UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

Notice PM-2114

For: FFAS Employees, except FAS Overseas

Midyear Performance Management Progress Reviews for GS, WG, and CO Employees

Approved by: Actng Deputy Administrator, Management

/.

1 Performance Management System

A
Purpose

B
Performance
Rating Period

C
Midyear Reviews

This notice reminds supervisors that progress reviews are to be completed for GS,
WG, and CO employees.

For all FFAS employees, except Foreign Service, the performance rating period is
October 1, 1998, to September 30, 1999.

For FFAS employees, a progress review of the employee’s performance shall be
conducted approximately midway through the rating period, but not later than
June 30, 1999.

Note: Even though only a midyear progress review is required, it is in the best
interest of the supervisor and employee that periodic performance review
discussions be held. An employee may request a meeting for this review.

Continued on the next page

Disposal Date

October 1, 1999

Distribution

All FAS, FSA, and RMA employees except FAS
Overseas; State Offices relay to County Offices
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1 Performance Management System (Continued)

D

Changes in
Positions,
Assignments, or
Supervisors

2 Action

A

Supervisory
Action for
Progress Reviews

5-27-99

For changes in positions or assignments, new or amended performance elements
and standards must be in place within 30 calendar days after the employee has been
given a new position or assignment.

For changes in supervisors when an employee works under different supervisors
during the designated appraisal period, each supervisor of 90 calendar days or
more shall document the employee’s accomplishments and prepare a summary
rating. These should then be forwarded to the employee’s current supervisor for
appropriate consideration in preparing the employee’s rating of record.

Supervisors shall take the following action for progress reviews.

Step Action

1 Discuss each element in the performance plan with the employee, and
specifically address:

e the employee’s progress toward accomplishing the element
» the need for any changes to the performance plan

» any performance deficiencies, with recommendations on how to
improve the deficiencies.

2 Maintain a written record of any performance deficiencies discussed
with an employee.

3 Make pen-and-ink changes to the performance plan, if required.

Continued on the next page
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2 Action (Continued)

A

Sup crvisory Step Action

Action for

Progress Reviews 4 For employees under the 5-tier performance management system; FAS
(Continued) and RMA employees and FSA Federal employees in locations that have

bargaining units; document the progress review with the employee by
completing both the employee and supervisor sections of the progress
review item on AD-435A.

Note: Complete the following items:

e 6 on the printed AD-435A
¢ 12 on the WordPerfect version of AD-435A.

5 For employees under the new Pass/Fail performance management
system; CO employees and Federal employees in locations that do not
have bargaining units; use the “Performance Work Plan”.

* Both the employee and rating official are encouraged to make
written comments concerning the employee’s performance on
the “Performance Work Plan” at the time of the progress review.

» Both the employee and the rating official shall initial and date the
appropriate blocks to indicate that the discussions were held.

Note: Ifa progress review is not conducted, the employee has the
option of contacting the rating official to inquire of the status.
If the progress review is still not held, the employee may seek
assistance from the second level supervisor, usually the
reviewing official.

6 Ensure that progress reviews for employees are completed by
June 30, 1999.

Continued on the next page
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2 Action (Continued)

B
Supervisory Supervisors shall take the following action for situations involving changes in
Action for positions, assignments, Or SUpervisors.
Changes in
Pos¥t10ns, Step Action
Assignments, or
Supervisors 1 Prepare a new or revised performance plan using AD-435A and
AD-435B or a “Performance Work Plan”, whichever is appropriate.
2 Ensure that the employee participates in establishing the performance
plan.
3 Ensure that the new or revised performance plan is in place within
30 calendar days of change in employee’s position or assignment.
4 Complete “Accomplishments” block on AD-435A and AD-435B or the
“Performance Work Plan”, whichever is appropriate.
5 Designate summary rating on AD-435 or the “Performance Work
Plan”, whichever is appropriate.
6 Forward forms to employee’s new supervisor when employee leaves
position.
C
Contact Points If additional information is needed, contact the appropriate office as follows.
Employee Location Contact
¢ National Office Stephen Crisp
Performance Management, Benefits,
« RSO’s and Awards Branch

202-418-8975 or TTY at 202-418-9116
e Compliance Offices,
except Kansas City

e Offices serviced by KCMO, Personnel Division
KCMO, including Kansas | Employee Relations Branch
City Compliance Office 816-926-6643 or TTY at 816-926-3063

« State Offices
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