UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency Notice PM-3003
Washington, DC 20250

For: FSA and RMA Employees

FY 2018 Mid-Year Performance Progress Reviews and Performance Plans

Approved by: Deputy Administrator, Management

W Lz

1 Mid-Year Performance Progress Reviews

A Purpose

This notice:

extends the mid-year performance progress review deadline to May 15, 2018

reminds FSA/RMA rating officials to complete the FY 2018 mid-year performance
reviews for all employees no later than May 15, 2018, or 90-calendar days after initiating
a new performance plan

Notes: The review should evaluate progress toward achieving the Mission
Area and/or Agency organizational goals, as well as any applicable Secretary’s
initiatives and/or Civil Rights Performance Plan.

If an employee has not been under a performance plan for a minimum of

90 calendar days on the issuance date of this notice, the supervisor should conduct
and document a mid-year performance progress review after 90 calendar days
have elapsed.

provides replacement of Cultural Transformation Language and Standards by USDA
Strategic Goal no. 1

reminds all supervisors, managers, and rating officials to review FY 2018 performance
plans, to ensure that all required features are present on every plan, which includes the
new supervisory element, the new FPAC performance standards, Civil Rights and
Diversity and Inclusion, Performance Management Accountability, Engagement
standards, USDA Strategic Goal no. 1 for all supervisory plans

provides guidance to supervisors, managers, and rating officials to make any changes
and/or corrections to plans before documenting mid-year performance reviews in
EmpowHR

Disposal Date Distribution
July 1, 2018 All FSA and RMA employees; State Offices relay
to County Offices

4-20-18
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Notice PM-3003

1 Mid-Year Performance Progress Reviews (Continued)

A Purpose (Continued)

e announces FY 2018 Performance Management training requirements
e provides resources to better understand FPAC
e provides EmpowHR guidance for supervisors on revising existing plans (Exhibit 1)

e provides guidance for reviewing officials to modify established plans via EmpowHR
Menu options (Exhibit 2).

B Performance Accountability

4-20-18

Under the Human Capital Accountability Framework, a critical success factor for the
Results-Oriented Performance Culture is the effectiveness of the performance appraisal
process. The effectiveness of the appraisal process relies heavily on supervisors, managers,
and rating officials using performance results to:

o offer feedback
e identify developmental needs to help improve employee performance
e address instances of poor performance.

Supervisor feedback must:

e convey how the employee’s performance compares with the standards expressed in the
employee’s performance plan

e describe the impact of the employee’s performance on achieving work unit, county, state,
or agency goals

e communicate how the work unit is progressing in achieving its goals.

A supervisor’s, manager’s, or rating official’s feedback should take into account the
observations and input received from internal and external customers.

Note: A 100 percent completion rate of mid-year performance progress reviews is
required for all eligible employees. The performance plans of all SES, managers,
and supervisors include standards that hold the supervisors and managers
accountable for the performance management of subordinates. Full compliance
with the requirements of DR-4040-430, where applicable will be a significant factor
in successfully achieving the performance standards, for both first-line supervisors
and the managers.

The Performance Management DR-4040-430, located at
http://www.ocio.usda.gov/document/departmental-regulation-4040-430 and effective
October 1, 2013, describes the new impact to supervisors’ and managers’ Leadership and
Supervision element rating.
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Notice PM-3003

1 Mid-Year Performance Progress Reviews (Continued)

B Performance Accountability (Continued)

Failure to meet the performance management deadlines established by the Office of Human
Resources Management and/or the respective agency or staff office should, at a minimum,
preclude an element rating of “Exceeds Fully Successful”, and failure to meet the
requirements in the Performance Management category altogether should result in an
element rating of “Does Not Meet Fully Successful”.

Forum for Discussion

The mid-year performance progress review provides an opportunity for employees to:

review and discuss performance elements and standards, and make any necessary
changes

gauge and discuss the employee’s progress in meeting the performance expectations
(standards and elements) needed to achieve or surpass a “Fully Successful” level of
performance, which is, “Are we achieving expected results?”

provide an avenue for employees to understand where and how to improve performance,
and to participate in the mid-year discussion

revisit or develop Individual Development Plans.

Note: See Exhibit 3 for steps to be used in the mid-year progress discussion.

2 Responsibilities

A Supervisors, Managers, and Rating Officials Responsibilities

4-20-18

Supervisors, managers, and rating officials are responsible for:

monitoring performance during the entire rating period

providing timely feedback to employees on their performance throughout the cycle
reviewing employee elements and standards, revising and clarifying, if needed
providing training and developmental opportunities, if available

conducting at least one progress review at the midpoint of the appraisal cycle for each
employee
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Notice PM-3003

2 Responsibilities (Continued)

A Supervisors, Managers, and Rating Officials Responsibilities (Continued)

ensuring that performance plans are established for new or transferred employees within
15 days and conducting a progress review once the employee has worked a minimum of
90 calendar days

informing the employee of his or her level of performance as it relates to their established
performance plan’s elements and standards

ensuring that every employee receives a mid-year performance progress review

ensuring adherence to applicable Union Collective Bargaining Agreements.

B Reviewing Official Responsibilities
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Reviewing officials are responsible for the following:

ensuring that supervisors, managers, and rating officials carry out their performance
management responsibilities and meet all compliance deadlines

assessing the supervisor’s, manager’s, or rating official’s performance in fulfilling these
responsibilities.

Employee Responsibilities

Employees are responsible for the following:

participating in discussions and documentation of their progress reviews

ensuring they have a clear understanding of performance expectations and how
performance relates to the mission of the organization, and requesting clarification if
necessary

reviewing the mid-year performance rating in EmpowHR and acknowledging completion
of mid-year review, electronically in EmpowHR or signing the AD-435, if EmpowHR is
not available

seeking timely performance feedback from their rating official and internal and external
customers, when appropriate

taking personal responsibility for their own training and development

reviewing employee responsibilities and conduct requirements at
http://lwww.fsa.usda.gov/Internet/FSA_File/empconduct.pdf.
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Notice PM-3003

3 Conducting Performance Reviews

A Mid-Year Performance Progress Reviews

4-20-18

Supervisors, managers, and rating officials shall prepare for the mid-year performance
progress review process by preparing talking points that are applicable to each individual
employee and gathering any samples or highlighting examples of work products for
improvement. Individual meetings shall be scheduled with each employee to conduct
mid-year performance progress review discussions. See Exhibits 3 through 5 for additional
guidance for supervisors, managers, and rating officials on preparing for and conducting the
mid-year performance progress reviews and offering feedback to employees.

All non-SES employee mid-year performance progress reviews shall be completed by,
May 15, 2018.

Notes: If an employee has not been under a performance plan for the required minimum
90 calendar days on the issuance date of this notice, the supervisor, manager, or rating

official must conduct and document the mid-year performance progress review after
the required 90 calendar days have elapsed.

HRD will conduct audits to ensure that:

e all mid-year performance progress reviews are completed by the May 15, 2018,
deadline

e performance plans have required standards
e delinquent compliance is communicated to Agency leadership.
Review of FY 2018 Performance Plans

It is strongly recommended that supervisors, managers, and rating officials review FY 2018
performance plans and ensure that the following required elements and standards are present:

e Civil Rights, EEO, Diversity and Inclusion

e customer service element (FSA) or customer perspective standard (RMA)

e new supervisory element and standards, if appropriate (Effective October 1, 2017)
e FPAC standards

e one to three additional performance elements, each with a results statement

e cascading alignment statement, for at least one critical element, that shows clear linkage
to the strategic plan

e results statement for each element
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Notice PM-3003
3 Conducting Performance Reviews (Continued)
B Review of FY 2018 Performance Plans (Continued)
e PIl and safety and health standards

e at least three standards for each element (elements recently introduced by USDA will
have more than three standards)

e standards established at the “Fully Successful” level

¢ inclusion of performance management accountability, and employee engagement
standards for all supervisors, managers, and rating officials.

C Replacement of the Cultural Transformation Milestones and Metrics

The mandatory language for non-executive supervisors specific to Cultural Transformation
has been replaced with the following to reflect the expectations of the new USDA Strategic
Goal no. 1.

e Supports the Department’s strategic goal to ensure USDA programs are delivered
efficiently, effectively and with integrity. Leadership and programmatic decisions are
fact-based and data-driven, and reflect the priorities of improved customer service,
employee engagement, cost effectiveness, and accountability.

e Business processes are continually assessed to identify opportunities to increase
effectiveness and efficiency. Short-term, low-cost solutions are cleared for immediate
implementation, and proposals for longer-term, larger solutions are developed for
leadership’s consideration.

e Opportunities to better serve internal and external stakeholders by streamlining
procedural requirements are identified, cleared as necessary, and implemented. Staff
members are encouraged to identify strategies to improve, consolidate or eliminate
duplicative processes that impede excellence in customer service.

e Performance and operational metrics are developed, validated, and tracked to ensure
customer satisfaction and operational effectiveness.

Note: These descriptions have been entered into the EmpowHR system under the
supervisory element, number 803 for FSA and number 103 for RMA.
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Notice PM-3003

Conducting Performance Reviews (Continued)

D Engagement Standard for Supervisory Performance Plans

Engagement is a standard created and required by the Department. Supervisors will be
evaluated and rated on the following:

actively creates an environment that promotes staff engagement, integration, and
collaboration

identifies both strengths and challenges related to employee engagement, development,
and satisfaction, based on employee feedback and the data collected with the most recent
Federal Employee Viewpoint Survey and County Employee Viewpoint Survey

works proactively and inclusively with staff members to develop and implement
strategies to maintain areas of strength and improve engagement and satisfaction in the
organizational unit

promotes open, candid, and ongoing dialogue with and among the staff to develop more
comprehensive and innovative insights to manage obstacles to engagement.

Note: Supervisors must be able to document the actions taken to meet these standards.

FPAC Information

A The FPAC Business Center

4-20-18

The following are tentatively planned to be housed in the Business Services area of the
FPAC Business Center:

Acquisition/Procurement
Information Technology
Financial Management
Human Resources
Management Services
Budget

Grants and Agreements.

The Business Center is different from the Service Center. The non-business FPAC
employees will consist of the employees in FSA, RMA, and NRCS who are not in the
Business Center. This would include all of the field office employees.

Note: For additional information regarding the activities of the FPAC, please visit: myFPAC

at http://myfpac.usda.gov/ you can view centralized FPAC and FPAC Business
Center information, leadership blogs, and e-mails. You can also submit comments or
questions while also signing up to receive weekly e-mails from FPAC leadership.

Page 7


http://myfpac.usda.gov/

Notice PM-3003

4 FPAC Information (Continued)

B FPAC Standards

4-20-18

In addition to USDA priorities, the following standards must be included as provided below
by the Rating Official under a Critical Performance Element. These additional standards
must be included in the performance plan as applicable to the employee’s position at mid-
year, but no later than June 30, 2018, if they weren’t previously added at the beginning of
the rating period.

e Rating and Reviewing Officials may define “meets” and “exceeds” levels and appropriate
metrics.

e Please note the “[ ]” following the standard that defines the employees to which a
standard applies.

FY 2018 FPAC EMPLOYEE PERFORMANCE PLAN STANDARDS

e Support customer experience improvements designed to meet or exceed internal and
external customer expectations.

e Improve effectiveness and accountability of financial operations by fully supporting and
adopting OCFO project plan to adopt FMMI FPAC-wide. [For FSA
Headquarters/National Offices].

e Improve effectiveness and accountability by piloting the use of competition for at least 20
percent of the value and number of all agreements not competitively awarded in 2017 and
by instituting performance-related deliverables for these same agreements.

e Provide leadership, expertise, and timely support to further the Agency’s mission.

e Provide leadership, expertise, and timely support to further the reorganization of FPAC to
create a centralized operations office — the FPAC Business Center — to be fully
operational by September 30, 2018.

e Provide leadership, expertise, and timely support to develop and deploy online
transactional capability for conservation programs’ customers. [For applicable program
and CIO communities].

e Provide leadership, expertise, and timely support to develop online transactional
capability for lending programs’ customers. [For applicable program and CIO
communities].

e Provide leadership, expertise, and timely support to improve administrative business
processes.
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Notice PM-3003

4 FPAC Information (Continued)

B FPAC Standards (Continued)

4-20-18

FOR FPAC BUSINESS CENTER EMPLOYEES [Acquisition/Procurement, IT,
Financial Management, HR, Budget, Grants and Agreements, Accountability and
Performance, Economic and Policy Analysis, External Affairs, Legislative Liaison,
Public Affairs and Outreach, Management Services, Customer Experience, Emergency
Preparedness, Appeals, Environmental Activities ]

e Continues to effectively and efficiently perform assigned work functions at source
agency (FSA, NRCS, or RMA) while the FPAC Business Center executive team
organizes the functions subject to further guidance from the Under Secretary or FPAC
Business Center executive team.

e Communication with FPAC’s agencies, customers, peers, and staff regarding the purpose,
objectives, and expectations for FPAC’s centralized operations is supportive, accurate,
and consistent with helping to achieve the Secretary’s goals of improved customer
experience and efficiency.

Special Note About Changes to Performance Plans

If a manager, supervisor, or rating official makes any changes to a FY 2018 performance
plan, the changes must be made in EmpowHR before initiating the midyear review in
EmpowHR. See Exhibits 1 and 2 for instructions.

Note: This sequence of entry prevents EmpowHR from locking down the system for a 90
day period. If the mid-year were entered first, you would not be able to enter
additional changes to the plan.

After a mid-year performance review is entered for the FY 2018 performance plan, the
manager, supervisor, or rating official will not be able to add or subtract elements for the

FY 2018 performance plan. Performance plans in EmpowHR become “locked” after any
type of review (progress or summary rating) is approved and concurred. Therefore, make all
required revisions to the FY 2018 Performance Plans before saving a mid-year performance
progress review in EmpowHR.

A mid-year performance progress review should be conducted for any elements and
standards that are currently in place and have not changed or were not added within the past
90 calendar days. If a manager, supervisor, or rating official makes changes to the
performance objectives or corresponding standards within an element, employees must be
given the opportunity to perform under the modified standards for at least 90 calendar days
before being rated against the modification. Changes can be made up to June 30, 2018,

90 days before the end of the performance cycle. The 90 calendar day period does not apply
if changes were made in alignment and linkage to enhance the existing performance plan and
with no changes to the existing performance elements or standards. The employee must be
informed of all revisions to their performance plan.
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Notice PM-3003

4 FPAC Information (Continued)

D Other Special Circumstances

Change in manager, supervisor, or rating official

If there has been a change in manager, supervisor, or rating official since the performance
plan was established, the new manager, supervisor, or rating official shall not conduct the
performance review until at least 90 calendar days have passed. If there has been no
rating official for at least 90 calendar days, the reviewing official shall conduct the
review.

Supervisors or managers changing positions or leaving the agency shall conduct a mid-
year performance progress review for all of their eligible employees and must document
the mid-year performance progress reviews in EmpowHR before departing the agency.

New supervisors/managers

After a previous supervisor/manager has entered a mid-year review, new supervisors or
managers shall conduct an additional performance review for eligible employees after the
employee has been under their supervision for 90 calendar days. See Exhibit 8 for
guidance on entering multiple reviews in EmpowHR.

Employee position change

Employees changing a position should receive an interim rating, which is an appraisal
that is completed when an employee has served on a performance plan for at least 90
calendar days and is leaving one permanent position for another. The departing rating
may be provided in hard copy to the new supervisor. This is not a formal rating of record
and is only to be considered by the rating official when determining the annual rating of
record.

E Documenting Mid-Year Performance Progress Reviews in EmpowHR

4-20-18

Managers, supervisors, or rating officials must document in EmpowHR that the FY 2018
mid-year performance progress review was conducted for each employee. Progress reviews
are only to be conducted and entered into EmpowHR 90 calendar days after the creation of
the performance plan. Although, at the present time, the EmpowHR System will allow
managers, supervisors, or rating officials to finalize a plan and then enter a progress review,
this sequence should only be followed in instances when a hard copy performance plan has
already been established and is in place for the required 90-calendar-day period and the
action is being taken to data load the established plan into EmpowHR.

Note: RMA supervisors who created draft plans in EmpowHR and printed out a hard copy

for employees to sign as the official copy should now finalize the draft that has been
in place for the required 90 calendar days, and enter the final plan and the progress
review in the EmpowHR system.
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Notice PM-3003

4 FPAC Information (Continued)

E Documenting Mid-Year Performance Progress Reviews in EmpowHR (Continued)

Managers, supervisors, and rating officials shall follow these steps to enter mid-year
performance progress reviews into EmpowHR.

Step

Action

1

Sign into EmpowHR and select:

“Manager Self Service”
“Tasks”
“Performance”, or
“Progress Review”.

The names of all the managers, supervisor’s, or rating official’s employees will be
displayed.

CLICK “New Review” next to the employee’s name to enter the FY 2018 mid-year
performance review.

CLICK ““.” next to the “Review Period From” box to select a value. After
selecting the beginning date of the current rating period, CLICK “Add.” The
employee’s “Progress Review” tab will be displayed.

Select the following:

e “Elements and Standards”,
o  “View All”, to review all elements, and/or enter progress review
accomplishments.

Enter comments in the “Reviewer Comments” box and CLICK “Save”.

Managers, supervisors, or rating officials may view the step-by-step process on documenting
the mid-year performance progress reviews in EmpowHR at
http://www.fsa.usda.gov/Internet/FSA_File/supmidyrreview.ppt.

Scroll down to “Performance Mid-Year Review” for an example of how to document a
mid-year performance progress review in EmpowHR.

Reminder: After a mid-year performance progress review is entered against the FY 2018

performance plan, managers, supervisors, and rating officials will not be able to
revise the FY 2018 performance plan. Performance plans in EmpowHR
become “locked” after any type of review (progress or summary rating) is
approved and concurred. Therefore, all required revisions to the FY 2018
performance plans must be completed before saving in EmpowHR.

If there are problems with EmpowHR, contact the EmpowHR help desk at 816-823-3996.

4-20-18

Page 11


http://www.fsa.usda.gov/Internet/FSA_File/supmidyrreview.ppt

Notice PM-3003

4 FPAC Information (Continued)

F Periodic Optional Performance Reviews

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

e provide regular feedback

e keep the channels of communication open

e assist in identifying strengths and weaknesses

e help avoid an unexpected performance rating at the end of the appraisal period.
5 Poor Performance and Resources for Supervisors and Managers

A Below Fully Successful Level (or Does Not Meet) Mid-Year Performance Progress

Reviews

The mid-year performance progress review provides an opportunity for managers,
supervisors, and rating officials to heighten employees’ awareness of the process and
procedures for addressing poor performance, to convey feedback, and have necessary
discussions with an employee whose performance is determined to be less than “Fully
Successful” or at a “Does Not Meet” level of performance. Managers, supervisors, and
rating officials are encouraged to consult with their servicing Employee/Labor Relations
(ELRB) and Benefits Branch specialist immediately upon such a determination, particularly
if the element is critical. The assistance and guidance provided by the ELRB specialist will
be timely and useful in helping to navigate the process of dealing with a poor performer.

Note: If the employee is performing at the “Does Not Meet” level in a critical element, the
rating official must contact their ELRB specialist for guidance.

Addressing Marginal or Unacceptable Performance

Any actions taken to address marginal or unacceptable performance must be conducted in
consultation with servicing personnel offices and/or State Office Administrative Officers.

6 Additional Information and Contacts

A Additional Information

4-20-18

Additional performance management information can be found on the HRD performance
management web site at https://inside.fsa.usda.gov/operations/dam/hrd/performance-
management/index.
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Notice PM-3003
6 Additional Information and Contacts (Continued)
B Performance Management Training

The Performance Management Plus-Engaging for Success course will be added to
supervisors’ and/or non-supervisors’ AgLearn “To-Do List” as indicated. This course can be
accessed at http://www.aglearn.usda.gov/, and must be completed by July 30, 2018.

Following is a description of the course.

Performance Management Plus-Engaging for Success is a web-based training course
designed to support Federal employees, HR practitioners, supervisors, managers, and
executives in understanding and applying Performance Management Plus (PM+), where the
"Plus™ is employee engagement. PM+ recognizes that the key to enabling excellence in
performance is having genuine and positive working relationships and interactions between
supervisors and employees. This interactive and engaging one-hour course consists of two
lessons that help learners understand how to establish and maintain such positive working
relationships through the application of PM+. Lesson 1 presents the learner with the
foundational principles of PM+, while Lesson 2 immerses the learner in a virtual
environment that enables them to practice the application of PM+.

C 2019 Performance Cycle
Effective October 1, 2018 all FSA and RMA performance plans must include standards at the
“Exceeds Fully Successful” level. The Department will provide all agencies with additional
guidance before October 1, 2018. At this time, supervisors who have questions about the
“exceeds” standards may contact the performance manager in subparagraph D.

D Contacts

If there are any questions about mid-year performance progress reviews, then managers,
supervisors, rating officials, and employees shall contact one of the following.

THEN contact HRD, Policy and Accountability Branch by
IF located in... any of the following...

e FSA APFO Michael Braswell by:

e FSA Kansas Cityor | e telephone at:
St. Louis

e 202-401-0392

e FSA Washington, DC e 202-205-9057 (TTY), or

e RMA e e-mail at michael.braswell@wdc.usda.gov.
FSA State or County State Office Administrative Officer.
Office

Note: If there are problems with the EmpowHR System, contact the EmpowHR Help Desk
at 816-823-3996.
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Notice PM-3003 Exhibit 1
EmpowHR “Guidance for supervisors on Revising Existing Plans”

The following provides instructions for revising existing Performance Plans in EmpowHR.

Supervisor Revises an Existing Performance Plan
VIA EmpowHR 9.0 Manager Self Service
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)

A Performance Plan Can Be Revised in EmpowHR
At Any Time up until a Progress Review is Entered.

Revised Plans do not flow back to the Reviewer
and there are no email notifications.

All accesses related to revised plans including
review by the reviewer are via the EmpowHR
menu options and not the Worklist.

4-20-18 Page 2



Notice PM-3003

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)
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Standards: 15 £pAC Standard: Suppor werenoe inpovegds decigned lomeetor |
rxceed internal and external P i W P ]
10. FPAC Busi Center Standard: C icatiofi with FPAC's agenci
customers, peers, and staff regarding the purpose, objectives, and expectations for v
FPAC'S ized operations is support te, and consistent with helping to
Accomplishments

Pari = - lnas Critical Indicator [T”:]
. MR AL EIGIE S
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)

méﬂm usckkenponi gom

File Edit View Favorites Tools Help
15 B hop [/ Suggesned Sites |2/ USDA DM 0O Mail Stop—. & ing-Gaining D ] jcation PS4 FSA bt Application. ™RSS Feeds » | ™| USDA Farm Service A... ~ 1| USA/DAS - Login

‘ S Dept of Agriculture) on USDAPRD
. :ll Il I !I! \'(

Home | Worklist
Favorites = Main Menu » l"lanagers'deewi(_e > Ta&ks » Performance
- -

pooviEnansis O« @ G | 2 petormance x|

Add to Favorites |  Sign cut

1 | :
= T +|
Performance 05 | pick WQ Critical Indicator [:El
L Element: O critical @ Non Critical TR G
Element: FSA - Communications @
Standards: Olal and written onmmum:atlons are clear, correct, tlmeiy, and presented in an
dable manner. Sup: and Tk are infe d of issues and A
[ when Y. ion and qui provi is timely and corract.
Standards: v
4D, e wnorithan that ara slase sansios. o and i,
Accomplishments
After all revisions have been made, scroll to the bottom
Ag‘d click on the “Save” button. Then scroll back to the top.
—
il |
E Save | ,Q\RalumloSamhl (= Previous tab | =5 Mext tab | # Spell Check
v

T save e |
Performance Plan | Elements and Standards

Bl 0 cafeclolealme]

Qe ”"’" Scroll to the top of the document and select the “Performance Plan” tab

File Edt View Favorites Tool

d Sites I LUSDA DM 00 MadlStop.. 2] Lock Up Losing-Gaining D ] eAuthestication FSA FSA Itranet - Applicatice. | ™ RSSFeeds > | ™ USDA Farm Serviee A + M USAMDES - Lagin
'US Dept of Agriculture) on USDAPRD

Home | Workist | AddioFavortes | Signout

15 B ttp-wwngeagov-grap.. | ™| Human Resowces [ GafGest

FvrowHR

-::\I Illtn"l\

Fa\mrls MamMenu) Manager Self Serviee > Tasks » Performance

New Window
Performance Plan Elements and Standards
‘ Empl ID:
Parformance Plan Start Date: 10/01/2017
Parformance Plan End Date:  02/30/2018
Mext Performance Plan By:  10/01/2018
Job Code: 173856 Position: 90757487
Elements & Standards
Measure No: . - e
Element: @® critical () Non Critical .
Element: FSA: Civil Rights, EED, and Diversity and Inclusion (element for non supv employees) @
Standards: Performs assi in manner that d faimess, cooperation, and respect
toward employees and . Foslersani i P where diversity and 7\
individual differences are valued. Leverages drversﬁy o achleve the vision and
mission of the i S rts and it an that is free of ¥
unlawiul discrimination and repnsal W

;. MEPRREEBREEL IFE
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)

= :
e.\./._ (2 hinps/usda empowhe.ga pen eauth/E

File Edit View Favortes Tooks Help

M/ p'nc.‘;?ﬁedmw x| |

BB hitps-wwwgeagon-grap.. | ™ | Human Resources 3] Suggested Sites |22 USDA DM 00 Mail Stop-. ] Look Up Losing Gaining D ] eAuthentcation FSk FSA Intranet - Apphicatice | ™| RSS Feeds v | USDA Farm Service A... v B USANES - Login

- (US Dept of Agriculture) on USDAPRD
powHR,

Home | Worklist | Addto
WO BERE O RETIRE

Favaorites = Main Menu > Manager Self Sarviee > Tasks @ Performance
- - e -

| Empl ID:
~
Parformance Plan Start Date: 10/01/2017 | Plan Eligible
Performance Plan End Date: B8/30/2018 i
Mext Performance Plan By: 1000112018 Rating Scale: ™ 5 Tier Performance
Iflyou;'e:d a nard :::W This date should update
P i_": bllc f:“ ::read th to show the date the latest revision
printable formand then | | y2< made to the plan
click on the resulting blue

link to open and print the

document. ~ Created the Plan ~ Concurred

1013072017 1072372017 103072017

Refused to Si lan Last Updated
Date

Last Updats 103072017 Select “return to employee list”

Date

10130201 010612018 to select other employee plans

h/ For revision
Creat® Printable Form | . W
Return to Employee List

B0 Cl@lelolaalm®]

= :
e.\./._ (2 hinps/usda empowhe.ga pen eauth/E

File Edit View Favorites Tocks Help

M/ p'nc.‘;?ﬁedmw x| |

BB hitps-wwwgeagon-grap.. | ™ | Human Resources 3] Suggested Sites |22 USDA DM 00 Mail Stop-. ] Look Up Losing Gaining D ] eAuthentcation FSk FSA Intranet - Apphicatice | ™| RSS Feeds v | USDA Farm Service A... v B USANES - Login

- (US Dept of Agriculture) on USDAPRD
EveowHR

Home | Worklist | Addto

I\I!'UIUWIII'P.III""
Favaorites = Main Menu > Manager Self Sarviee > Tasks @ Performance
- - e -

Empl ID: . . . .
l When finished with all the revisions, |
Select “Sign Out” to exit EmpowHR
Performance Plan Start Date: 10012017 | Plan Eligible i P
Performance Plan End Date: D9/30/2018 |51
Mext Performance Plan By: 10/01/2018 3y Rating Scale: ™ 5 Tier Performance

Employment Info when plan was established

Agency: AG FA Farm Service Agency
Department: 905099 Position: 90757987
Job Code: 173856 Pay Plan:

+Viewed/Discussed Plan ~ Created the Plan | Concurred

101302017 10/2312017 103072017
Refused to Sign + Finalized Plan Last Updated

10/28/2017 Date
10/30/2017

Last Updated Last Updated

Date Date

10/302017 01/08/2018

_Create Printable Form | Return to Employe List M
B0 €laleolelalma] i
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Notice PM-3003 Exhibit 1

EmpowHR “Guidance for supervisors on Revising Existing Plans” (Continued)

Since there are no email notifications, the
Supervisor should notify the Reviewer that
Revisions are complete.

Remember to discuss the revised performance
Plans with the employee.
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Notice PM-3003

Guidance for reviewers for modifying established plans via EmpowHR Menu options

Exhibit 2

The following provides instructions for the reviewer to modify established plans in EmpowHR.

Reviewer can Access 5 tier
performance plans to conduct
reviews following revisions of

existing plans that have previously
been concurred by the reviewer via

EmpowHR MSS menu options

4-20-18

Page 1



Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

A Performance Plan Can Be Revised in EmpowHR
at any time up until a Progress Review is Entered.

Revised Plans do not flow back to the Reviewer and
there are no email notifications.

All accesses related to revised plans including
review by the reviewer are via the EmpowHR menu
options and not the Worklist.

The reviewer is to review revised plans to ensure
that plans as filed are correct.

4-20-18 Page 2



Notice PM-3003

Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

4-20-18

5 e EMPLOVEE

f’_ -.@ hitps fempaida copy i usdagayp

fle EdA View Favories Took Help

v O - @G | (2 empioyee-tacing regisry .

»

5 (B Pros--wewwigia gov-grap. | ™ | Human Resources B Suggested Sites |35 USDA DM 00 Madl Stop. @) Look Up Lesing-Gaining D 8] efuthentication PS4 FSA Intranet - Application_ | ™| RSS Feeds = | ™ USDA Farm Service A_ = B USAIOBS - Legin

s0Lu J'I"KHR::

Fav(.;_ritEs Main i-!enu

-

Search:

______|®

[ PAR Processing

[ Position Management

[* Payroll Docum ents

[ HR Reports

[* Payroll Processing

[* Training Administration

[ Workforce Administration

[ Worklist Adminis tration

[* Manage Performance

[* Non-Employee Processing

[ Workforce Development

[* Organizational Development
[ Transit Subsidy

[ EmpowHR Setup Tables (HD}
[ EmpowHR User Security (HD)
I SetUp HRMS

[ Worklist

[* Tree Manager

[* Reporting Tools

<0 +

i — Select “Manager Self Service”
[ Employee Sﬂfsﬁ\i”/
[ Manager Self Service

| Run, create. ad manage queries s Misice repons,
T

IS Dept of Agriculture) on USDACPY ~

Add to Favorites

Personalize Content | Lavout

r oy

= S

Page 3



Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

r : .
:& nttgfecnguic govlpi/nEMACYEE T O - @ G | & Buse Navigationpage x| | £t % L
File Edit View Favorites Tools Help

T B nittps- v gia.gov-grap-, | ™ | Human Resources | 3] Suggested Sites 2| USDA DM OO Mail Stop... &) Loak Up Losing-Gaining D... &' i FSA FSA Intranet - Application., | = RSS Fesds | ™ |USDA Farm Service A.. = B USAIORS - Login 2

ehtof Agr'icultu're)' on USDACPY

EwowHR) Sanau
SOLUITONS

IROA FERE TO RETIRE

Favortes Main Menu > Manager .gef Service

Main Menu >

@ Manager Self Service

i ”
Manag SM Select “Tasks b ing i on d andi ion about your crganization and employees, and requesting reports cn your
arganization/e
i

- Yiew =), Review Transactions
i i Cick below to performan action. Use these inks to view information =¥ Review transactions that you have submited
=] MSS Start Page = Enployes Awards
=] Acting In Lisy Of E Ensioyee Blucation
I= Manager Recruit Request = Envlovee Emergency Contacts
11 More. B More
Job and Parsonal Information Reports
Manage an employee's status w ithin the organization; changs Falder for self-service manager reparts.
fulkpart time status, initiate promotions, transfers, terminations % Perfermance Summary
and rafi t, and view app status of ions. Alsa,

F= Detailed Staff Report
=] Staff Summary - Series

3.M... :

view personal info. such as an employse's name and address.
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

|a‘ hitps: o ced copy picusdagoupe MUEMPLOVEE RN O - B C | @ Tasks %] | o
File Edit View Favonites Tools Heip
4 BB nttps-www.gsagov-grap.. | ™ | Human Resources 4 Suggested Sites = USDA DM 0O Mail Stop. 5] Look Up Lasing-Gaining D.. ] ication PSA FSA Intranet - ication., |m * | USDA Farm Service A... = | USAI0BS - Lagin i

{-U'S Dept of J\gr'iculi:ure']'on USDAGCPY

EMPOWHR) e e
solUIToNS
VRO VRS FO RETIRE

Favorites Fh'nvl'“‘enu 5 Managersvefﬁervioe > Tacks

Main Menu > Mana.

sks

Click below to perfarman action,

@MSS Start Page E Acting In Lieu Of = Manager Recruit Request
#87F Ciek here for information regarding the ion of Manager Self Acting In Lieu0f | = arT———— 1o Manager Recruit Rstpiest
Service tems

Select “Performance Reviewer”

NTE Extension

E Awards
NTE Extension al data to be used for buiding muliple positions, Aw ards
Performance Performance Reviewer Summary Rating Review er
Ferformance Ferforrance Review er (New Performance Rating system Summary Rating Review er
effective 10/01/2005)
Change Hire Proposed EffDt Inactivate Position Job Classification Request
Change Hire Froposed S0t Inactivate Position Job Classification Request
Personnel Actions ReHire
L Manager Requests Personnel Actions for hisfher Employees ReHire previously separated enployes
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

GF\—"«; Mtps: empuscia copyntc usdagow/pip/N/EMPLOVEE R, 0 « @ O | {23 Pertormance Reviewer x| | A ok O
Fie Edit View Favorites Tols Help ' o
s B b grap. | ™| Human R [ Suggested Sites 15/ USDA DM 00 Mail Stop_. ] Look Up Losing-Gaining D & FSA FSA Intranet - Application.. ™ RSS Feeds = USDA Farm Service A ~ & USAJOES - Login

JS Dept of Agriculture) on USDACPY

EvowHR

soLuIToNS
i e O KT

Favortes = Main Menu » l"lannger%el'Service 5 Tasks > Performance Reviewer

Reviewer clicks in the box next to the i
Supervisor’s name who created the plans
for employees to be reviewed.
—_— o rm—ml.‘|w|n 18 Eest My 50015 B Lo
Name |Direct Reports with Perf Cracurred

1 BRICKHOUSE,DONALD LOUIS

2 BROWN, HERBERT ALLEN O

3 DALTON ASHLEE WASHBURN |

4 DAVIS,JEFF STEPHENSON [:|

5 DAWLEY DANIEL MARVIN "

& HILLMELVIN ELLSWORTH O

7 HOLLOWAY DAVID COLLINS I___l

B KELLAM JR HAYWOOD LEE O v

Bl o ¢ & ole[d]
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

=N s =]
& :(3 et fempuscla.copyicusdagawpss EMPLOYEEHRD SO - @ (5 | (@ Performance Reviewer
File Edit View Favorites Tools Help
& BB nttps--www.gsa.gov-grap.. | ™ Human Resources Suggested Sites s USDA DM 0O Mail Stop.. & | Look Up Losing-Gaining D.. & Pk F54 Intranet ™ RSSFeeds ~ ™ USDA Farm Service A.. ~ 8 USAI08S - Login
: (US Dept of Agriculture) on USDACPY
F_MP()WHR Home | Workist | AddtoFaveries | Signout
SOLUTIONS
Favortes = Man Menu > Manager %eh‘ Service & Ta'*s > Performance Reviewer
la)
2. Select the applicable employee whose plan is to be reviewed
by clicking in the box under the heading “select to edit”.
Employee List porsonaize [Find |B0 | B Frst B 18 ot Bl Last
[ [Name Review Period From | Select to Edit
1 AMES,.SUZANNE WHITTINGTON |10101|f2017 aQ 4d
2 BEASLEY,WILLIAM HYSLOP 10/01/2017 Q O
3 HARMON WILLIAM aQ O
4 HOLLAND JR FREDERICK W | aQ 4d
5 LONG,RUTH ANN Q O
& RILEYARLINE PITT [igio12017 Q
7 SHOCKLEY,THOMAS HARPER aQ O
8 WHITE SHERYL L [ a O
[=] Motify W

T PRNISIN

1. Verify the correct “review period from” date is showing.
Note: For FY18 plans, the “review period from” date should be
10-1-17 or later . If you need to find a different plan, click on the
Search icon next to the date that is shown.
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

fo o el
f ;) hitps fempusda.copy.nicusdagovipepm EMPLOVEE/HR O ~ @ G '_ (& Perfarmance Reviewer % | | f x O
File Egit View Favorites Tools Help .
1o BB nttps-www.gsagov-grap. | ™ R . Service A... = M LISAIDAS - Login
_ Click on the “element and standards” tab to review the
EM,P,Q,\A{HR Elements and measures. o eanes | S o

Favortes = Man Menu > Manager Seff Service » #8cks > Performance Reviewer
- - - -
New Window ] Personalize Page |,;E%‘, A
Performance Plan || Elementand Standards

‘ Empl ID:

Performance Plan Start Date:  10/01/2017 | Plan Bigible

Performance Plan End Date; (09/30/2018 L]

Next Performance Plan By: 10/01/2018 [ Rating Scale: [ 5 Tier Performance
Employment Info w hen plan was established

Agency: XC CE Farm Senices Agency-County Offices

Department: 802947 Position: 90013055
Job Code: 004325 Pay Plan:

+ ViewedDiscussed Plan | Created the Plan ~ Concurred
1200572017 11/30/2017 12/05/2017
N 7 .
Refused to Sign Finalized Plan Last Updated Date
12/04/2017 1210512017 Vv
Last Updated Date

Last Updated

S N
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

GC@ hetps./fempusda.copy.nfc usdagov/pso/EMPLOVEE/HRN O - @ C | () Performance Reviewer * |
File Edit View Favorites Tools Help

i3 BB hetps-wwwegsagov-grap_. | ™ Human Resources [ Suggested Sites 2= USDA DM 00 Mail Stop ] Loak Up Lasing-Gaining D &) ication FSA FSA Intranst
: (US Dept of Agriculture) on USDACPY

SOLUTTONS
TR0 1T T RETIRE

Favortes = Man Menu > Manager Seff Service » Tasks > Performance Reviewer
- - - -

™ RGSFeeds » | USDA Farm Service A ~ I USAI0AS - Login

orklist | Addto Favorites

New Window | Personalize Page | &) N

Performance Plan Bement and Standards

l Click on “view all” to see all
Emel1D: The elements and measures

Performance Plan Start Date: 10/01/2017 I n th e p I an .

Performance Plan End Date: 09/30/2018 ~

Next Performance Plan By: 10/01/2018 /

Job Code: 004325 Position: 5 /

Eements & Standards

Performance (1 | pick 810 O
Measure No: Element: () Non Critical

g Appraisal Points: 0.00
BElement: FSA: Civil Rights, EEO, and Diversityand Inclusion (elementfor non supvemployees) %
Standards: Performs assignments in manner that dem onstrates fairmess, cooperation, and @

respect toward employees and custom ers. Fosters an inclusive workplace where
diversity and individual differences are valued. Leverages diversity to achieve the

vision and mission of the organization. Supports and maintains an environmentthat

is free of unlawful discrimination and reprisal. W

B0 ¢ & 2l

4-20-18
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

=R
\/_ | @ tpssrempusas copy stcusaagonipipheAMAOVEE MR O « @ © | @ Performance Reviewer x| | A x
File Edit View Favortes Toals Help '
L |BE natps-wwwgsagov-grag.. ™| Human Resources [ 5uggested Sites |25 USDA DM 0O Mail Stop.. &) Look Up Losing-Gaining D.. ] eAuthentication FSA FSA Intranat - Appiication.. | 4| RS Feeds = | | USDA Farm Service A v W USAIORS - Login

JS Dept of Agriculture) on USDACPY

Em.f’.@..wHR)

Favortes ' Man Menu > Manager Seff Service > Tasks » Performance Reviewer
- - - ~

. ==y
Performance [ Pick |a1u Q W )
Measure No: . it iti

Bement: @critical O MNonCritical | oo oicalPoints: 0,00

Bement: FSA: Civil Rights, EEO, and Diversityand Inelusion (element for nen supvemployees) \‘ﬁ

Standards: Perfarms assignments in manner that dem onstrates faimess, cooperation, and Z-

respect toward employees and customers. Fosters an inclusive workplace where ~
diversityand individual diffierences are valued. Leverages diversityto achieve the

vision and mission of the organization. Supports and maintains an environment that
is free of unlawful discrimination and reprisal.

Cascading Alignm ent The following results-focused standards align with USDA-

[ | —
o
Reviewers are responsible to ensure that all elements and measures are
entered and are accurate. Reviewers can make corrections/revisions in

—| the plans during the review and discuss changes made with the
{ applicable supervisor.

METsUre WOt

il

Bement: | @ Critical ) Non Critical | Appraisal Points: 400

Hement: [FSA - Execution of Duties Technical Knowledge and Skill &

L

Bl e cleld
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

(& natpsfempusda.copy.nfeusdageow/pepmEMPLOVEEHRL O - @ & | 3 Perfarmance Reviewer % |

File Egit View Favorites Tools Help

9 »
75 B hetps--www.gsagov-grap. | ™ | Human Resources [ Suggested Sites I USDA DM 00 Mail Stap ] Look Up Lesing-Gaining Du. & ication FSA FSA Intranst i ra RES Feeds = o USDA Farm Service A~ M USAIOAS - Login

ErowHR After completing review of the plan, reviewer clicks on
il S| “performance plan”.

Favortes = Man Mead™ > Mana

\ddto Favorites | Sian out

-

New Window ] Personalize Page |,;§‘, A

Performance Plan Bement and Standards

l Empl ID:

Performance Plan Start Date: 10/01/2017
Performance Plan End Date:  09/30/2018
Next Performance Plan By: 10/01/2018

Job Code: 004325 Position: 5

Eements & Standards

Performance (1 | pick 810 O
Measure No: Element: () Non Critical
g Appraisal Points: 0.00
BElement: FSA: Civil Rights, EEO, and Diversityand Inclusion (elementfor non supvemployees) Qg
) . . . Vv
Standards: Performs assignments in manner that dem onstrates fairness, cooperation, and
respect toward employees and custom ers. Fosters an inclusive workplace where ~
diversity and individual differences are valued. Leverages diversity to achieve the
vision and mission of the organization. Supports and maintains an environmentthat L'
is free of unlawful discrimination and reprisal. W

e & ez
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

=R
BB htps/fempusd yrfersdagon/pap/he EMPLOVEE /R O - @ C || 5 Porformance Revigwer .
s o IN this example, the plan has already been previously W
Created, Reviewed and Concurred. If the reviewer
. q - S | Sign out
Makes changes/corrections during the review of an existing
| plan, don’t forget to take “SAVE” in order to hold the revisions.
Department: 902947 Position: 90013055
Job Code: 004325 q
Employee
+ ViewedDiscussed Plan + Created the Pfan
12/05/2017 11/30/2017 12/05/2017
Refused to Sign | Finalized Plan Last Updated Date
il 12/05/2017
Last Updated Last Updated Date
?;;5201? 12042017

Create Prinjgble Form Return to Employee List

Error cgfmpleting
repogt Try Again.

If any revisions were made by the reviewer during the review, select
“SAVE”.

Note: If no changes/revisions were made by the reviewer,

no action is needed.
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Notice PM-3003 Exhibit 2

Guidance for reviewers for modifying established plans via EmpowHR Menu options (Continued)

e o e Fr |
Gl_\_._;kg atps://empusda copy nfe.usda.gow/psp/he EMPLOVEE . O - @ & |Qacmwmammm« * |
File Edit View Favontes Tools Help

SOLUTTONS
TR T T BT

5 B hatps-waw.gsagov-grag. ™| Human Rescurces [ Suggested Sites |25 USDA DM 0O Mail Stop... ] Look Up Lesing-Gaining D.. ] eAuthentication PSA FSA Intranet - Application... | ™| RSS Feeds = | ™| USDA Farm Service A, = | USAIDES - Lagin '
J (US Dept of Agriculture) on USDACPY
EvrowHR

Home Worklist

Add to Favorites

Favortes ' Man Menu > Manager Seff Service > Tasks » Performance Reviewer
- - = ~
. v+ e e

S —

|
Employment Info w hen plan was established

~
Agency: XC CE Farm Senvces Agency-County Offices
Department: 902947 Position: 90013055
Job Code: 004325 Pay Plan:

¥ ViewedDiscussed Plan

~| Created the Plan

~ Concurred
12/05/2017 11/30/2017 12/05/2017
Refused to Sign ~ Finalized Plan Last Updated Date
il 12/05/2017
Last Updated Last Updated Date
Date
120052017 12042017
Create Printable Form | Return to Employee List
Error completing
report. Try Again.
@ save | [ Natty | Click on “return to employee §
E::f*lp';' 'E_"‘ EEI |n""31 & list” to select another employee’s S—
. . plan for review. o
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Notice PM-3003 Exhibit 3
Steps for Preparing Mid-Year Performance Reviews
1. Review documentation you have about the employee’s performance.
Maintain a record of good performance documentation (such as work samples, logs, records,
customer praises or complaints, and other documentation) throughout the performance period.
Review the documentation to assess how the employee is performing and meeting expectations.
Follow these simple guidelines:
e keep observations of performance objective, and not subjective

e have concrete examples to support assessments

e do not hold the employee accountable for factors beyond their control; for example, changes in
workload, priorities, duties, and opportunities that may impact employee performance.

2. Compare current performance with expectations.

Compare your observations of employee’s current performance with the measurable standards in
their performance plan. ldentify areas of success and areas of concern.

3. Assess developmental opportunities.

Has the employee completed developmental opportunities that have impacted/improved
performance? Determine whether additional opportunities are needed.

4. Help the employee prepare for the meeting.

Agree on a specific time and place for the discussion.

Explain the purpose of the meeting and what will be discussed.

Make sure the employee has a copy of their performance plan.

Suggest that the employee bring additional work samples that highlight his or her performance.
Ask the employee to think about their areas of strength and areas for improvement.

Employees may submit a list of their accomplishments for the period assessed.

5. Document the employee’s accomplishments in a written narrative.

The narrative should describe the employee’s accomplishments for each element. The narrative
should be brief and specific and address the breadth, scope, and/or impact of their achievements.

4-20-18 Page 1



Notice PM-3003 Exhibit 4

Questions to Prepare for the Review

Use the following 10 questions to prepare for productive and meaningful mid-year reviews with your
direct reports. Think through these questions in advance and use them as an agenda for your discussion.

1.

2.

8.

9.

What goals (standards) and objectives have been accomplished so far?

How have performance related to goals and objectives measured up against the success criteria
agreed upon at the start of the year? (Example, fully successful, exceeds.)

What challenges emerged that had an impact on performance or goal accomplishment? (Example,
budget reduction, furlough, etc.)

What goals and projects still need to be accomplished?

Which goals are no longer relevant or high priority? Should they be revised or removed from the
priority list?

What new priorities or projects have surfaced that should be included as new goals?

What resources and support will be required to accomplish the goals that remain for the rest of the
year?

What obstacles or challenges might hamper performance going forward?

What new knowledge, skills and capabilities will be required?

10. How can | be of assistance to ensure success?

HRD recommends sharing these questions with your direct reports in advance of the mid-year review
meeting, and thinking through your answers to these questions. The list of questions can serve as your
meeting agenda.
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Notice PM-3003 Exhibit 5
Conducting Mid-Year Progress Reviews
1. Open the meeting.

e Establish a relaxed, nonthreatening environment in which the employee feels secure and
respected.

e Hold the meeting in “neutral territory” and provide a comfortable environment.
e Eliminate distractions, such as ringing phones, e-mail, etc.
e Establish a positive tone when you greet the employee and welcome them to the discussion.
e Review the meeting’s goal and what will be discussed.
2. Discuss accomplishments and expectations.
Provide a general summary of the employee’s performance.
Discuss areas of success and areas of concern, according to expectations (standards).

Suggest further developmental opportunities.
Identify any changes to the performance plan.

3. Close the meeting.

Summarize what has been discussed and agreed on and ask the employee for input.

Confirm any follow-up actions.

Express commitment to the employee’s growth and success.

Ensure that all the employee’s concerns have been addressed.

Ask the employee to acknowledge in EmpowHR that the mid-year review discussion occurred.

4. Complete any follow-up activities.
e Verify employee has acknowledged review in the EmpowHR system.

e Provide updated performance plan (if standards and elements have been modified) before
verification in EmpowHR.
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Notice PM-3003 Exhibit 6
Tips for Giving Effective Feedback
Effective feedback meets the following four characteristics.

e Descriptive - Feedback should be specific, not general, and provide measurable and observable
details.

e Objective - Feedback should be based on facts, not your beliefs, assumptions, or hearsay. It
should be provided according to a known standard, criterion, or performance expectation.

e Timely - Feedback should be given as close to the performance as possible so that it is
meaningful and can be integrated into future performance.

e Professionally Delivered - Feedback should be delivered in a manner where both the words you
say and the way you say them (tone of voice, body language) are professional.

Involve the employee in the feedback process and ask the employee to prepare a list of
accomplishments.

V' Request feedback from the employee’s customers, coworkers, colleagues, or other managers.

' Feedback should be a combination of both positive and constructive feedback. Start the
conversation stating something the employee does well.

e Positive feedback involves telling your employee about good performance. Be descriptive and
objective in describing the behavior. Tell the employee why you liked it and why it is important.
When possible, tie the performance to the agency’s goals.

Example: “You solved that database migration problem very quickly this morning. That really
prevented disruptions to the system’s operations.”

e Constructive feedback alerts an employee to an area in which their performance could improve.
When providing constructive feedback, be sure to describe the following:

e Situation - Describe the situation in which the performance occurred. Give your perspective
on where and when the performance occurred.

Example: “This morning at the meeting when we were discussing the new project...”

e Behavior - Describe the behavior that you observed or heard. Focus on the employee’s
actions, not the person.

Example: “This morning at the meeting when we were discussing the new project, you may
not have realized it, but you interrupted me several times...”
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Tips for Giving Effective Feedback (Continued)

e Impact - Describe the impact the performance had on you, others, and/or the agency. Be
specific and objective about the impact by providing your actual observations. Link the
impact of the employee’s performance to expected standards.

Example: “This morning at the meeting when we were discussing the new project, you may
not have realized it, but you interrupted me several times. These interruptions
confused the staff and required numerous clarifications that took away time slated
to address additional key items of concern”.

e Next Steps - Describe specific changes in behavior that you expect in a specific period of
time and follow up as scheduled. Ask the employee’s help in solving the problem.

Example: “While your participation is important, I’d like for you to refrain from
interrupting speakers. When others are speaking, you should indicate to the
speaker that you have something to say and wait until the speaker acknowledges

you. Let’s schedule a time to get back together next Tuesday to see how this
process works”.

V' Check to make sure the employee understands by asking a question or observing changed behavior.

V' End the meeting on a positive note.
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USDA Strategic Plan FY 2018 — 2022

The USDA strategic plan is to be used to ensure cascading alignment or goals and objectives from
supervisors/mangers to non-supervisor employees.

STRATEGIC GOAL 1: Ensure USDA programs are Delivered Efficiently, Effectively, with
Integrity and a Focus on Customer Service

Objective 1.1: Modernize information technology infrastructure, facilities, and support services to
improve the customer experience

Objective 1.2: Maintain a High Performing Workforce through Employee Engagement and
Empowerment

Objective 1.3: Remove obstacles in USDA programs by reducing regulatory burden and streamlining
processes

Objective 1.4: Improve stewardship of resources and utilize data-driven analyses to maximize the
return on investment

STRATEGIC GOAL 2: Maximize the Ability of American Agricultural Producers to Prosper
by Feeding and Clothing the World

Objective 2.1: Provide an effective financial safety net for farmers and ranchers to sustain
economically viable agricultural production and support rural jobs and economic
growth

Objective 2.2: Increase agricultural opportunities and support economic growth by creating new
markets and supporting a competitive agricultural system

Obijective 2.3: Protect agricultural health by preventing and mitigating the spread of agricultural
pests and diseases

STRATEGIC GOAL 3: Promote American Agricultural Products and Exports

Objective 3.1: Expand International Marketing Opportunities

Objective 3.2: Prevent or resolve barriers to trade that hinder U.S. food and agricultural exports
Objective 3.3: Build demand in developing countries through trade capacity building
STRATEGIC GOAL 4: Facilitate Rural Prosperity and Economic Development
Obijective 4.1: Expand rural business opportunity and rural quality of life with access to capital;

improved infrastructure, broadband access and connectivity; and support for
workforce availability
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USDA Strategic Plan FY 2018 — 2022 (Continued)

STRATEGIC GOAL 5: Strengthen the Stewardship of Private Lands through Technology and
Research

Objective 5.1: Enhance conservation planning with science-based tools and information
Objective 5.2: Promote productive working lands
Obijective 5.3: Enhance productive agricultural landscapes

STRATEGIC GOAL 6: Ensure Productive and Sustainable Use of our National Forest System
Lands

Objective 6.1: Contribute to the Economic Health of Rural Communities through Use and Access
Opportunities

Obijective 6.2: Ensure Lands and Watersheds are Sustainable, Healthy, and Productive
Obijective 6.3: Mitigate Wildfire Risk

STRATEGIC GOAL 7: Provide all Americans access to a safe, nutritious, and secure food
supply

Objective 7.1: Prevent Foodborne IlIness and Protect Public Health

Objective 7.2: Provide access to safe and nutritious food for low-income people while supporting a
pathway to self-sufficiency

Obijective 7.3: Support and encourage healthy dietary choices through data driven, flexible, and
customer-focused approaches

4-20-18 Page 2



Notice PM-3003 Exhibit 8
Entering Multiple Progress Reviews

Enter quarterly progress reviews into EmpowHR as well as the mid-year progress review. The system
will allow multiple reviews as long as the review dates are different.

B E S ¢F-
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