupets sll requirsments of the perfermance wmanagement eyele ineluding encgeuraging Z-way
digeugsicnd of plaining, bpeviews, &Svaluaticns, and careet develophent, setting godls, and cénduehifig
reviews and evaluatisng within established timgframes, encouraging and lmplementing en-geiny fesdback
thoolighout the yéar, 98-99 peresnt of the bime.

RESULT: The achievemsht of these stafidards will result i &n incrsdss in the péroehtéads of satistfied
supluyess.

, ‘ ‘ Fuily
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performanice with standard and . |Evcseds Sudessstiil Boss Not Mest
assigh an element rating. Refer 16 documentation, as necessary.j

10, ACCONMPLISHMENTS (Must be completed it employee recelves a summary rating of Outstanding. Attach additional shests if more space s required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image19.png]AD-435B (continuation Sheety \UNITED STATES: DEPARTMENT:OF AGRICULTURE Page’s of 5

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
Ahdrews, Watalis DD
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
5. BTART-DATE 6. ENDDATE
P52, Lak S5 %
SR {srate) 6s 107175 67507
7. PERFORMANCE ELEMENT
. {Describe below the duty or respansibility for which the emiployee Is accountable
No. E and responsible. Indicate if the elenient is critical or noncritical ) CRITICAL B NONCRITICAL

Commini cat Tons

fed in an undershandable manner.
sSary. Infosiation and goidancs

Oral and written communicatiens are clear, werrect, timely, =nd prese
Supsrviser atd coworkErs dve inforimed of fgstes and preblems when
provided is timely end correct.

8. STANDARD (Describe the level expected for "Fuliy Successful® performance. Include appropriate indicaters of quality, quantity, cost efficiency. or timeliness.
where applicable.) : ,

1. Besponds &tz gensral program questicns within 24 heurs with no mere than 4-6 exceptisns, Flesvates
fiore domplér questiong Ho Superviser, team leader, of other Tadividual résponsilble withif 2 howurs of
dnguity.

Z. Sehedulss statf meetings on a regwlar basls {(at least monthily and after majer program confsrences
and megtings or mors often if required by managerent) with 1o mors than 1-2 exceptions.

8. Resglves disputes and problems with othets theough uge of problen solving, conflieh rfesoluticn, and
megotiation with de mote then 1-20 & prdons .. Mgt Fespond ti disputes and problems withis 24 hours &f
besoming aware.

RESULT: The achievement of these standsrds will result in an inerease in the percentage of setisfied
employeses dhd customals.

: . : Fuily.
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standardand  |Excseds Successtil Déiss Mot Mest
assigh an element rating. Refer to documentation, as necessary.)

0. ACCOMPLISHMENTS (Mustbe completed If employee receives a summary rating of Outstanding. Attach additional shieets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 5 provides AD-435A and AD-435B’s for an FLO with EO/CR as a separate performance element and Customer Service built in another performance element

[image: image20.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Paged of 4

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME.(Last; Fifst; M:1) 2. POSITION-TITLE
Williemne, Chrigtina FLO
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
$.-START DATE: 6, END DATE
FEA/ (Btate) / (county) EE= 1041755 gy AU R

7. PERFORMANCE ELEMENT

No. 1 (Describe below the duty or responsibility for which the employee is accountable
: and responsible, Indicate If the element Is critical or noncritical.)

CRITICAL NONCRITICAL

Executisg of Dutifs

assUring 4 quality of work LHah meets the
oducts.
gnméfts are cofipleted in decordancs with

Zenpleted work assiguments ape perfoffied in a timely manfet,
ngeds of the organizstien. &ppropriate we
Work produsts do not Pegquirs substantive revisi ¢
applicable agengy guldelinss, ineluding bime=frames.

8. STANDARD (Describe the Jevel expecied for "Fully Successiul® performance. Include appropriate indicators of qualily, quantity, cost efficiency, or timeliness,
whiere applicable.)

The folldwitg fesnlts-focused measures #Hligh wWith USDA Btréategic Goal 4, “Enhands theée Tompstitiveness
anel Susbairability of Bural and Farm Beootiemiies”, Strategic Objestive 2.3, “Provide Risk Marisgemernt and
Filnancial Tools to Fatfiers and Ratichers” In the USDA Strategic Flan, and with FSE Strateglce Gosl 1,
“supporting Productdive Farns and Banches?, Strabs e 1.1, Vimproving Aocess to Capltal” in
the FEE Strategle Plan, and with Element 5, “Program Menagement®, in the State Ezecutive Direster's
per foriidnte: plag:

1. Sudecessiunlly conpletes afsignsd Farm Lean Progfan trfaining and bEEINIng adtivitiées within
estdblizshed timeframes. Acguir and meets the Agency’s standards necessary for madntaining Losn
dpproval authority and ledn sefvielng autheility.

2. Achisves or makes progress off a morthly bBasis towartd rediucing delingusncy tetes within the: Btates
esbablished goaly with no wore than 1-2 exgeptions.

F. Achiteves use of BFT for 90-58 percent of payments.

1. Demonstrates ah undsrstanding of the Privacy Bet amd applies the het cerrectly when sxeroising
controlys and safeguards to preserve the integrity and eentidentislity of proteghed information.

BESULT: The achievement of these standards will result in more competitive, sustaimable and: productive
farms and rafched.

i Fully:
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and. | Exceeds Sucesssiul Dods:Not Meet:
assign an element rating. Refer to documentation, as nécessary.)

10. ACCOMPLISHMENTS (Mustbe completed If employee receives a summary rating of outsta'nding.' Attach additional sheets it more spaceis required.)

41. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (Sighatlires certify discussion with the employee and receipt of plan which reflects current

position description.
Ettiployes's  Signatiire | Dite
:
SBupesvisor's Name-{Prinfl 1Supeivisor's Signature rDate
i i
Reviewer's Name (Print) :Reviewer‘s Signature :Date

12 PROGRESS REVIEWS (@i leact one st b completaty ;

Employee's Initials and Date: Supervisor s Initials and Date

Check appropiiate: copy: designation below.

 YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILEGOPY [ ) EMPLOYEE'GOPY: { ) SUPERVISOR'S COPY - JAGENCYUSE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image21.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 2 of 4

{i2-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. -POSITION TITLE
Willisdne, CHidstina FLO
3. AGENGY/DIVISION 4. "PAY PLAN, SERIES, GRADE AF,PRNSI\L PERIOD
. . 5. BTART DATE. 6. END DATE
FER/ (Srate) [ {eowrty) G5= 1078 fax 57507 s

7. PERFORMANCE ELEMENT

- {Describe bélqw the duty or responsibility for which the employee IS accountable
No. < and responsible; Indicate if the element is critical or noncritical)) &

CRITICAL NQNCRITICAL

Non Supervizsory Bgqual Opportunity -and Civil Rights

Performs 911 duties In & menner which sonsistently demenstrates falrmess,
towatil coworkers, offies visiters, aund all ethers in the perforiancs of of
an awareness of EO/'“.R policies and respeonsibilities ef Agency and Departmentsl goal':
diverss, yet umnlfl workLfee.,

toYare cratlcm, anz‘l raspect
SIS St ratEs
.,f valuing a

8. STANDARD (Describie the level expected for "Fully Successiul® performance. Includs appropriate indicators of quality, quantity, cost efficiency, or imeliness,
where applicable))

1. #Zpplies the same eligibility criteris to applicants including DX, females, and persons with
didabilities te indredse partieipation by these gronpe with no fope than 1-2 srceptiotis.

2., Ehnsnures thalt customers  &re provided with the Infornmation reduiredy that Is, appeal rights, prodratn
informatien, deadlines, ste., including SDA, femalss, snd persons: with disablilitdss within esteblished
timafrafes with 1o mere than 1-2 -exceptions.

8¢ Participates in avallables trainivg or other EEO/ER/Diversity related activities 2-4 times & yesar.

HEBULT: The achievement: of these stendards will result in an ensurinmg ef eivil rights for all agency
enipliyees and Sustomsts.

. : . Filly
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performarice with standard and  |Exceeds Successtul Déss Mot Meist

assign an element rating. Refer to documentation, as necessary.)

10, ACCONMPLISHMENTS (Must be completed It employes recelves a summary Fating of Outstanding. Aftach additlonal sheets It iore space [s required)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image22.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{i2-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. -POSITION TITLE
Willisdne, CHidstina FLO
3. AGENGY/DIVISION 4. "PAY PLAN, SERIES, GRADE AFPRNSI\L PERIOD
. . 5. BTART DATE. 6. END DATE
FER/ (Srate) [ {eowrty) G5= 1078 fax 57507 s

7. PERFORMANCE ELEMENT

5 {Describe below the duty or responsibility for which the employee Is accountable
No. & and responsible; Indicate if the element is critical or noncritical)) Z CRITICAL NONCRITICAL

Commmnicatisns. Oral and wreitten comminications dre clear; coriect, timely, and présented in an
undergtandable  wanner. Supsrvisor anmd cowcekers ave informed of lfesusy and problems when reeegsary.
Information and guidance provided is timely and corrset. Customer Service: MBeutinely displays
courtEans. and tectful béhavisr. ProjEsts e positive asnd professichal imags of USDA. Provides advies
that iz timely, respensive and accurate, Maintains appropriate rapport with Intermal and ezternal
cugtetians. Develdps and establishes workifig relstiotiships with extefnal ofganizetichs 38 Péduired.
Kesps supervi and/or team leader informed sf Jdifficult and/er controversisl lssues and unigue
problets. Takes action to effettively solve probléfis befofe they lave an ddverse ipact i the
organization or other employess:, "

8. STANDARD (Describe the level expected for "Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost efficiency, or imeliness,
where applicable.)

1. FPrepares written documents that =sre elear, conclse, and understandable as well as fellowing
préseribed procedurds withih established vifmeframies with ohly 1-3 skesphichs.

2. Respoids in wilting (whén appiopriste) be dustomer inguiriss within established tinefidiies
with snly 1-3 exceptions.

3. Regularly sharess program. information the employse 1s responsible for with co-workers to l‘n‘ TEASE
staff awareness of @ll program aress within timeframes established by fianagewent (eross-tralfing,
cellaburation, reporty at stafi meskbings, ebe.) with saly 1-3 sxceptions.

1. Custemer Servicey Recelyes no mors than 46 valid customer complaints.

5. Diistomer Servics: DemouStrates a basic understanding of the Agewey’ s Safety and Hezalth Progtam:
Compli with safety and health rul and’ regulations that apply to all empleyess. BEnsures all reports
of wnsefe and wnliealthinl conditions are reported to supervisst of désignated official within 18 hours.

RESULT: The
employees: dhd x.,ustgmnrs

of these standands will result in an increass in the psrcentage of satis

: Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and  |Exceeds Successful Does Not Meet
assign an element rating. Refer 1o documentation, as necessary.)

11D ACCOMPLISHMENTS (Must be completed it employee receives a summary rating of Outstanding. Attach additional sheets if more space Is required,)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image23.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{i2-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. -POSITION TITLE
Willisdne, CHidstina FLO
3. AGENGY/DIVISION 4. "PAY PLAN, SERIES, GRADE AFPRNSI\L PERIOD
. . 5. BTART DATE. 6. END DATE
FER/ (Srate) [ {eowrty) G5= 1078 fax 57507 s

7. PERFORMANCE ELENIENT
{Describe below the duty or responsibility for which the employee is accountable
No. 4 and responsible; Indicate if the element is critical or noncritical)) CRITICAL b4 NONCRITICAL

Research and Aralysis

ble reference sources
mendatishng of deelsions

Thoreughly snd accurately resesrches issues In = timely mamner, using avall
, USDA matitials, &t applicable law or reyulstions). Makes réascualile rei
on. avallable guidance.

8. STANDARD [escribe the level sxpected for "Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost sfficiency, or imeliness,
‘where applicable)

1. Bsgembles, indemes, and organizes work papers to ezpedite analysis and develop guality summaries and
repott. segnents with only 1-=3 revisichns by Slpervidor B5-0% perceit of the time.

2. Analyzes data to idéntify weakiie: &, patterns, &hd trénds that are cotmuiiicated o superviser and
5

obher requirsd staff within established timeframes with ng more than 1=2 szcepbions.

3. Preparey sage filey that are complebe apd asccurats within sstablished timsframes for use in legal b
gdidind st fative Forums with only 1-3 egeeptions.

RESULT: The achievemsiit of tlisge standards will result in an inersase in the percentage of internal
business processes that are streamlined systematieally.

> . . Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standardand  |Excseds Siccesstil Dioss Mot Maet
assign an element rating. Refer to docuimentation, as necessary)

0. ACCOMPLISHMENTS (Mustbe completed if employee receives a stmmary rating of Outstanding. Attach additional sheets i more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 6 provides AD-435A and AD-435B’s for an FLO with Customer Service a separate performance element and EO/CR built in another performance element

[image: image24.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Paged of 4

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME.(Last; Fifst; M:1) 2. POSITION-TITLE
Williemne, Chrigtina FLO
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
$.-START DATE: 6, END DATE
FEA/ (Btate) / (county) EE= 1041755 gy AU R

7. PERFORMANCE ELEMENT

No. 1 (Describe below the duty or responsibility for which the employee is accountable
: and responsible, Indicate If the element Is critical or noncritical.)

a CRITICAL NONCRITICAL

Executisg of Dutifs

Zenpléted woik assiguments ape perfoffied in a Timely mannet, assuring & guality of work thst meets the
ngeds of the organizatien. &ppropriate work nmethods are selected for the development of work preducts.
Werk produsts do not Pequirs substantive revislons. Assignments are compléted in dvcordancs with
applicable agengy guldelinss, ineluding bime=frames.

8. STANDARD (Describe the Jevel expecied for "Fully Successiul® performance. Include appropriate indicators of qualily, quantity, cost efficiency, or timeliness,
whiere applicable.)

The folldwitg fesnlts-focused measures #Hligh wWith USDA Btréategic Goal 4, “Enhands theée Tompstitiveness
anel Susbairability of Bural and Farm Beootiemiies”, Strategic Objestive 2.3, “Provide Risk Marisgemernt and
Filnancial Tools to Fatfiers and Ratichers” In the USDA Strategic Flan, and with FSE Strateglce Gosl 1,
“gupporting Productive Farme atgd Banches”, Strabsgle Obsctive 1.1, VImproving fccess to Capltal® in
the FEE Strategle Plan, and with Element 5, Program Mansgement™, in the State Exesutive Director's

per foriidnte: plag:

1. Sudecessinlly conpletes afsignsd Farm Loan Program tralnifg and bEEiniig activities withif
sztaklisghed timeframes Aeguires and meets the Agency’s standards necessary for maintaining loan
approval authorlty and leodfl servicing suthority.

Z. Achieves or s progress on & monthly basis toward reducing delimquency ratss within the States
sstablished ¢oals with oo mores than 1-2 exceptisns.

3. Achieves wor demonstrabes progress toward smswring that ne late payment interest accruss with ne mere
than 1-2 Sgesptiofis.

1. Demonstrates ah understandizg of the Privacy fet and applies the Kot correctly whel exerolsing
controls and safeguards to preserve the integrity and confidertiality of protected information:

BEZULT: The achievement of these standsrds will result in more cempetitive, sustainable and predustive
farms and ranches.

, = Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and. | Eycegds Suctessiul Doss Mot Mest

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 it mare space is required.)

14. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN {Signatures cerfify discussion with the employee and receipt of plan which reflests current
position:description.)

Employes's: Signature: Dt
i

‘Bupervisor's Name (Print) :Supervisor‘s Signature :Date
' '
L L

Reviewst's Mariie (Frint) :Reviewer's Signatire :Date

\ :
12. PROGRESS REVIEWS (at least one must be completed)

Employee's Initials and Date Supervisor's Initials and Date

Check-appropriate copy-designation below:

¢ YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE'PERFORMANCE FILE.COPY  { j EMPLOYEE.COPY: { ) SUPERVISDR'S.COPY i JAGEMCYUSE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image25.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 2 of 4

{i2-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. -POSITION TITLE
Willisdne, CHidstina FLO
3. AGENGY/DIVISION 4. "PAY PLAN, SERIES, GRADE AFPRNSI\L PERIOD
. . 5. BTART DATE. 6. END DATE
FER/ (Srate) [ {eowrty) G5= 1078 fax 57507 s

7. PERFORMANCE ELENIENT
- {Describe below the duty or responsibility for which the employee is accountable
No. < and responsible; Indicate if the element is critical or noncritical)) X CRITICAL NONCRITICAL

Customer Service

Routinely displays courtesus and tactful bekavlior. Projects & positive and professionsl lmags of USDA.
Provides adviece that is fimely, respensive and accurate. Maintsins appropriate rappert with internal
and sxbérnal vustonsrs. Develops and sstablishess working relationshipy with sxternal #rganisaticns &
required. Keeps supervisor and/or tesm leader informed of difficult andior ntroversial issues and

EheS ey problefs. Ta attion bo sffectively solve problems kefote. they Have ahn adverge imp ot the
organization gr other employees,

8. STANDARD (Describe the level sxpected for "Fully Successiul” performance. Include appropriate indicators of quality, quantity, costefficiericy, or timeliness,
where applicable.) . -

1. Provides program benefit informatisn to producers and other customers; sush as, newsletters, counter
lnfermatdion, produfer mestings, prodider organlzations, hewspaper articles, and fadle anfcuhcemernits
within established timeframes with ne mors than 1-3 exceptions.

Busures that cushomer applications are acourate and processed within established timeframes with no
& than 1-3% exceptiofis.

=
0k
5

8y Delonstrates & basic undérstandivg of the hgency’s Safety and Health Prdgram. CTonpliss witl safety
amd hewlth riles and regulstions that apply to all smployess. rbs of atsafe and
unheaglthinl cenditiong sre reperted te supervisor or deslgnated Figial within 48 heurs.

RESULT: The achievsment of these standards will result in an inereasy in the pereshitags of satisfisd
custaomers.

, : - Fillly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and  |Excseds Suceesstul Doss Not Meet

assign an element rating. Refer to documentation; as necessary,)

10, ACCOMPLISHMENTS (Must be completed It employee receives a summiary rating of Outstanding. Attach additional sheets If more space s required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image26.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
Willisdne, CHidstina FLO
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
5. BTART DATE 6. ENDDATE
FRLA/ (State (a2 2Rk oy S5 - %
SR/ (State) / (connity) G5 1071 faee 9/ 507 5z
7. PERFORMANCE ELENIENT
5 {Describe below the duty or responsibility for which the employee is accountable
No. & and responsible; Indicate if the element is critical or noncritical)) Z CRITICAL NONCRITICAL
Communi cations
Oral and writhbern comminicationg ape glear, correct, timely, and presented in ap understandable narfer.
Supervisor and coworkers are informed of issues and problems when megessary. Information and guldance

provided: 18 timely &g Eor 3
“Perfeorms: all duties in a manner which consistently demsnstrates falrness, coopesratien, and
towatd coworkers, offlee visiters, and all others In the péffermands of offieial business.

Demonstrates an awareness of BED pelicies and respensdbilities of Agency and Departmental geals ef

valulng & diverdgs, vel uiilfied wotkforee.”

8. STANDARD (Descritie the level expected for “Fully Successful” performance. Include appropriate indicatars of quality, quantity, cost efficiency, or timeliness,
where applicable) ?

1. Prsparss writien decuments thet are clsar, concise, and understandable as well as following
pregeribed procédires within eshdblished timsTrames with Sfly 1-3. skesphisns.

2. Responds Inwriting (When eppropriate] to customer inguiries within established timeframes
with only 1=F exceptions.

3. Rogularly shares program informstion the smployse is responsible for with bo-workers to dnstsass
staff awareness of all program areas within timeframes established by management lcress-tralning,
eollabetation, reportsd ah staff mestings, Ste.) with efily 1-3 exceptiens.

1. E9/CR: Zpplies the sawme &ligibility eriberia to. appliecaiite including SDA, females, and pefens: with
disapilitiss ko lncrease participatien by these groups with no moere them I-2 exceptisns.

RESULT: The achlevement: of these standards will result in an inersase in the percenbage of sakistied
siployess and customers.

Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and. |Exceeds Siicessil Does Not feet

assignan elementrating. Refer fo documentation, as necessary.)

0. ACCOMPLISHMENTS (Must be completed if employee receives a summary rating of Qutstanding. Attach additional sheets If more space is required))
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image27.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{i2-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NARE {Last, First, N.):). 2. -POSITION TITLE
Willisdne, CHidstina FLO
3. AGENGY/DIVISION 4. "PAY PLAN, SERIES, GRADE AFPRNSI\L PERIOD
. . 5. BTART DATE. 6. END DATE
FER/ (Srate) [ {eowrty) G5= 1078 fax 57507 s

7. PERFORMANCE ELENIENT
{Describe below the duty or responsibility for which the employee is accountable
No. 4 and responsible; Indicate if the element is critical or noncritical)) CRITICAL b4 NONCRITICAL

Research and Aralysis

ble reference sources
mendatishng of deelsions

Thoreughly snd accurately resesrches issues In = timely mamner, using avall
, USDA matitials, &t applicable law or reyulstions). Makes réascualile rei
on. avallable guidance.

8. STANDARD [escribe the level sxpected for "Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost sfficiency, or imeliness,
‘where applicable)

1. Bsgembles, indemes, and organizes work papers to ezpedite analysis and develop guality summaries and
repott. segnents with only 1-=3 revisichns by Slpervidor B5-0% perceit of the time.

2. Analyzes data to idéntify weakiie: &, patterns, &hd trénds that are cotmuiiicated o superviser and
5

obher requirsd staff within established timeframes with ng more than 1=2 szcepbions.

3. Preparey sage filey that are complebe apd asccurats within sstablished timsframes for use in legal b
gdidind st fative Forums with only 1-3 egeeptions.

RESULT: The achievemsiit of tlisge standards will result in an inersase in the percentage of internal
business processes that are streamlined systematieally.

> . . Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standardand  |Excseds Siccesstil Dioss Mot Maet
assign an element rating. Refer to docuimentation, as necessary)

0. ACCOMPLISHMENTS (Mustbe completed if employee receives a stmmary rating of Outstanding. Attach additional sheets i more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 7 provides AD-435A and AD-435B’s for a PT with EO/CR as a separate performance element and Customer Service built in another performance element

[image: image28.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Paged of 4
{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. ‘NAME {Last; First; M:Ly 2. POSITIONTITLE
Jonsg, Jare BT
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
4. START DATE 6, END DATE
PSR/ (State)/ (eounty) CO~ 10/ 1 xx o/ 30/ En
7. PERFORMANCE ELEMENT
No. 1 {Describe below the duty or responsibility for which the employee is accountable %

‘ and responsible, Indicate it the element Is critical or noncritical ) “ [CRITICAL NONCRITICAL
Executisg of Dutiss
Tenpléted woik assigiments ate psrformed in & timely maniier, &Ssuring a guality of work that meets the
ngeds of the organizatisn. Appropriate work metheds =mre selected for the development of work: p ets.

Work produsts do not requirs substantive revisi
applicable agency gurdelines, including time~frames.

ig.  ASBigningntE ard complétéed i actordancsd with

8. STANDARD (Describe the level expected for "Fully Successful® performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,

where applicable)

The folldwityg fesults-fodiised mezsures a#lign with USDA Strategid Geal 2,

“Enhanés the Competitivendss

and Sustainability of Rural and Farm Ecenomies”, Strategic Objective 2.3, “Provide fisk Managsment and
Financial Tools to Farfers and Rarchers” in the TEDA Strategic Flan, and with FEE Strategic Goal 1,

Soupporting Produstive Farms sl Batclies”, Strabeg
FER Stra
per forfanse pladic

1. DEposl
1-3 ex
2. Licads sbibtw

withiin 2 workdays of

sxceptions .

1pt with only 3-5 excepblofs.
3. Achiewves or makes progress boward snsuring payment amounts ars ac

o Objeetive 1.2, “Mitigatirg Market LogSess” in the
gic Plan, and with Element &, “Program Management!, im the ftate Executive Director's

arid procesges payhents withini 20 Houts of fecdelpt, In ascordances with FSA polidy witlh only

L. Demongtrates an understanding of the Frivacy et and appliss the Act correctly when swercisimg
cofftrols afid safeduards ©o pregerve the integrity and confidentlality of pictected Informatich.

RESULTY The achievement of these standards will result In mobe competitive, slstainable and productive

Tatie atid ranchss.

9. ELEMENT RATING  (Atthe end of the rating period, compare the employee's performance with standa
assign an element rating. Refer to documentation, as necessary.)

Fully

rdand  |Exceeds Sugesssfil DoésNot Mest

10. ACCOMPLISHMENTS (Mustbe completed if employes receives a summary rating of Outstanding, Attach additional sheets it

more space is required.)

11. CERTIFICATION OF DEVELOPMENT AND REGEIPT OF PLAN {Signatures certify discussion with the employee and receipt of plan which reflects current

position description.).
Employes's:Signature \Diste:
i
Supervisor's Narne-{Prir) rSuperyvisor's. Signature Date
: :
Reviewer's:Name .(Print) :Reviewer‘s Sighature :Date

12. PROGRESS REVIEWS (at least one must be completed)l

Employee's initials and Date

Supervisors Initials and Date:

Eheck appropiiate copy désignation balow.

{ Y ORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANGE FILE COPY  { ) EMPLOYEE COPY. ( y SUPERVISOR!S-COPY-

{ YAGENGY USE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image29.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 2 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
dtes, Jahe BT
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
. i 5. BTART DATE: 6. ENDDATE
FRE/ (Btate) 7 fooumty) Gl 1071 s $750/ 5

7. PERFORMANCE ELEMENT

- (Describe helow the duty or responsibility for which the employee is accountable
No. £ and responsible. Indicate if the element is critical or noncritical) x

CRITICAL NQNCRITICAL

Non Supervizsory Egqual oOpporturiity and Civil Rights

Performs. all duties In a manner which cpaslstently demenstrates Talrmess, oo
towatil cowprkers, office viniters, and all others In the peristmance &f of
an awareness of BEU/TR polis and regponsibilities ef Agency and Departmen
diverss, yet unilfled workfo

peration, and respect
al Businsss. Demonstrates
gl goals ef valuing a

8. STANDARD (Describe the level expected for “Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost sfficiency, or timeliness,
where applicable))

1. sistently treats coworkers with respect, fairness, and politsness including
e 1ly-disadvantaged (DAY, females, and persons with disabilities wikh 86 meré than 1-2 complaints.
Relates well to people frem various backgrounds apd situations with no more than 1=2 complainfs.

2. Lensistently tregty customsrs/producers wikth respect, fairness, and polibensss: dneluding SD,
Femalos, &id pereons with dissbilities with ne fore than -2 gemplaints.

rininatory issues of dctions to the: atteitfion of the supeivisor of other appropriate
Et dE pessdble bt o latetr than 24 hours after gdoirrénss with n¢ more thed 1-2
exceptions.

RESULT: The achisvemsnt of these standards will resdlt in sn shsuring of civil rights for all agency
employeas: and custoners.

, : Fl
9. ELEMENT RATING (At the end of the rating period, compare the employee's performanice with standardand  |Evcseds Sucycessful Dies Mot Mest

assign an element rating. Refer to documentation, as necessary

0. ACCOMPLISHMENTS (Mustbe completed If employes receives a summary rating of Outstanding. Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image30.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
dtes, Jahe BT
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
. i 5. BTART DATE: 6. ENDDATE
FRE/ (Btate) 7 fooumty) Gl 1071 s $750/ 5

7. PERFORMANCE ELEMENT

- (Describe helow the duty or responsibility for which the employee is accountable
No. & and responsible. Indicate if the element is critical or noncritical.) & CRITICAL NONCRITICAL

Communicatisns. dral énd writfen comtmunications 4ne slear; correct, timely, and prégented in an
understandably  manner. Supsrvisor and coworkers sre informesd of Lysidsy and problems when fieesgsary.
Information and guidance provided Ls timely and correct. Customer Service: ™Reubinely displays
courtEans. and tactful belavist. PrajBets a positive and prafessicnsl lmags of USDA. Provides advies
that iz timely, respemsive and accurat Maintaing appropriate rappert with intermal end ernal
sugtotiers. Develoapsd ahd sstablishes workifg rolationshiips with external ofganizaticrs sy Pediired.
Kesps supervi and/or team leader infoom of diffigult and/er conkreversial issues and unigue

.

obletis. Takes attioh hbo effsetively solve probléis befobe they have an advetrse lmpact &n the
organization or other emplovees."

8. STANDARD {(Describe the level expecied for "Fully Successiul® performance. Include appropriate indicators of quality, quantity, cost efficiency, o timeliness,
where applicable.)

1. FPrepares written desuments that are slear, concise, and understandsable as well as following
praseribed procsedures within sstablished timeframes with oily 2-3 ezesptions.

2. Resporidd to general phogram guestlions within 24 heurs with ho fiofe thaf 3-6 exteptions. Flevates
mere complex guestlens to superviscr, team leader, wer sther indivédusal responsible within 2 hours of
inguity with fo mote than 2-3 szcepilons.

3. Demonstraties a basie understanding of the Agendy’s Safety and Hesdlth Prograi. Conplies with safety
and health rules and regulabions that apply te all empleoyess. Ensures all reports of unsafé and
untiealthiul conditions sre reporbed to siperviser of deéslgrigted officisl within 48 hours With g more
thati 2-38 sxceptbions.

1. pustomer SErvice: BEdeives iy mors than 4-6 valid bustomer somplaints.

RESULT: The aschievement of these standards will result in an increase in the percentage of satisfied
sffplayses and BUStEmers.,

, ‘ Fiilly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and Excsads Sliceasstil Déss Mot Meist

assign an element rating. Refer to documentation, as necessary)

10, ACCONPLISHMENTS. iMustbe completed if employee receives a summary rating of Outstanding.: Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image31.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
dtes, Jahe BT
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
. i 5. BTART DATE: 6. ENDDATE
FRE/ (Btate) 7 fooumty) Gl 1071 s $750/ 5

7. PERFORMANCE ELEMENT

(Describe helow the duty or responsibility for which the employee is accountable
No. 4 and responsible. Indicate if the element is critical or noncritical.) CRITICAL % NONCRITICAL

Individual Certributisis to: the Tean

Opditarily displays dependability and reliability. Promobes sper commuricstion. Contrilbutes creatlve
ideas and achtively participates in tesm meetings resulting in added vsalue te the team's products and
serylcss. When problems ard sxplares ¢l and aEsists in resolving them. Weorks with téan menbérs
rizmtely implement deecisions. I5 usually open~minded to new ideas smd approsches Im

Eifyg the Beamn™s goals. Willingly dceepts and acts on eshistrildtive @fitielsnm.

Ifuplemiern

8. STANDARD (escribie the level expected for "Fully Successful® performance. Include appropriate indicators of q’uali'ly, quantity, cost efficiency. or timeliness,
where applicable)

1. Demgestrates collaborative sfforts between farm programs and farm lean pregrams by regulsrly sharing
inforiatdeon and providing othes Buppert. Attends and pafticipates in jolnt staff fmestings with
only 1-2 excepticns (unless excused hecauss sf schedwled Ieavs).

2

. Regularly cooperatss with coworkers and others: in mesting comdtments and accomplishing assigned
wWtle

ofl timsy such 4as; shating information freely with only 1-3 &kcaphions.

; Respends enfistructively to feedback within 24 hours, ssekiryg ways to impreove with e mors than 1-2
FEeptions .

O

KESULT: The achievement of these standards will result in an increase in the percentage of Internal
busingss procEsses tlat ars stidanlimed systsmabically.

, ‘ : Fiilly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and |Exceeds Successtul Dies Mot Mest
assign an element rafing. Refer to documentation, 4s necessary,)

10. ACCOMPLISHMENTS (Must be completed if eniployee recelves a summary rating of Outstanding. Attach additional sheets If more space (s required)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

· Example 8 provides AD-435A and AD-435B’s for a PT with Customer Service a separate performance element and EO/CR built in another performance element

[image: image32.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Paged of 4

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME.(Last; Fifst; M:1) 2. POSITION-TITLE
Jonsg, Jatie BT
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
4. START DATE 6, END DATE
FEA/ (State) / (gounty) CO= T/ L zs gy AU R

7. PERFORMANCE ELEMENT

No. 1 {Describe below the duty or responsibility for which the employee is accountable %
‘ and responsible, Indicate it the element Is critical or noncritical ) “ [CRITICAL NONCRITICAL

Executisg of Dutiss

kS

Zenpleted work assigiients ate petformed in & timely maniier, aSsuring a guality of work that meests th
ngeds of the organizatisn. Appropriate work metheds =mre selected for the development of work: p et
Werk produsts do not tédquirs substantive revisiociis. ASSignmefits ard completed ih decordancs with
applicable agency gurdelines, including time~frames.

8. STANDARD (Describe the level expected for "Fully Successful® performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable)

The fallowing results-focissd megsures H1igh with USDAE Strategid geal 2, “Enhands the Competitivensss
and Sustainability of Rural and Farm Ecenomies”, Strategic Objective 2.3, “Provide fisk Managsment and
Financial Tools to Farfers and Rarchers” in the TEDA Strategic Flan, and with FEE Strategic Goal 1,
Soupporting Produstive Farms amd Batclies”, Strabegie Objsebive 1.2, “Mitigating Market Logsess” in ths
PEA Strategic Plan, and with Element 5, “Frogram Management!, in the ftete Executive Director's

et forfianss platis

1. Deposits &rid proessses payients within 24 Houlrs of fedelpt, In ascordaics with FSA polidy with no
more than 1-3 exceptions.

2. Loads softwsts within 2 workdays of 1pt with only 3-5 excepblofs.

3. Achiewes eor makes progress toward snsuring payment amounts ars ac
sxeeptions .

L. Demonstrates an wunderstanding of the Frivacy Aot and appliss the Act correctly when swercisimg
coftrels afid safedquards to preserve the integrity and confidentlality of pictected Informatici.

RESULTY THe achisvement of these stapdards will result In mobe competitive, slstaindble and productive
farms ard ranchss.

: . : : Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and | Excepds Susesssiul Doés Not Mést

assign an element raling: Refer to documentation, as necessary)

10. ACCOMPLISHMENTS (Must be completed if employee receives a summary rating of Outstanding. Attach additional sheets it more space is required.)

11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN {Signatures cerify discussion with the employee and receipt of plan which reffects current

position description,).
Employes's:Signature [Date
:
Supervisor's Narne-{Prir) rSuperyvisor's Signature Date
i :
Reviewer's:Name .(Print) :Reviewer‘s Sighature: :Date

12. PROGRESS REVIEWS (at least one must be conipleted)
Emplovee's initials and Date Supervisors Initials and Date

T 1 T 1 T 1 " T
1 i ' 1 v ' 1 '
1 I ' 1 ' v 1 L
Check appropiiate copy-désignation” below.

{ Y ORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE'PERFORMANCE FILE COPY.  { ) EMPLOYEE COPY. () SUPERVISOR'SCOPY ( JAGENCY USE
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image33.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 2 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
dtes, Jahe BT
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
. i 5. BTART DATE: 6. ENDDATE
FRE/ (Btate) 7 fooumty) Gl 1071 s $750/ 5

7. PERFORMANCE ELEMENT

- (Describe helow the duty or responsibility for which the employee is accountable
No. £ and responsible. Indicate if the element is critical or noncritical) x CRITICAL NONCRITICAL

Customer: Service

Routinely displays conrtecus antd fdctful behavieor. Projects & positive and professional dwmags of USDA.
Provides advice that is timely, respensive and accurste. Maintains appreprizbe rapport with internsl
aifd sxbernal TuEtomers. Devels and mstaklishes working relaticnships with sxtefnal dtganizaticns &%
required. Keeps supervisor and/or tesm leader informed of difficult end/or cenhroversial dssues and
undgue preblafis. Taked attion teo Sffadtively solve. problems befofe. they have an adverde ihpact: oft the
organization gr other smployees.

8. STANDARD (Describe the level sxpected for "Fully Successful® performance. Include appropriate indicators of quality. quantity, cost efficiency, or timeliness,
where applicable.)

1. Enmpures external sustomers are acknowledged within 3 minutes of the time they enter the office with
fio- More that 6-10 sxesptions.

2. Uses a custemsr fransadtien checklist to: shsure &11 redquired informaticod is shtained and
applications sre completed and accurate with no mors than 35 sxceptions.

3. Provides proyram Penefit dnformaticn to producers and other customsrs; susl as, nswsletters, -cousbsi
intormation, producel meetirigs, producer otgamizations, hewspaper articles, and radie Amnourceients
within established timsfranss with ne more than 1-3 sxeeptions.

REBULT: The achievement. of these standards will result in an increase in the perceptage of patisfied
CUBTOREES.

, ‘ Fiilly.
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and.  |Excseds Successtul Déss Mot Meist

assign an element rating. Refer to documentation, as necessary)

0. ACCOMPLISHMENTS (Mustbe completed if employee receives a summary rating of Outstanding. Attach additional sheets I more space Is required)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image34.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
dtes, Jahe BT
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
. i 5. BTART DATE: 6. ENDDATE
FRE/ (Btate) 7 fooumty) Gl 1071 s $750/ 5

7. PERFORMANCE ELEMENT

- (Deseribe below the duty o responsibility for which the employes [s accountable
No. & and responsible. Indicate if the element is:eritical or noncritical.) & CRITICAL NONCRITICAL
Commiuni cations
Oral and Writher conmbnications are gleat, coriect, timely, and pressnted 46 an undsrstandable nEnfer.
Supervisor and coworkers are informed ef dssues and preblems when necessary. Informatien and guidance
provided: 8 timely and corzest. BO/ER: “Rarforms all doties in o mannst which sonsistently

demonstrates fairness, cooperstion, and re . Loward cowork office visiters, and all others im
the peffoffiands of official busifissy. Demonstratesd an aWarens of BO/ER policies and respongibilitiss
af #gency and Lepartmental geals of valuing a diverse, yef unifiled werkicrce.”

3. STANDARD. (Describe the level sxpected for "Eully Successiul® performance. Include appropriate indicators of quality. quantity, costefficiency, or timeliness,
where applicable)

1. Prepares written dosuments that are clear, concise, and understandable as well as fol lowing
preseribed procedures within estdblizhed titeframes with Sily 2-3. Sxcephlons.

2. Responds Lo geferal program ¢nestiohs within 24 hours with no Wofs than 3-6 éxceptions. Elevates
mers conplex guestions Lo supsrvisor, tean leadsr, or other individual respemsible within Z heours: of
induiry with ne mote than 2-3 exdeptieons.

5. Delonstrates a basic uhderstanding of the hgsncy’s Safety and Healtl Progren. TCompliss with satéty
afid health rulss and regulstisng that apply to all cnployess. Easures all réports of unsafe and
unhealthinl cenditieons are reported te superviscor or designated offiecisl within 48 heurs With ne more
than 2-% excsprlong.

1. Ep/CR: Cobsistently tiéstd customers/prodicsls/cowoikers wikh begpect, fairnesd, and politensss
ineluding S08, females, and persons with disabilities with ne mere than 1-2 somplaints.

RESULT: The achisvement of these standards will result inoan inersase in the percenbage of satistied
suploysses: and custonsrs.,

> . : , : Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employée's performance with standard and |Exceseds Successtil Dioss Mot Maet
assign an element rafing. Refer to documentation, as necessaryy

10, ACCONPLISHMENTS (Must be completed if employee receives a summary rating of Qutstanding.: Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 1

Example Field Office Performance Plans (Continued)

[image: image35.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1.. NAME {Last, First, M.)3 2. POSITION TITLE
dtes, Jahe BT
3. AGENGY/DIVISION 4. -PAY PLAN, SERIES; GRADE AF,PRNSAL PERIOD
. i 5. BTART DATE: 6. ENDDATE
FRE/ (Btate) 7 fooumty) Gl 1071 s $750/ 5

7. PERFORMANCE ELEMENT

(Describe helow the duty or responsibility for which the employee is accountable
No. 4 and responsible. Indicate if the element is critical or noncritical.) CRITICAL % NONCRITICAL

Individual Certributisis to: the Tean

Opditarily displays dependability and reliability. Promobes sper commuricstion. Contrilbutes creatlve
ideas and achtively participates in tesm meetings resulting in added vsalue te the team's products and
serylcss. When problems ard sxplares ¢l and aEsists in resolving them. Weorks with téan menbérs
rizmtely implement deecisions. I5 usually open~minded to new ideas smd approsches Im

Eifyg the Beamn™s goals. Willingly dceepts and acts on eshistrildtive @fitielsnm.

Ifuplemiern

8. STANDARD (escribie the level expected for "Fully Successful® performance. Include appropriate indicators of q’uali'ly, quantity, cost efficiency. or timeliness,
where applicable)

1. Demgestrates collaborative sfforts between farm programs and farm lean pregrams by regulsrly sharing
inforiatdeon and providing othes Buppert. Attends and pafticipates in jolnt staff fmestings with
only 1-2 excepticns (unless excused hecauss sf schedwled Ieavs).

2

. Regularly cooperatss with coworkers and others: in mesting comdtments and accomplishing assigned
wWtle

ofl timsy such 4as; shating information freely with only 1-3 &kcaphions.

; Respends enfistructively to feedback within 24 hours, ssekiryg ways to impreove with e mors than 1-2
FEeptions .

O

KESULT: The achievement of these standards will result in an increase in the percentage of Internal
busingss procEsses tlat ars stidanlimed systsmabically.

, ‘ : Fiilly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and |Exceeds Successtul Dies Mot Mest
assign an element rafing. Refer to documentation, 4s necessary,)

10. ACCOMPLISHMENTS (Must be completed if eniployee recelves a summary rating of Outstanding. Attach additional sheets If more space (s required)
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Notice PM-2606
Exhibit 2

Example National Office Performance Plan

This is an example AD-435A and AD-435B’s for a National Office employee.

[image: image36.png]AD-35A \UNITED STATES DEPARTMENT OF AGRIGULTURE Paged of 4

{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1, NAME:(Last; First; MLy 2. POSITION-TITLE
smith, Jame Leoan Spesviallgh
3 AGENCY/DIVISION 4. PAY-PLAN, SERIES. GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
ESA/ FLE/TMD 5~ R Pke ar e~

7. PERFORMANCE ELEMENT

No. 1 iDescribe below the duty or responsibility for which the employee is accountable e
‘ and respansible. Indicate it the element Is ciitical of noncritical ) “* |CRITICAL NONCRITICAL

Executisn of Dutiss
Completed work ass

gumenty are performed in a timely manner, assuring = guslity of work that mes
fieeds of the or lzation. Appropriate work fiethods are seledted fof the devilophent of wWwotk p
Werk products de not reguire s antive revisicns. #Assignments are completed in accordance with
applicable agency guidelines, Iheludify time-frames. Performs &1l itTes in & mahnss which
consistently demonstrabey fairness, coopsration, snd respect toward cowerkers, offics visitors, and all
cthers i the performgncs of official Business.

ta the

8. STANDARD (Describe the level expected for *Fully Successful® performance. Include appropriate indicators of qualify, quantity, cost efficiency, or timeliness,
where applicable,)

The following results-fotused standards sligh with USDA Strabegic Goal (), “(title of goalj”
Bhrateglie O Eive (. ), “ttible of shijsctive)y” In the USDA Stratsgic Plan, and with F5& Strategic
Boal { ), “title of geal)”, Strategic Objective (. J, “(title of chisctivel” ir the FEA Strategic
Planz

1. (inssth approptiate allgned stendasd)

2. Detionstrats
coptroly and sa

understanditg of the Privacy Zet dnd aApplies the Act deriedtly whsn ereiding
wards to pressrve the integrity and ceniidentiality of protected informatden.

H. {EO/CE stendard)

RESULT: The achisvemernt of thess stardards will result in nore cempetitive, sustainable and productive
fatis -ahd ranches

: . . , . Fully
9. ELEMENT RATING (At the end of the rating period, compare the empioyee’s performance with standard and. | Excocds Suctsssiul Does Not Mest
assign an element rating. Refer {0 documentation. as necessary),

10. ACCOMPLISHWMENTS (Mustbe completed if employes receives a summary rating of Outstanding, Attach additional sheets it more space is required.)

11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN {Signatures certify discussion with the employee and receipt of plan which reflects current
position description)

Employes's Sighatire. [Dite:
:

Supervisor's Name: {Prirt) :Supervisor‘s Signature : Date
' '

Reviewer's:Name .(Print) :Reviewer‘s Sighature :Date

17 PROGRESS REVIEWS (i ioast one mist be completed)

Er’np]o’yee‘s Initials and Date: Supervisor's Jnitials and Date

Eheck appropiiate copy designation below.

{ Y ORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCEFILE GCOPY.  { ) EMPLOYEE COPY. { ) SUPERVISOR'S COPY :f JAGENCY USE
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Notice PM-2606
Exhibit 2

Example National Office Performance Plan (Continued)

[image: image37.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 2 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NAME (Last, First, M. 2.-POSITION TITLE
strith, Jane Loan Specizlist
3. AGENGY/DIMISION 14, “PAY PLAN, SERIES, GRADE T APPRAISAL PERIOD
. 5. START DATE 6. ENDDATE
PSR FLE LMD 5= /1707 91 30/07

7. PERFORMANCE ELEMENT

- (Describe below the duty or responsibility for which the employee is accountable
No. & and responsible. Indicate if the element Is eritical or noncritical.) Z CRITICAL NONCRITICAL

Customer Service

houtinely displays cowrtssus sud tactinl behsvior. Projects & positive and profossivhal lwags of USDA.
Provides advice that is timely, respensive and accurete. Maintsins appropriste rappert with internal
aifd sxberndl tuEtomers. Devsl dnd evtablishes working rslaticnships with suternal srganizations &&
required, Keeps supervisor ame tesm lead informed of difficult endfor centreversial is and

EheS ey preblens. Takesd action effedtively selve P e afl adverge Lip
organization or other employees.

3. STANDARD (Descrilie the level sxpected for "Fully Suscessiul” performance. Include appropriate indicators of quality, quanitity, cost efficiency, or timeliness,
where applicable.) .

1. Demenstrates a basis understanding ef the Agency’s Safety and Hsaltl Program. Compliss with safety
and health files and regulations thet apply to all enploysss. Basufesd all fepotrhs of unsdfe and
unhealthiul conditions are repected to superviser or desiymated official within 48 howss

{7t lgast 7 shher skandards)

EESULT: The achlevemert of thede starndards will rewult In an ilncresss in ths perosrtages of sabisiied
customers.

. . ‘ Fillly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standard and. . |Exceeds Suceesstul Dies Mot Mest
assign an element rafing. Refer 16 documentation, as necessary,)

10, ACCONMPLISHMENTS (Must be completed it employee receives a summary rating of outstanding, Attach additional sheets if more space is required.)
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Notice PM-2606
Exhibit 2

Example National Office Performance Plan (Continued)

[image: image38.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page 3 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NAME (Last, First, M. 2.-POSITION TITLE
strith, Jane Loan Specizlist
3. AGENGY/DIMISION 14, “PAY PLAN, SERIES, GRADE T APPRAISAL PERIOD
. 5. START DATE 6. ENDDATE
PSR FLE LMD 5= /1707 91 30/07

7. PERFORMANCE ELEMENT

55 {Describe below the duty or responsibility for which the employee IS accountable
No. 2 and responsible. Indicate if the element Is eritical or noncritical.) Z CRITICAL NONCRITICAL

Individual Centributions to: the Tean

Ordimsrily displays dependability and reli
idess atd actively participatss in mestingy resileing 4 addsd valie te the téal’s pr
services problems arise, explores causss and assists in resolving them. Works with tes
iglong. I usiislly opet min o néw ideas and apphi &5 It
Willingly accepts and acts congtructive itdlcism.

kility. Premotes epen communicatien. Conbributes ecreative
Bty and
1 menbers

g Ehe team’s goals.

8. STANDARD {Describe the level expectetl for “FUlly Successtul® perforiance. Include appropriate indicators of quality, quantity, cost efficiency, of timeliness,
where applicable)

et least 3 standards)

RESULT: The achievemsnt. of these standards will result in an incresse in the percenbage of satisfied
SHployess.

> . : . Fully.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performarice with standard and Exceeds Successtul Déss Mot Meist

assign an element rating. Refer to documentation, as necessaryy

0. ACCOMPLISHMENTS (Mustbe completed if employee receives a summiary rating of Outstanding. Attach additional sheets it more space Is required,)
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Notice PM-2606
Exhibit 2

Example National Office Performance Plan (Continued)

[image: image39.png]AD-435B (Cortinuation Sheet) \UNITED STATES DEPARTMENT OF AGRIGULTURE Page4 of 4

{12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1., NAME (Last, First, M. 2.-POSITION TITLE
strith, Jane Loan Specizlist
3. AGENGY/DIMISION 14, “PAY PLAN, SERIES, GRADE T APPRAISAL PERIOD
. 5. START DATE 6. ENDDATE
PSR FLE LMD 5= /1707 91 30/07

7. PERFORMANCE ELEMENT

{Describe below the duty or responsibility for which the employee IS accountable
Not 4 land responsible. indicate If the element s critical or noncritical) crmicAL | * |NoncriTIcAL

Remegreh angd Avialysis

Thoreughly snd accurately researches issues In & timely mamner, uwsing availeble reference sources
, USDA manialis, ot applivable. law or regulasticns. Mdkss reascnabls recommendati or deslslons
on. available guidance.

8. STANDARD [Describe the level expected for "Fully Successiul” performance. Include appropriate indicators of quality, quantity, cost efficlency, or timeliness,
‘where applicable.). :

{at least 3 standards)

RESULT: The achievement of these standards will result in an inersase in the percentage of inmternal
Busitiess procegsss that abe stieamlined systematically.

, : : : G Fillly.
9. ELEMENT RATING (At the end of the rating period, compare the employee’s performance with standardand. |Excseds Successtul Déss Mot Meist

assigh an element rating. Refer to documentation, as necessary.)

0. ACCOMPLISHMENTS (Mustbe completed If employee recelves a summary rating of Outstanding. Attach additional sheets if more space Is required,)
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Notice PM-2606
Exhibit 3

Possible Elements

The following is a list of elements that 3 to 7 performance elements shall be selected and included in performance plans.  Supervisors shall designate which elements are critical and noncritical.  See Exhibit 4 for suggested elements for most Field Office positions. 

	Elements
	Description

	Execution of Duties
	Completed work assignments are performed in a timely manner, assuring a quality of work that meets the needs of the organization.  Appropriate work methods are selected for the development of work products.  Work products do not require substantive revisions.  Assignments are completed in accordance with applicable FSA guidelines, including timeframes.

	Communications
	Oral and written communications are clear, correct, timely, and presented in an understandable manner.  Supervisor and coworkers are informed of issues and problems when necessary.  Information and guidance provided is timely and correct.

	Supervision 
Important:
Mandatory for all supervisors and managers.
	Work is assigned in a fair and effective manner.  Technical guidance to subordinate staff is given in a timely manner.  Performance management is implemented in accordance with procedure.  Issues, concerns, or problems are handled promptly and fairly.  To the extent possible, staff is properly trained and complies with occupational health and safety programs.  Management decisions are supported and implemented within appropriate timeframes.

	Team Leadership
	Routinely leads individuals and team members toward specific goals and accomplishments.  Provides encouragement, guidance, and direction as needed. Adjusts style to fit situation.  Delegates appropriate authority in an effective manner.  Coordinates functions of the team members.  Demonstrates a sincere interest in employees' activities, abilities, etc.

	Program Management
	Manages program(s), resolving issues and problems within the employee's control.  Monitors all aspects of program(s) for quality, effectiveness, and consistency.  Program plans and guidance are responsive to objectives and requirements of FSA.  Policy instructions are appropriately issued and are accurate. Evaluates effectiveness of work and adjusts plans accordingly.

	Special Projects
	Special projects are regularly completed on time in a competent, accurate, and thorough manner.  Completed projects comply with regulations and procedures.  Special projects are completed independently, or reflect research and collaboration with others as required.  

	Research and Analysis
	Thoroughly and accurately researches issues in a timely manner, using available reference sources (e.g., USDA manuals, or applicable law or regulations.  Makes reasonable recommendations or decisions based on available guidance.
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Notice PM-2606
Exhibit 3

Possible Elements (Continued)

	Elements
	Description

	Customer Service

Important:
Mandatory for all supervisors and managers.
	Routinely displays courteous and tactful behavior.  Projects a positive and professional image of USDA.  Provides advice that is timely, responsive and accurate.  Maintains appropriate rapport with internal and external customers.  Develops and establishes working relationships with external organizations as required.  Keeps supervisor and/or team leader informed of difficult 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.

	Supervisory Equal  Opportunity and Civil Rights

Important:
Mandatory for all supervisors and managers.
	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 FSA and USDA goals of working to employ and develop a diverse, yet unified workforce.  

	Nonsupervisory Equal Opportunity and Civil Rights
	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 FSA and USDA goals of valuing a diverse, yet unified workforce.  

	Resource Management
	Monitors allocated funds and maintains complete and accurate records of expenditures.  Routinely utilizes resources in an efficient and effective manner.  Ensures that funds, property and other resources are guarded against waste, loss, unauthorized use, and misappropriation.

	Individual Contributions to the Team
	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 members to appropriately implement decisions.  Is usually open‑minded to new ideas and approaches in implementing the team's goals.  Willingly accepts and acts on constructive criticism.  
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Notice PM-2606
Exhibit 4

Possible Elements for Field Office Positions

The following provides suggestions for elements for each field office position.

	Cluster
	Positions
	Elements

	Management: 

County Office
	County Executive Director 

CO-7, 9, 11, 12
	4 critical (choose at least 1): 

· program management

· customer service

· civil rights

· supervision.

1 noncritical (choose at least 1): 

· communication

· research and analysis

· resource management.

	
	Farm Loan Manager 

GS-11, 12
	

	Program Technician:  

County Office


	Program Technician 

CO/GS-3, 4, 5, 6, 7
	4 critical (choose at least 1): 

· execution of duties

· civil rights

· customer service

· communications.

1 noncritical (choose at least 1):  

· individual contributions to the team/team leadership

· resource management

· research and analysis.

	
	Lead Program Technician 

CO-8:  Shared Management
	

	
	Chief Program Technician 

CO-9: Supervisor
	

	
	Program Technician-In-Charge CO-7, 8, 9, 11
	

	Farm Loan: 

County Office
	Farm Loan Officer 

GS-7, 9, 11
	4 critical (choose at least 1):  

· execution of duties

· civil rights

· customer service

· communications.

1 noncritical (choose at least 1):  

· research and analysis 

· individual contributions to the team/team leadership.

	
	Farm Loan Program Technician 

GS-3, 4, 5, 6, 7
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Possible Elements for Field Office Positions (Continued)

	Cluster
	Positions
	Elements

	Administrative/

Specialist/

Appraiser: 

State Office


	Ag Program Specialist 

GS-9, 11 ,12
	4 critical (choose at least 1):

· execution of duties

· civil rights

· customer service

· communications.

1 noncritical (choose at least 1):

· research and analysis

· individual contributions to the team (use team leadership if appropriate)

· resource management.

	
	Farm Loan Specialist 

GS-11, 12
	

	
	Appraiser 

GS-9, 11, 12
	

	
	Assistant AO/HR Specialist/Admin Specialist 

GS-9, 11, 12
	

	
	Outreach/Information/EEO 

GS-11, 12
	

	
	County Operations Reviewer GS-7, 9, 11, 12
	

	
	GIS Specialist/Coordinator 

GS-9, 11, 12
	

	Secretary/ Assistant: 

State Office
	SED Secretary 

GS-7
	4 critical (choose at least 1):

· execution of duties

· civil rights

· customer service

· communication.

1 noncritical (choose at least 1):

· research and analysis

· individual contributions to the team

· resource management.

	
	Program Assistant 

GS-7
	

	
	Program Technicians

GS-3, 4, 5, 6, 7
	

	
	Print Shop Operator/Mail Clerk 

GS-3, 5, 7
	

	Management: 

State Office
	District Director 

GS-12, 13
	4 critical (choose at least 1):

· program management

· customer service

· civil rights

· supervision.

1 noncritical (choose at least 1): 

· communication

· resource management

· research and analysis.

	
	Farm Program Chief 

GS-13
	

	
	Farm Loan Program Chief 

GS-13
	

	
	Chief Administrative Officer 

GS-13
	

	
	Executive Officer

GS-13, 14
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Possible Elements for Field Office Positions (Continued)

	Cluster
	Positions
	Elements

	Contracting and Procurement: 

State Office
	Contracting

GS-7, 9, 11
	4 critical (choose at least 1):

· execution of duties

· civil rights

· customer service

· communication.

1 noncritical (choose at least 1):

· resource management

· research and analysis.

	
	Procurement

GS-7, 9, 11
	

	Trainee
	County Operations Trainee

CO-5, 7, 9
	4 critical (choose at least 1):

· execution of duties

· civil rights

· customer service

· communication.

1 noncritical; research and analysis.

	
	Farm Loan Officer Trainee 

GS-7, 9, 11
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Examples of Standards for Each Element

Important:
The following are examples of standards that can be used.  They do not have to be used verbatim.  Supervisors can changes percentages, numbers, etc., depending on the individual situation.


A
Nonsupervisory Equal Opportunity and Civil Rights 

Attends 2-4 optional EEO/AA/Diversity information sessions provided/scheduled by supervisor.

Assists supervisor or responsible individual with planning, preparing for, or presenting EEO/AA/Diversity information sessions 2-4 times per year.

Consistently treats coworkers with respect, fairness, and politeness including socially‑disadvantaged (SDA), females, and persons with disabilities with no more than 1‑2 complaints.  Relates well to people from various backgrounds and situations with no more than 1-2 complaints.

Consistently treats customers/producers with respect, fairness, and politeness including SDA, females, and persons with disabilities with no more than 1-2 complaints.

Brings discriminatory issues or actions to the attention of the supervisor or other appropriate official as soon as possible but no later than 24 hours after occurrence.

Ensures that the Civil Rights/EO actions and correspondence file is up-to-date and complete throughout the year, within the timeframes established by management, with only 

1-3 exceptions.

Applies the same eligibility criteria to applicants including SDA, females, and persons with disabilities to increase participation by these groups with no more than 1-2 exceptions.

Ensures that customers are provided with the information required; that is, appeal rights, program information, deadlines, etc., including SDA, females, and persons with disabilities within established timeframes with no more than 1-2 exceptions.

Participates in available training or other EEO/AA/Diversity related activities 2-4 times a year.

Completes required Civil Rights/EEO/Sexual Harassment training within established timeframes with no more than 1-2 exceptions.

Reviews and meets requirements established in Notice AO-1351 with no more than 1-2 exceptions.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)


B
Supervisory Equal Opportunity and Civil Rights 

Ensures that 95-99 percent of employees have measurable civil rights performance standards in their annual performance plans within established timeframes.

Provides Civil Rights/EEO/Sexual Harassment/Diversity information (USDA material) to employees through information sessions, staff meetings, etc. 2-4 times a year.

Ensures that employees receive required Civil Rights, EEO, and Sexual Harassment training within established timeframes with no more than 1-2 exceptions.

Responds to issues/actions/allegations according to FSA procedures and within established timeframes with only 1-3 approved exceptions.

Takes action to reduce the number of valid employee complaints by actions such as increasing information provided for interpersonal skills training to employees, etc. 2-4 times annually.

Reviews the USDA’s Civil Rights policy with employees 2-4 times a year to ensure that customers and employees are treated according to the policy 

Increases awareness of all FSA programs with all SDA groups of the following activities:

· provides information to SDA high schools

· establishes partnerships with SDA institutions and community-based groups

· provides articles and success stories to newsletters and newspapers

· uses COC and/or SDA advisor to identify all SDA organizations

· places informational posters in public facilities and churches or businesses serving SDA members by holding 1-3 outreach meetings per year with SDA groups.

Develops an election outreach plan to increase the number of SDA producers on COC within established timeframe that includes actively soliciting and accepting nominations from producers and groups representing SDA producers and holds 1-3 informational meetings in advance of the nomination period.

Is available to meet with SDA groups to fully explain COC nomination and election procedures 90-95 percent of the time and provides all election information to all SDA groups in the county annually and timely with no more than 1-2 exceptions.

Increases the number of SDA candidates by 1-3 percent for COC based on election outreach plan.
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Examples of Standards for Each Element (Continued)


B
Supervisory Equal Opportunity and Civil Rights (Continued)

Encourages employees to attend training to increase interpersonal skills; such as cross-cultural communication, negotiation, dispute resolution, problem solving, active listening, etc. by including the recommended training on a timely established IDP followed by discussion and by following up with employees about the status of training 2-4 times during the year.

Provides pro-active assistance to employees to help with problem solving and resolving conflicts.  Results based on employee feedback, surveys, random oral surveys from 2nd level supervisor, and providing employee skills training in related topics by providing information at 

1-3 staff meetings.

Meets USDA-established Civil Rights/EEO goals for recruitment, selection, promotion, training, awards, and other personnel activities with no more than 1-2 exceptions.

Models appropriate behavior by treating employees, peers, supervisors, and customers with respect, fairness, and politeness with no more than 1-2 complaints. 

Ensures requirements of Notice AO-1351 are met with no more than 1-2 exceptions.

Ensures that complete application materials are provided to all customers or potential customers of FSA, ensuring that all SDA and persons with disabilities receive complete applications within established timeframes with no more than 1-2 exceptions.

Ensures that all SDA and persons with disabilities are provided guidance and instructions for completing applications for loans or farm program benefits within established timeframes with no more than 1-2 exceptions.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)


C
Communications 

Communicates clearly with producers and shares accurate information with only 3-5 exceptions.

Responds to general program questions within 24 hours with only 4-6 exceptions.  Elevates more complex questions to supervisor, team leader, or other individual responsible within 2 hours of inquiry.

Schedules staff meetings on a regular basis, at least monthly and after major program conferences and meetings or more often if required by management. (Supervisors only)

Prepares written documents that are clear, concise, and understandable as well as following prescribed procedures within established timeframes with only 1-3 exceptions.

Responds in writing, when appropriate, to customer inquiries within established timeframes with only 1-3 exceptions.

Regularly shares program information the employee is responsible for with co-workers to increase staff awareness of all program areas within timeframes established by management (cross-training, collaboration, reports at staff meetings, etc.) with only 1-3 exceptions.

Resolves disputes and problems with others through use of problem solving, conflict resolution, and negotiation with no more than 1-2 exceptions.  Must respond to disputes and problems within 24 hours of becoming aware.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)


D
Customer Service
Responds to customer questions accurately and according to procedures with only 2-4 valid complaints.  Responds by at least acknowledging receipt of an inquiry as soon as possible, but within 24 hours with only 4-6 exceptions.

Provides internal training that is accurate and given within established timeframes 85-95 percent of the time.

Completes assigned program training within established timeframes 85-95 percent of the time.

Ensures external customers are acknowledged within 3 minutes of the time they enter the office with only 6-10 exceptions.

Uses a customer transaction checklist to ensure all required information is obtained and applications are completed and accurate with only 3-5 exceptions.

Provides program benefit information to producers and other customers; such as, newsletters, counter information, producer meetings, producer organizations, newspaper articles, and radio announcements within established timeframes with only 1-3 exceptions.

Ensures that customer applications are accurate and processed within established timeframes with only 1-3 exceptions.

Ensures that payments are processed within timeframes with only 1-3 exceptions.

Responds to other agencies (NRCS, RMS, Conservation Districts, Extension Services, etc.) about shared programs within established timeframes with only 1-5 exceptions.

Receives only 4-6 valid customer complaints.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)


E
Execution of Duties 

Ensures that payment amounts are accurate, that necessary supporting documents are up to date and on file, and that applications are complete with no more than 1-2 exceptions.

Note: This standard is required for Farm Program staff.

Prepares reports required with duties that are accurate and complete within established timeframes with only 1-3 exceptions.  

Achieves use of electronic funds transfer (EFT) for 85-95 percent of loan obligations.

Achieves use of EFT for 90-98 percent of payments.

Deposits and processes payments within 24 hours of receipt according to FSA policy with only 1-3 exceptions.

Achieves or demonstrates progress toward ensuring that no late payment interest accrues with no more than 1-2 exceptions.

Achieves or demonstrates progress towards working to provide information about program benefits to producers to ensure that they can make informed decisions; by publishing 6‑10 newsletters, providing 1-3 handouts as counter information, attending 1-3 producer meetings, meeting with producer organizations 1-3 times, etc.

Achieves or makes progress toward ensuring payment amounts are accurate with no more than 1‑2 exceptions.

Ensures applications are completed accurately to minimize inaccurate payments with only 3‑5 exceptions.

Completes all actions required on an application within established timeframes with only 1‑3 exceptions.

Achieves or makes progress toward ensuring farm loan transactions or other assigned work is accurate and complete with no more than 1-2 exceptions.

Loads software within 2 workdays of receipt with only 3-5 exceptions.
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Examples of Standards for Each Element (Continued)


E
Execution of Duties (Continued)

Achieves or makes progress toward delinquency rates within the States established goals with no more than 1-2 exceptions.

Ensures that operations occur in an efficient manner to support the program areas; like, printing and distributing materials, creating regulations and guidance, etc., with only 1-3 exceptions.

Meets Federal contracting regulations with respect to processing, follow through, and life span with only 1-3 exceptions.

Processes requests in a timely manner with only 1-3 complaints.

Files notices and amendments within 2 workdays of posted receipt with only 3-5 exceptions.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)

F
Individual Contributions to the Team 
(All Positions Except Team Leaders and Supervisors)

Demonstrates collaborative efforts between farm programs and FLP by regularly sharing information and providing other support.  Attends and participates in joint staff meetings with only 1-2 exceptions (unless excused because of scheduled leave).

Regularly cooperates with coworkers and others in meeting commitments and accomplishing assigned work on time; such as, sharing information freely with only 1-3 exceptions.

Responds constructively to feedback within 24 hours, seeking ways to improve with no more than 1-2 exceptions.

Consistently raises concerns in constructive manner and offers potential solutions with no more than 1-2 exceptions.

Fosters productive and cooperative working relationships by showing understanding, courtesy, tact, and politeness to others with no more than 4-6 valid complaints.

Updates records that affect other programs in the office within timeframes established by management with no more than 1-2 exceptions.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)

G
Program Management

Ensures that payment amounts are accurate, that necessary supporting documents are up to date and on file, and that applications are complete with no more than 1-2 exceptions.

Note:
This standard is required for Farm Program staff.

Processes loans within the States established goals with only 1-3 exceptions.

Achieves or demonstrates progress on a monthly basis toward ensuring that no late payment interest accrues with no more than 1-2 exceptions.

Ensures that reviews are conducted and reports are filed and submitted within established timeframes with no more than 1-2 exceptions.

Achieves or makes progress on a monthly basis toward delinquency rates within the States established goals with no more than 1-2 exceptions.

Ensures that applications for benefits are processed within required timeframes with no more than 1-2 exceptions.

Ensures that producer payments are made within required timeframes with no more than 3‑4 exceptions.

Ensures that staff is fully trained in the program areas for which each employee is responsible within at least 5 days of being assigned the program or within at least 3 days of learning of changes in the program.

Ensures that compliance checks are made within established timeframes.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)

H
Research and Analysis

Reviews and analyzes temporary directive notices and handbook procedure on a daily basis 90‑98 percent of the time.

Takes actions required by temporary directive notices or handbook procedure within the timeframes required with only 2-4 exceptions.

Asks questions for clarification and makes suggestions for implementation within the timeframes established by management with no more than 2-4 exceptions.

Writes State temporary directive notices required by the supervisor that are clear, concise, and understandable within established timeframes 90-98 percent of the time. [State Office Only]

Conducts research and gathers data in response to legal issues and other assignments that are complete, accurate, and relevant within established timeframes with only 1-3 exceptions.

Assembles, indexes, and organizes work papers to expedite analysis and develop quality summaries and report segments with only 1-3 revisions by supervisor 85-95 percent of the time.

Analyzes data to identify weaknesses, patterns, and trends that are communicated to supervisor and other required staff within established timeframes with no more than 1-2 exceptions.

Prepares case files that are complete and accurate within established timeframes for use in legal or administrative forums with only 1-3 exceptions.

Prepares case files for program appeals that are complete and accurate within established timeframes with only 1-3 exceptions.



Note:
Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)

I
Resource Management

Manages within the established budget for program, function, or work assigned; notifies appropriate individual of potential budget shortfalls at least 30 calendar days in advance with no more than 1-2 exceptions.

Ensures that budget object codes are correctly entered with only 1-3 exceptions.

Ensures that travel, training, and other administrative forms are properly completed, timely, and followed-up to ensure proper processing with only 1-3 exceptions.

Plans resource needs accurately with only 1-3 exceptions.

Ensures bills are paid by established deadlines to avoid late payment interest with only 1‑2 exceptions.

Plans projects or other assignments, monitors, and completes projects or assignments within schedule and quality goals 90-98 percent of the time.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)

J
Supervision (Supervisors Only)
Schedules staff meetings at least monthly and after major program conferences or meetings or more frequently if required by management with no more than 1-2 exceptions.

Prioritizes work of staff to deal with workload shifts and to ensure that mission-critical work is accomplished with 90-98 percent accuracy.

Ensures that all new employees receive training on operational and procedural requirements within timeframes required by management with no more than 1-2 exceptions.

Ensures that all employees are assessed and training needs are identified, communicated to employees, and planned on an annual basis with no more than 1-2 exceptions.

Ensures that all employees receive required training within established timeframes with no more than 1-2 exceptions.

Ensures issues and problems are identified, documented, and dealt with in a timely manner (immediately for minor issues, usually within 1 week for others, or within agency established timeframes as applicable) 85-95 percent of the time.

Ensures that all individual performance plans are linked to SED goals and that the links are explained to employees by the required deadline with no more than 1-2 exceptions.

Conducts all requirements of the performance management cycle including encouraging 2‑way discussions of planning, reviews, evaluations, and career development, setting goals and conducting reviews and evaluations within established timeframes, encouraging and implementing on-going feedback throughout the year, 95-99 percent of the time.

Ensures fair treatment of staff by dealing with issues such as absenteeism, tardiness, and other chronic problems within 1 week of identification of problem with no more than 1-2 exceptions.

Prepares required reports that are accurate, according to stated requirements, and within established timeframes with only 1-3 exceptions.

Ensures that all personnel responsibilities (recruitment, staffing, promotion, training, evaluation, and discipline) are conducted fairly, meet established procedures, and within established timeframes with no more than 1-2 exceptions.



Note: Each element must have at least 3 standards.
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Examples of Standards for Each Element (Continued)

K
Team Leadership

Provides leadership or oversees subordinate or co-workers’ work and achieves desired results 85‑95 percent of the time.

Plans projects and monitors or reviews work within schedule and quality goals for assigned program or functional work 85-95 percent of the time.

Demonstrates collaborative efforts between farm programs and farm loan programs by ensuring team regularly shares information and provides other support on a daily basis with no more than 5-7 exceptions.  Joint staff meetings will be held on a regular basis as established by management with no more than 1-2 exceptions, frequency of the meetings must be established in writing.

Informs coworkers and backup employee of work in progress or issues before taking leave 85‑95 percent of the time.



Note: Each element must have at least 3 standards.
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Matrix of Possible Aligned Standards 

The following are positions that directly support FP’s and FLP’s.  Other standards may be selected, if appropriate.

	Standard
	DD
	FLP

Chief
	FP

Chief
	CED
	FLM
	PT
	AO/

Admin Spec
	FP

Spec
	FLP

Spec
	FLO
	FLOT*
	COT*
	COR

	Ensure using EFT for 90‑95 percent of loan obligations.
	X
	X
	
	
	X
	X
	
	
	X
	X
	X
	
	

	Ensure using EFT for 90‑95 percent of payments.
	X
	
	X
	X
	
	X
	
	X
	
	
	
	X
	

	According to FSA policy [insert policy #], deposit and process payments within 24 hours of receipt with no more than 1-2 exceptions.
	X
	X
	X
	X
	X
	X
	
	X
	X
	X
	X
	X
	

	Ensure processing of loans within the State’s established goals with no more than 2-3 exceptions.
	X
	X
	X
	X
	X
	X
	
	
	X
	X
	X
	X
	

	Ensure UCC continuations are filed before the expiration date with no more than 2-3 exceptions.
	X
	X
	X
	X
	X
	X
	
	X
	X
	X
	X
	X
	

	Ensure that no late payment interests accrue.
	X
	
	X
	X
	
	X
	X
	X
	
	
	
	X
	

	Provide information about program benefits to producers to ensure that they can make an informed decision [insert outcome measures here] such as, 6-8 newsletters, 2-3 counter fliers information, 1-2 producer meetings, 1-2 meeting with producer organizations, etc.
	X
	X
	X
	X
	X
	X
	
	X
	X
	X
	X
	X
	


*The objectives for FLOT’s, COT’s, and SCEP’s should:

· describe the training programs being participated in

· not be the same as FLO and CED objectives. 

Note:
See page 2 for examples.
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Matrix of Possible Aligned Standards (Continued)

	Standard
	DD
	FLP

Chief
	FP

Chief
	CED
	FLM
	PT
	AO/

Admin Spec
	FP

Spec
	FLP

Spec
	FLO
	FLOT*
	COT*
	COR

	Ensure that payment amounts are accurate and applications are complete with no more than 2‑3 exceptions.
	X
	
	X
	X
	
	X
	X
	
	X
	
	
	X
	

	Ensure transactions or other assigned work is accurate and complete with no more than 1-2 exceptions.
	
	
	
	
	
	X
	
	
	
	
	
	
	

	Ensure that reviews are conducted and reports are filed and submitted within established timeframes with no more than 1-2 exceptions.
	
	
	
	
	
	
	
	
	
	
	
	
	X

	Ensure that IDP’s are linked to SED goals within established timeframes with no more than 1-2 exceptions.
	
	
	
	
	
	
	X
	
	
	
	
	
	

	Ensure payment amounts received are accurately applied to the correct accounts within established timeframes with no more than 1‑2 exceptions.
	
	
	
	
	
	X
	
	
	
	
	
	
	


*The objectives for FLOT’s, COT’s, and SCEP’s should:

· describe the training programs being participated in

· not be the same as FLO and CED objectives. 

Examples:

· COT’s shall ensure payment amounts are accurate and applications are complete in trainee status with no more than 5-6 exceptions.

· FLOT’s shall ensure processing of loans within the State’s established goals in trainee status with no more than 5-6 exceptions.

· SCEP (FLP’s) shall ensure processing of loans within the State’s established goals in trainee status with no more than 5-6 exceptions.
· SCEP (FP’s) shall ensure that payment amounts are accurate and applications are complete in trainee status with no more than 5‑6 exceptions.
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Matrix of Possible Aligned Standards (Continued)

The following are administrative positions.

	· Administrative Officers (AO’s)/ Administrative Specialists (see Page 1) 

· Administrative/Management Services:

· Mail Clerks

· Print Shop Technicians

· Program Managers

· Public Relations Specialists

· SED Secretary
	· Contracting and Procurement:

· Contracting Specialists

· Procurement Specialists

· Purchasing Agents

· EEO/Diversity Specialists, such as Outreach Coordinator

· Human Resource Specialists

· Real Estate Appraisers.


	Standard
	Human

Resources (including Administrative Technicians)
	EEO/ Diversity
	Budget
	Administrative/ Management Services
	Contracting and

Procurement
	Real Estate

Appraisals

	Ensure that individual AD‑435A’s and AD‑435B’s are linked to SED goals within established timeframes with no more than 1-2 exceptions. 
	X
	
	
	
	
	

	Ensure that all personnel actions are processed accurately and within established timeframes with no more than 1-2 exceptions.
	X
	
	
	
	
	

	Ensure that staffing levels support the mission and are within the given staffing ceilings with no more than 1-2 exceptions. 
	X
	
	
	
	
	

	Increasing the number of outreach meetings by 10 percent to enhance awareness.
	
	X
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Matrix of Possible Aligned Standards (Continued)

	Standard
	Human

Resources (including Administrative Technicians)
	EEO/ Diversity
	Budget
	Administrative/ Management Services
	Contracting and

Procurement
	Real Estate

Appraisals

	Ensure that budget expenditures are within approved allocation with no more than 1-2 exceptions.
	
	
	X
	
	
	

	Process requests within established timeframes with no more than 2‑3 exceptions.
	
	
	
	X
	X
	

	Contracting.  Meet Federal contracting regulations with respect to processing, follow-through, and life span with no more than 1‑2 exceptions.
	
	
	
	
	X
	

	Ensure that high quality appraisals get done within established timeframes with no more than 1‑2 exceptions.
	
	
	
	
	
	X
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SED Performance Plan - Program Management - Element 5
Alignment:

The following results-focused standards align with USDA Strategic Goal 2, "Enhance the Competitiveness and Sustainability of Rural and Farm Economies", Strategic Objective 2.3, "Provide Risk Management and Financial Tools to Farmers and Ranchers" and/or with USDA Goal "Management Initiatives", USDA Objective "Improve Human Capital Management" in the USDA Strategic Plan, and with FSA Strategic Goal 1, "Supporting Productive Farms and Ranches", Strategic Objective 1.1, "Improving Access to Capital" and/or Strategic Objective 1.2, "Mitigating Market Losses" and/or FSA Goal "Cross-cutting Management Objectives", Objective 2, Strategically Managing Human Capital" in the FSA Strategic Plan:

Standards:

A.
Farm Loan Program


Loan Making (Detailed goals are attached)

1.
Reduces first year delinquency rates on new loans.

2.
Increases lending to minorities, women and beginning farmers.

3.
Reduces direct loan processing time.

4.
Reduces guaranteed loan processing time.

Loan Servicing (Detailed goals are attached) 

1.
Reduce direct loan delinquency rate.

2.
Reduce direct loan loss rate.

3.
Reduce guaranteed loan loss rate.

4.
Reduce guaranteed loan delinquency rate.

B.
Farm Programs (Also see attachment)

1.
Ensures that software deployed to field will be loaded within 3 days of receipt.

2.
Meets reporting deadlines, with accurate information, for reports established by Deputy Administrator for Farm Programs (DAFP).  Deputy Administrator for Field Operations (DAFO) or the Administrator (AO).

3.
Submits complete case files when making requests to DAFP.

Ensures that State Committees receive proper guidance from State Office personnel in program appeal cases.

Result:
The acheivement of these standards will result in more competitive, sustainable and productive farms and ranches, and a more efficient and effective management of the agency's human capital.
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Example AD-435 

The following is an example of AD-435.
[image: image40.png]United States Department of Agriculture 1 Social Security No. 2 Position Number 3 PayPlan  [4 Occup. Series
Performance Appraisal 123-45-6789 GS 201
5 Name (Last, First, Middle Initial) 6 Grade/Step or Pay Level 7 Appraisal Period
From ITo
Farmer, Rose E. 7/3 01/01/xx 09/30/xx
8 Official Position Title 9 Organization Structure Code
Program Technician
10 Duty Station 11 Funding Unit 12 Agency Use 13 NFC Use

Stafford, va

Instructions: Blocks 15B, 15C, 15D

Blocks 1 through 10 Completed by NFC; should be reviewed

and, if necessary, corrected. Blocks 15E, 15F, 15G

Rate actual performance by entering 2 for
critical elements and 1 for non-critical elements
in appropriate column.

Enter total of each column.

Block 11 Enter funding unit number. Block 15H Enter total from 15E, 15F and 15G.
Block 14 Enter brief description of performance elements. Block 16A Check off the correct summary rating described
Block 15A Check performance elements identified as critical. In decision table (16B).
Blocks 17-22 Self-explanatory.
15A 158 15C 15D
14 Critical Exceeds Meets Does Not
Performance Elements Element Fully Fully Meet Fully
(3) Successful Successful Successful
1)|Execution of Duties X 2
2)Customer Service X 2
3)|Communications X 2
4)Resource Management 1
5)
6),
)
8),
9),
10),
16B De n Table (check off Summary Rating in block 16A) 15E Exceeds 15F Meets 15G Does
Not Meet
Rating of Outstanding if 15E equals 15H. 5 2
Rating of Unacceptable 1/ if any critical element is rated in 15D. 15H Enter total (15E + 15F + 15G = 15H)
Rating of Superior if no element is rated in 15D; 15F is greater than zero; and 15E is greater than 15F. 7

Rating of Marginal 2/ if 15G is greater than 15E and no critical element is rated in 15D.
Rating of Fully Successful if none of the above apply.

1/ Unsatisfactory for SES
2/ Minimally Satisfactory for SES

17 Employee (Check off appropriate box)

I have a copy of USDA and Agency regulations on employees responsibilitie. Yes
and conduct, I have discussed them with my supervisor and questions have

been answered to my satisfaction.

[x]
[—|No

18 Employee’s Signature |Date If employee did not sign, state reason:

(Instructions for resolutions of disputes are on the reverse of employee copy.)

16A Summary Rating
(See Decision Table in 16B)

[ ] outstanding
Superior

- Fully Successful
|| marginal 2/

| | unacceptable 1/

1/ Unsatisfactory for SES
2/ Minimally Satisfactory for SES

19 Supervisor's Signature IDate 20 Reviewer's Signature Date
21 Approving Official’s or Funding Unit Manager's Date 22 PLA to ES Bonus Amount
Signature (Optional) FOR SES
ONLY

This form electronically designed by USDA-Farm Service Agency (KC).

Form AD-435 (11/86)
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element


A
Nonsupervisory Equal Opportunity and Civil Rights 



Standard:

Attends 2-4 optional EEO/AA/Diversity information sessions provided/scheduled by supervisor.


Documentation to justify an Exceeds Fully Successful rating:

Attended 6 optional EEO/AA/Diversity information sessions. Also, after each session, gave a voluntary briefing to colleagues on the content of each session.


Documentation to justify a Meets Fully Successful rating:


Attended 3 optional EEO/AA/Diversity information sessions. 


Documentation to justify a Does Not Meet Fully Successful rating:


Did not attend any optional EEO/AA/Diversity information sessions. 



Standard:

Consistently treats customers/producers with respect, fairness, and politeness including SDA, females, and persons with disabilities with no more than 1-2 complaints.


Documentation to justify an Exceeds Fully Successful rating:

Consistently treated customers/producers with respect, fairness, and politeness, receiving no complaints.  In addition, received 3 compliments from customers on fairness of treatment.


Documentation to justify a Meets Fully Successful rating:

Consistently treated customers/producers with respect, fairness, and politeness including SDA, females, and persons with disabilities with only 2 complaints, 1 of which was not substantiated.


Documentation to justify a Does Not Meet Fully Successful rating:

Received 4 substantiated complaints about not treating customers with respect, fairness, and politeness.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)


B
Supervisory Equal Opportunity and Civil Rights 



Standard:

Ensures that 95-99 percent of employees have measurable civil rights performance standards in their annual performance plans within established timeframes.


Documentation to justify an Exceeds Fully Successful rating:

Ensured that all employees had measurable civil rights performance standards in their annual performance plans.  This was accomplished 4 days ahead of the established timeframes.


Documentation to justify a Meets Fully Successful rating:

95 percent of employees had measurable civil rights performance standards in their annual performance plans within the established timeframes.


Documentation to justify a Does Not Meet Fully Successful rating:

Only 75 percent of employees had measurable civil rights performance standards in their annual performance plans within established timeframes.



Standard:

Responds to issues/actions/allegations according to FSA procedures and within established timeframes with only 1-3 approved exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Responded to issues/actions/allegations according to FSA procedures and within established timeframes every time.  In addition, received 3 compliments from customers on handling of issues.


Documentation to justify a Meets Fully Successful rating:

Responded to issues/actions/allegations according to FSA procedures and within established timeframes with only 1 approved exception.


Documentation to justify a Does Not Meet Fully Successful rating:

Did not respond to any of the 6 issues/actions/allegations which were raised according to FSA procedures and within established timeframes.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)


C
Communications 



Standard:

Communicates clearly with producers and shares accurate information with only 3-5 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Communicated clearly with producers and shared accurate information every time.  In addition, 3 compliments were received from producers on clarity of communications.


Documentation to justify a Meets Fully Successful rating:

Communicated clearly with producers and shared accurate information with only 4 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Did not communicate clearly with producers nor share accurate information.  Received 7 complaints and no compliments on clarity of communications and accuracy of information shared.



Standard:

Prepares written documents that are clear, concise, and understandable as well as following prescribed procedures within established timeframes with only 1-3 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Prepared written documents that were clear, concise, and understandable every time.  In addition, more than half of documents submitted were a week or more ahead of the established timeframes.


Documentation to justify a Meets Fully Successful rating:

Prepared written documents that were clear, concise, and understandable as well as following prescribed procedures within established timeframes with only 1 exception.


Documentation to justify a Does Not Meet Fully Successful rating:

Did not prepare written documents that were clear, concise, and understandable as well as following prescribed procedures 15 times.  Also, 12 documents were not within established timeframes.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)


D
Customer Service


Standard:

Responds to customer questions accurately and according to procedures with only 2-4 valid complaints.  Responds by at least acknowledging receipt of an inquiry as soon as possible, but within 24 hours with only 4-6 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Responded to customer questions accurately and according to procedures every time.  Responded by at least acknowledging receipt of an inquiry within 24 hours every time.  In addition, received 4 positive comments from customers on quality of service provided.


Documentation to justify a Meets Fully Successful rating:

Responded to customer questions accurately and according to procedures with only 2 valid complaints.  Responded by at least acknowledging receipt of an inquiry as soon as possible, but within 24 hours with only 4 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Responded to customer questions accurately and according to procedures with 6 valid complaints.  Responded by at least acknowledging receipt of an inquiry within 24 hours with 8 exceptions.



Standard:

Provides program benefit information to producers and other customers; such as, newsletters, counter information, producer meetings, producer organizations, newspaper articles, and radio announcements within established timeframes with only 1-3 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Provided program benefit information to producers and other customers; such as, newsletters, counter information, producer meetings, producer organizations, newspaper articles, and radio announcements within established timeframes every time.  In addition, received 6 positive comments from customers on relevance and quality of information provided.


Documentation to justify a Meets Fully Successful rating:

Provided program benefit information to producers and other customers; such as, newsletters, counter information, producer meetings, producer organizations, newspaper articles, and radio announcements within established timeframes with only 2 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Provided program benefit information to producers and other customers; such as, newsletters, counter information, producer meetings, producer organizations, newspaper articles, and radio announcements within established timeframes with 6 documented exceptions.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)


E
Execution of Duties 



Standard:

Prepares reports required with duties that are accurate and complete within established timeframes with only 1-3 exceptions.  


Documentation to justify an Exceeds Fully Successful rating:

Prepared reports required with duties that were accurate and complete every time.  In addition, almost half of reports were submitted 4 days or more ahead of established timeframes.  


Documentation to justify a Meets Fully Successful rating:

Prepared reports required with duties that were accurate and complete within established timeframes with only 3 exceptions.  


Documentation to justify a Does Not Meet Fully Successful rating:

Did not prepare any reports required with duties that were accurate and complete within established timeframes.  



Standard:

Deposits and processes payments within 24 hours of receipt according to FSA policy with only 1-3 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Deposited and processed payments within 24 hours of receipt according to FSA policy without exception.  Most deposits were made within 12 hours of receipt.


Documentation to justify a Meets Fully Successful rating:

Deposited and processed payments within 24 hours of receipt according to FSA policy with only 2 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Deposited and processed payments within 24 hours of receipt according to FSA policy with 6 exceptions.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)

F
Individual Contributions to the Team 




Standard:

Regularly cooperates with coworkers and others in meeting commitments and accomplishing assigned work on time; such as, sharing information freely with only 1-3 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Without exception, regularly cooperated with coworkers and others in meeting commitments and accomplishing assigned work on time; such as, sharing information freely.  Also, numerous comments received from coworkers on quality of cooperation.


Documentation to justify a Meets Fully Successful rating:

Regularly cooperated with coworkers and others in meeting commitments and accomplishing assigned work on time; such as, sharing information freely with only 1 exception.


Documentation to justify a Does Not Meet Fully Successful rating:

Cooperated with coworkers and others in meeting commitments and accomplishing assigned work on time; such as, sharing information freely with 5 exceptions.  Also, received 4 complaints from coworkers on quality of cooperation.



Standard:

Responds constructively to feedback within 24 hours, seeking ways to improve with no more than 1-2 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Responded constructively to feedback within 24 hours, seeking ways to improve without exception.  In addition, actively worked with those providing feedback to improve self.


Documentation to justify a Meets Fully Successful rating:

Responded constructively to feedback within 24 hours, seeking ways to improve with 2 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Did not respond constructively to feedback on any occasion.  On 3 occasions, acted in a negative manner to person giving feedback.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)

G
Program Management



Standard:

Ensures that reviews are conducted and reports are filed and submitted within established timeframes with no more than 1-2 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Ensured that reviews were conducted and reports were filed and submitted within established timeframes with no exceptions.  More than half of reviews were submitted 2 days or more before the established timeframe.


Documentation to justify a Meets Fully Successful rating:

Ensured that reviews were conducted and reports were filed and submitted within established timeframes with 2 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Ensured that reviews were conducted and reports were filed and submitted within established timeframes with 8 exceptions.



Standard:

Ensures that applications for benefits are processed within required timeframes with no more than 1-2 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Ensured that applications for benefits were processed within required timeframes every time.  Three quarters of applications were processed well within established timeframes.


Documentation to justify a Meets Fully Successful rating:

Ensured that applications for benefits were processed within required timeframes with 2 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Applications for benefits were processed within required timeframes with 6exceptions.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)

H
Research and Analysis



Standard:

Asks questions for clarification and makes suggestions for implementation within the timeframes established by management with no more than 2-4 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Always asked questions for clarification and made suggestions for implementation within the timeframes established by management.  Often made suggestions for improvement ahead of time.


Documentation to justify a Meets Fully Successful rating:

Asked questions for clarification and made suggestions for implementation within the timeframes established by management with 3 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Rarely asked questions for clarification and never made suggestions for implementation within the timeframes established by management.



Standard:

Conducts research and gathers data in response to legal issues and other assignments that are complete, accurate, and relevant within established timeframes with only 1-3 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Conducted research and gathered data in response to legal issues and other assignments that were complete, accurate, and relevant within established timeframes without exception.  On 4 occasions, data provided was outstanding in nature.


Documentation to justify a Meets Fully Successful rating:

Conducted research and gathered data in response to legal issues and other assignments that were complete, accurate, and relevant within established timeframes with 2 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Research conducted and data gathered in response to legal issues and other assignments was almost never complete, accurate, and relevant.  More than half of work was submitted after established timeframes.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)

I
Resource Management



Standard:

Ensures that travel, training, and other administrative forms are properly completed, timely, and followed-up to ensure proper processing with only 1-3 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Ensured that travel, training, and other administrative forms were properly completed, timely, and followed-up to ensure proper processing without exception.  Almost half of administrative forms were submitted for processing well ahead of deadlines.


Documentation to justify a Meets Fully Successful rating:

Ensured that travel, training, and other administrative forms were properly completed, timely, and followed-up to ensure proper processing with 3 exceptions.


Documentation to justify a Does Not Meet Fully Successful rating:

Rarely ensured that travel, training, and other administrative forms were properly completed, timely, and never followed-up to ensure proper processing.  In addition, received 4 complaints about quality and/or timeliness of forms delivered.



Standard:

Plans projects or other assignments, monitors, and completes projects or assignments within schedule and quality goals 90-98 percent of the time.


Documentation to justify an Exceeds Fully Successful rating:

Planned projects or other assignments, monitored, and completed projects or assignments within schedule and quality goals 99 percent of the time.


Documentation to justify a Meets Fully Successful rating:

Planned projects or other assignments, monitored, and completed projects or assignments within schedule and quality goals 92 percent of the time.


Documentation to justify a Does Not Meet Fully Successful rating:

Planned projects or other assignments, monitored, and completed projects or assignments within schedule and quality goals 80 percent of the time.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)

J
Supervision 


Standard:

Prioritizes work of staff to deal with workload shifts and to ensure that mission-critical work is accomplished with 90-98 percent accuracy.


Documentation to justify an Exceeds Fully Successful rating:

Prioritized work of staff to deal with workload shifts and to ensure that mission-critical work was accomplished with 99 percent accuracy.


Documentation to justify a Meets Fully Successful rating:

Prioritized work of staff to deal with workload shifts and to ensure that mission-critical work was accomplished with 94 percent accuracy.


Documentation to justify a Does Not Meet Fully Successful rating:

Prioritized work of staff to deal with workload shifts and to ensure that mission-critical work was accomplished with 85 percent accuracy.



Standard:

Ensures that all employees receive required training within established timeframes with no more than 1-2 exceptions.


Documentation to justify an Exceeds Fully Successful rating:

Ensured that all employees receive required training within established timeframes without exception.  All but 1 employee received required training 1 month or more ahead of established timeframes.


Documentation to justify a Meets Fully Successful rating:

Ensured that all employees receive required training within established timeframes with 1 exception.


Documentation to justify a Does Not Meet Fully Successful rating:

Did not ensure that all employees received required training within established timeframes with no more than 1-2 exceptions.  No employees received required training.
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Notice PM-2606
Exhibit 9

Examples of Additional Documentation for Each Element (Continued)

K
Team Leadership



Standard:

Provides leadership or oversees subordinate or co-workers’ work and achieves desired results 85‑95 percent of the time.


Documentation to justify an Exceeds Fully Successful rating:

Provided leadership or oversaw subordinate or co-workers’ work and achieved desired results 99 percent of the time.


Documentation to justify a Meets Fully Successful rating:

Provided leadership or oversaw subordinate or co-workers’ work and achieved desired results 90 percent of the time.


Documentation to justify a Does Not Meet Fully Successful rating:

Provided leadership or oversaw subordinate or co-workers’ work and achieved desired results 75 percent of the time.



Standard:

Demonstrates collaborative efforts between farm programs and farm loan programs by ensuring team regularly shares information and provides other support on a daily basis with no more than 5‑7 exceptions.  Joint staff meetings will be held on a regular basis as established by management with no more than 1-2 exceptions, frequency of the meetings must be established in writing.


Documentation to justify an Exceeds Fully Successful rating:

Demonstrated collaborative efforts between farm programs and farm loan programs by ensuring team regularly shared information and provided other support on a daily basis without exception.  Joint staff meetings were held on a regular basis as established by management without exception, and frequency of the meetings was established in writing.


Documentation to justify a Meets Fully Successful rating:

Demonstrated collaborative efforts between farm programs and farm loan programs by ensuring team regularly shared information and provided other support on a daily basis with 6 exceptions.  Joint staff meetings were held on a regular basis as established by management with 1 exception, and frequency of the meetings was established in writing.


Documentation to justify a Does Not Meet Fully Successful rating:

Demonstrated collaborative efforts between farm programs and farm loan programs by ensuring team regularly shared information and provided other support on a daily basis with 12 exceptions.  Joint staff meetings were not held on a regular basis as established by management, and frequency of the meetings was not established in writing.
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