UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice PM-2606
Washington, DC 20250

For: FSA Employees

FSA Performance Management Program

Approved by: Deputy Administrator, Management

WM_-\

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 Distribution
October 1, 2008 All FSA employees; State Offices relay to County
Offices.
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Notice PM-2606
1 Overview (Continued)
B Purpose
This notice:

e announces the FY 2008 FSA performance management program
e obsoletes Notices PM-2584 and PM-2589.

C Authorities
The FSA performance management program is based on the following:

e 5U.S.C. Chapter 43
e 5CFRPart430
e USDA Performance Management DR 4040-430.

D Coverage

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

e individuals in the Senior Executive Service (SES)

e 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.

e STC and COC members
e 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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Notice PM-2606

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

9-19-07

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.

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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2 Responsibilities (Continued)

C Reviewing Official Responsibilities

9-19-07

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.

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:
e overseeing the performance management program and its results

e periodically evaluating the effectiveness and efficiency of the performance management
program.

F Servicing Personnel Office (SPO’s)
SPO’s are responsible for the following:
e 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

e ensuring that performance plans and ratings of record are maintained in SPO according to
5 CFR Parts 293 and 297

e 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:

e CED’s
e program technicians (PT’s).

For CED’s, the:

e rating official is COC chairperson
e reviewing official is DD, who serves as STC designee.
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3 Rating and Reviewing Official Exceptions (Continued)

B

9-19-07

CED Rating and Reviewing Official

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

e 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.

e present draft document to CED for review and comment
e work with COC chairperson to finalize document
e present final document to CED
e 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.
e print a hard copy of document from EmpowHR
e give printed document to COC chairperson to sign as the rating official
e sign printed document as the reviewing official
e give printed document to CED for signature
Note: Provide a copy of the printed document to CED for their records.

e submit printed document to the State Office for review, if required

e 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

e 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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3 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.

AND reviewing
IFPTisa... THEN the rating official is... official is...
GS employee performing both the Farm Loan Manager (FLM) | DD.
farm program (FP) and FLP in collaboration with CED
work
GS employee performing only FLM
FLP work
CO employee performing only | CED DD, in collaboration
FP work with COC
CO employee performing both | CED in collaboration with FLM | chairperson.
FP and FLP work
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3 Rating and Reviewing Official Exceptions (Continued)

C PT Rating and Reviewing Official (Continued)

9-19-07

AND
reviewing
IFPTisa... |THEN the rating official is... official is...
CO employee |FLM DD.
performing only
FLP work 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:

e print hard copy of the document from EmpowHR
e sign printed document as rating official

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

e present printed document to PT for signature
e give a copy of the printed document to PT

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

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

o 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.

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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Notice PM-2606

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.

Establishing Performance Plans

A Appraisal Period and Documentation

9-19-07

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

Performance plans should be:

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

e 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.
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4 Establishing Performance Plans (Continued)
A Appraisal Period and Documentation (Continued)

Performance plans are documented:

e 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)

e 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:

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

e Exhibit 4 for possible elements for each position
e 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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4 Establishing Performance Plans (Continued)

E Required Elements

9-19-07

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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4 Establishing Performance Plans (Continued)
E Required Elements (Continued)

e 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:

e critical elements will be scored as 2 points
e 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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4 Establishing Performance Plans (Continued)

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

9-19-07

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.
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”.

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.”

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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4 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

9-19-07

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)

e 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.”

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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4 Establishing Performance Plans (Continued)

O Cascading Alignment

9-19-07

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:

e 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://intranet.fsa.usda.gov/bpms/zoneSP jump.htm.

USDA’s Strategic Plan can be found at
http://www.ocfo.usda.gov/usdasp/usdasp.htm.

e communicate how organizational goals are linked and cascaded to individual
performance, and how the employee’s accomplishments support organizational goals
within their organizations, through:

e staff meetings
e individual or team meetings
e electronic and internal correspondence

e 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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Notice PM-2606

4 Establishing Performance Plans (Continued)

O Cascading Alignment (Continued)

9-19-07

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:

e “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:”

e “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:”.

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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4 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:

e quality, quantity, timeliness, and/or cost-effectiveness
e 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

9-19-07

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 (v) 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 (v') 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:

e placed under the performance plan
e 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:

e conforms with FSA policy and guidelines

e 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 (v') 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:

e conform with FSA policy and guidelines
e are consistent with other AD-435A’s and AD-435B’s in the work unit.

Sign and date AD-435A.

E Employees Using EmpowHR Responsibilities

9-19-07

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 (v') next to “Viewed Discussed”. This action certifies that:

e adiscussion took place with the rating official about performance plan
e the employee has seen performance plan

e 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=erpmé&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

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

1
2 | Discuss elements and standards needing clarification.
3 | Sign and date AD-435A. The employee’s signature certifies that:

e adiscussion took place with the supervisor about AD-435A and AD-435B
e the employee has seen AD-435A and AD-435B

e 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:

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

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

e 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.qgov/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:

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.
7 Documenting Performance

A Rating of Record

9-19-07

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:

e rate appropriately against the standards in the employee’s performance plan
e 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.

Reduction-in-Force (RIF)

For:

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

e 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:
e a performance plan must have been established either:

e on AD-435A and AD-435B
e in EmpowHR

e 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:

e enter summary ratings in the “Manager Self-Service” portion of EmpowHR
e review/respond to written comments entered by employees, as applicable
e verify the employee entered a check (v') next to “Employee Viewed/Discussed Rating”.

E Obtaining and Completing AD-435 Not Using EmpowHR
Rating officials not using EmpowHR shall:

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

e “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.

e “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.

e “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

9-19-07

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”.

e “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”.

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

e “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)

e “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:

e Dby October 30
e 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:

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

e checking the appropriate rating level for each element

e 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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8 Reviewing Performance (Continued)
B Rating Official Not Using EmpowHR Action
Rating officials not using EmpowHR shall review the performance of their employees by:

e 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:

e 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:
e shall ensure that the performance appraisal:
e contains all elements
e designates critical and noncritical elements

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

e totals are added correctly
e summary rating is properly designated
e employee has checked “Yes” or “No” on AD-435, item 17
e contains the required signatures
e using EmpowHR, shall ensure the correct boxes have been checked
e 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

9-19-07

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’):

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

e 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.

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.qgov/EFSA/hrdapp?area=home&subject=erpmé&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.

w

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

4 | Verify the employee has entered a check (v') 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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8 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:

9-19-07

shall discuss the performance and rating of employees with rating officials

shall change the ratings, if appropriate

using EmpowHR, shall check (v') 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.

Page 29




Notice PM-2606
8 Reviewing Performance (Continued)
H Employee Action
Employees:
e using EmpowHR, shall check (v) the following:

o “Employee Viewed/Discussed Rating” box
e appropriate box for USDA regulations about employees’ responsibilities and conduct

e not using EmpowHR, shall:

e complete AD-435, item 17
e sign AD-435, item 18.

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

e using EmpowHR, shall indicate the refusal in the “Reviewer Comments” box
e not using EmpowHR, shall indicate the refusal on AD-435, item 18
o 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:

e using EmpowHR, hard copies of documents are not required

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

e 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
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10 Monitoring Poor Performance

A Marginal Performance

9-19-07

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

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

e 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

e 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.
Unacceptable Performance

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

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

e 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:

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

e may include activities like developmental assignments, structured employee assistance or
counseling, formal or on-the-job training, and mentoring.
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10 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
e specific examples of the unacceptable performance

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

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

e 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.

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

9-19-07

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)

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.

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.

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:

e performance management program and any improvement of organizational performance
e 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: KCHRO, Human Capital Management Section at
816-926-1630 or TTY at 800-735-2966.

e APFO

e Kansas City

e St. Louis

o State Office

County Office State Office
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Example Field Office Performance Plans
This Exhibit consists of 8 Field Office performance plans, as follow:

e 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

AD-435A UNITED STATES DEPARTMENT OF AGRICULTURE Page 1 of 4
{12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last, First; M.1) 2. POSITION TITLE
Campbell, Alszandra Admin, Specialist
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5, START DATE 6, END DATE
FBA/ (State) G5~ 10/ 1F% 97 30/ s

7. PERFORMANCE ELEMENT

No. - {Dascribe balow the dusty ar responsibility for which the employes i aceountahle
: . and responsible. Indicate il the elei Is critical or noncritical )

Executicon of Du

CRITICAL NONCRITICAL

ol work th

8. STANDARD: (Describe the level expected for “Fully Successiul* performance.’ Inciude appropriate ind|
where applicable.)

The f[ollowinyg results-focused measures ali

wht iy
ratedic Plan
planz

hlished timeframes

and

Cerares

with wnly 1=3

a

Ehsur
and d

JrEn al&easy

th only 1

)

-h zafety
s and

1. Damocnstra
controls and

RESULT: The acg
the agepiey’ s haman capital.

these standards will result in a mere efficient and effective management of

Full
9. ELEMENT RATING (At the end of the rating perlod, compare the employee’s performance with standard and | Exceeds 5uc‘;essfu| Doss Mot Mest
assign an element rating. Refer to documentation, as necessary.)
10. ACCOMPLISHMENTS (Mustbe pleted if employee receives a y rating of Outstanding. Attach additional sheets If more space is required.)
11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN {sig certity lon with the employee and receipt of plan which reflects current
position description.)
Employee's Signature | Date
|
Supervisor's Name (Prinfl 'iSupervisor's Signature \Date
Reviewer's Mame (FPrinf) :Rwiewe:'s Signature K Date
1 L
12. PROGRESS REVIEWS (at least one must be completed)
Employee's Initials and Date Supervisor's Initials and Date
) i i H : i i i
1 1 1 1 1 L}

1 1
Check appropriate copy designation below.

{ ) ORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE COPY  { ) EMPLOYEE COPY ( ) SUPERVISOR'S COPY { JAGENCY USE
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Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Caniphel Admiin Specialist
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FRRT (Btate) G9= 10/ 17 ux S7 307 xx

7. PERFORMANCE ELEMENT
(Describe helaw lhe ﬂl.l‘lylI ar responslhuny for which the employee is accountable
No. 2 and resp if the el i critical or noncritical )

CRITICAL NONCRITICAL

pervisory Bqual Gpportunity and Civil Bights

duties im & =r o which eration,

3, offie

and respes t
smanstratie

SEE, A&l
; and re
diverse, yet \m:l_tleci workforesa,

8. STANDARD {(Describe the level exp d for "Fully S ful” perti Include appropriate indicators of quality, guantity, cost efficiency, ortimeliness,
where applicable.)

1. Attends 2-4 optional BEQ/RAA/Diversity information sessions provided/scheduled by supervisor.

senbing

sypervisor or e
ity informaticn

individual with DJ_._U' iing, preparing for, or pr
s 2=8 times per ¥

5, and politene: ding
v disabilities ore than 1-2 cemplaints.

Consi "tﬂ‘ltly treats coworksrs
s with no more than 1-2 complair

'J_th respect,; falrre
emui_ d perocns @i

3 Lu kgrounds and situs

BESULT: The achi standards will result in an ensurdng of civil rights for all ageney

Ful
9. ELEMENT RATING (At the end of the raiing period campare the employee's perfarmance with and Iy il Does Mot Meet
assignan element rating. Refer to d as A | 1
10. ACCOMPLISHMENTS (Must be pleted ir employee recelves a Ty rating of ding. Attach additional sheets If more space is required.)
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Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
Caniphell, Alexandia Adntin Specialist
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FaR? {State =5 ) "
il e 10/ 1/ mxn S7 307 xx

7. PERFORMANCE ELEMENT

5 (Describe below me duty or responsibility for which the employee is accountable
Nod & land responsit if the element is critical or noncritical ) % |cRITICAL NONCRITICAL

Comirunication: Oral and written cdminrications are clear, correct, timely, and preéesented in an
ipiderstandable marrier. Supervigolr and Coworksrs are inf u]'med of issues and problems whst necEsEaiy.
Information and guidance provided is Lj_mr_\lv ﬂ:ur_i correct, Customer Service: "Routinely displays
courtEsns and tactful behavier. Pro] itive and professichal image of USDA. Providés adules
that iz timely, responsive and accurate, "‘-uhl-un:s appropriate rappert with internal and exaternal
sustonsrs. Develops and astablishes workifig relationships with external organizaticns as fediired.
Eesps supervisgr and/ot team leader informed of difficult sndfor contreoversial issues and unigue
problems. Takes actioh to effectivaly solve probléms befofs they have an adverse impact on the
organization or other employses."
3, ﬂANDﬁRD {Describe the tevel expect ifor "Fully S ful” perf ‘Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
ere licabl

I. Compunicates glearly with customers and co-workers and shares accurabte information with only 3-5
excspticns.

clong Wwithin 24 hotirg with only 1-6 exceptions. Elevebés mors
m leader, or other individual responsibls within 2 hours of

4 ({L]‘.’:Et:l mrs to sI:_r‘rr:rv_‘l.ﬁuL, te
m‘m:ry.

3. Prepates wiitten duduments that are cleéar, condise¢, and uwiderstandable as well as followiinyg
prescribed procediares within established timeframes with only 1-=3 exceptions.

i, Custeomer Service: Recelves no more than 4-6 valid customer complalnts,

KESULT: The achisvemsil of these standards will result in &t incteass ifi the percentages of satisfied
empliovess and custcmers.

Fulk
9. ELEMENT RATING (At the end of the rating periad, compare the employee's performance with standard and  |Exceeds SMiesm[ Does Not Meet
asslgn an element mﬂng Refer to T as V)
10. ACCOMPLISHMENTS (Must be leted if employee recelves a summary rating of ¢ ding. Aftach additional sheets If more space Is required.)

9-19-07 Page 3




Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Paged of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Admiin Specialist
4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FRRT (Btate) G9= 10/ 17 ux S7 307 xx

7. PERFORMANCE ELEMENT
(Describe helaw lhe ﬂl.l‘lylI ar responslhuny for which the employee is accountable .
No. 4 and resp if the el i critical or noncritical ) CRITICAL # NONCRITICAL

Rezearch and Analysis

rches issues In a timel
le- law o regulatioh

Thoroughly = curately ¢
{e.g., USDA als,
based on avallable guidance.

mARNSr,
Makes reaso

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

1. Beviews ahd analyvzes t«

basisz 90-98 percent of the

orary directive notices and handbock procedure on & daily

I,

activhes regquired by tempotary directive notices orf handbook procedurs withih the timeframes
with only 2-4 ezceptions.

for elarification z imiplemesntation within the timeframss

standatds will in oan inciease in the perceptage of intetnal

treamlined systemat

Ful
9. ELEMENT RATING (At the end of the rating period campare the employee's perfarmance with and Iy il Does Mot Meet
assignan element rating. Refer to d as V) | 1
10. ACCOMPLISHMENTS (Must be pleted IT employee recelves a ry rating of Ou g. Attach additional sheets If more space s required.)

9-19-07 Page 4



Notice PM-2606 Exhibit 1
Example Field Office Performance Plans (Continued)

e 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

ADA435A UNITED STATES DEPARTMENT OF AGRICULTURE Page1 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME {Last, First; M.1) 2. POSITION TITLE

mpbell, Alexandra Admin. Specialist
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6, EMD DATE
F8A/ (State) G~ 10/ Linxn o/ 30/ s

7. PERFORMANCE ELEMENT

{Déscribe below the duty or responsibility for which the employee is accountable g
and responsible. Indicate if the element is critical or noncritical “ |cRITICAL NONCRITICAL

Duties

L & Lllely fh&nield,
v hods

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

The following result

uped mEasurés align v tit Initiaci

in LhS‘ USDA

ith USDA Goal
Strateyic Pl

f M USDA Objective
1 FE2 Guoal “Ct q—.s—; bt ine
ﬂ|a1” 1n 1]r\

1.

raqui
3 sespti

51

Ensures that operations
and distributing material

printing
xneeptions.

“ruqrgm are
with only

F. Demotistrates a basic und : ] y afety and Health Program. Compliss with safety
and health rulés and regulations that apply to all employees. Ensures all reports of unsafe s
unhealthful conditions are reported to superviscr or desigoated official within 4% hours.

4. Demonstrates an understanding

FEaledqualr ds ta preserve

Pravacy Act and applies the Act correctly when sxerolsivig
integrity and cenfidentiality of protected informaticd.

ContT

RESUL ievement of these standards will result in a mere efficient and effective management of
the. age amian capital.
Fully
9. ELEMENT RATING (Al the end of the rating period, compare the employee's performance with standard and = | Excasds Succesehil Doss Mat Meet
assign an element rating. Refer ta doc , a5 v 1
10, ACCOMPLISHMENTS (Mustbe if employ a y rating of O Attach additional sheets if more space is required.)
11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (sigl es certify di: ion with the employee and receipt of plan which reflects current
position description.}
Employee's Signature | Date
Supervisor's Name (Print) 1Supenvisor's Signature I Date
1 L
Reviewer's Name (Print) :F-‘.t-\\-riewal‘s Signature :Date
1 1
12. PROGRESS REVIEWS {atleast one must be campleted)
-Employee's Initials and Date Supervisor's Initials and Date
: H ' ' ' | . h
1 1 [} L] 1 1

L) )
Check appropriate copy designation balow.

{ YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE COPY [ ) EMPLOYEE COPY  { ) SUPERVISOR'S COPY ( )JAGENCY USE

9-19-07 Page 5



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Caniphel Admiin Specialist
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FRRT (Btate) G9= 10/ 17 ux S7 307 xx

7. PERFORMANCE ELEMENT

(Describe helaw lhe ﬂl.l‘lylI ar responslhuny for which the employee is accountable
No. 2 and resp if the el i critical or noncritical )

CRITICAL NONCRITICAL

professiomal image of USDA.

Brov
afid

@ rapport wi Ll*

shomers. e i ¥ 31
supervisor ifor tesm 1r\,1 ey ;f< rmed of di
I‘ak_e'z action to effectively solve problems

oryg ther snployess.

8. STANDARD {Describeme Tevel exp d for "Fully S ful™ perti Include appropriate Indicators of quality, quantity, cost efficiency, or timeliness;
where applicable.}

1. ponds to oustomer: guestio res with onld

] Reszponds by 4t leaz
with ne more than 4<% exceptions.

48 =200n as ]'.'

24 hours

Provides internal trad

ning that is securate spnd glven within sstab

ioghed timeframesz B85 et
time
3. Heceiwes no more than 4-6 valid customer &on s
RESULT: The athistvemerit of tf statdards will result in an insteass in the percentage of satisfied
custeomers.
Fully

9. ELEMENT RATING (At the end of the raimg perind compare the employee's perfarmance with and fudl Does ot Meet

assign an element rating. Refer to V) | 1
10. ACCOMPLISHMENTS (Must be pleted If employee recelves a y rating of € g. Attach additional sheets If more space is required.)

9-19-07 Page 6



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
Caniphell, Alexandia Adntin Specialist
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FaR? {State =5 ) "
il e 10/ 1/ mxn S7 307 xx

7. PERFORMANCE ELEMENT

N 5 (Degcrlhe belaw me duty or responsibility for which the employee is accountable w

o.| 2 P if the el is critical or noncritical ) " |CRITICAL NONCRITICAL
Communications
Oial and srittell comminldatibns aie Blealr, corfect, timely, ancd pressnted 46 ap understaiidables mainsr.
Supervisor and coworkers are informed of issues and problems when g ary. Ianformation and guldance
ovided F8 tisely and dorrect. BO/CR: “Performs all duties in a manner wWhieh cohsistently dembnstrates
; cooperation, and respect toward cowerkers, offlce wisgitors, and all eothers in the performance
of official busifiess. Demohstrates an awarensss of EO/CR policiss and responsibilitiss of Agency and
Departmental goals of waluing a diverse, yet unified workforce.”

8. STANDARD (Describe the level expacted for "Fully S I” perf Include appropriate indicators of quality, quantity; cost efficiency, or timeliness,
where applicable.) :
1. Commundcates clearly with sustomers and co—workers and shares accurate infarmation with only 3-5

excaptions.

2. Responds Lo gefieral program gquestivhs within 24 hours with only 3-6 égceptiens, Elevatss mote
compley questions to supervigor, team leader, or other individual responsible within 2 hours ef

inguiry.
3., Frepares written deocuments that are clear, concise, and nndetrstandable as well as following
prescribed procedurss within sstablished timsframes with only 1-3 exceptions.

1. EQ/CR: Assists supsrviser or rosponsible individial with planning, preparing for, or pressnting
BEG/ARS Diversity information sessicns -3 times per year.

RESULT: The mchievement of these standards will result in an increase in the percentage of matisfied
empleyeas snd custamers.

Fully
9. ELEMENT RATING (At the end of the raﬁng penod campare the employee's performance with standard and  |Exceeds Successhul Does Mot Mest
assign an element rating. Refer to d CeSsany.)
10. ACCOMPLISHMENTS: {Must be completed IT employee recelves a y rating of ¢ g. Attach additional sheets If more space is required.)

9-19-07 Page 7




Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Paged of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Admiin Specialist
4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FRRT (Btate) G9= 10/ 17 ux S7 307 xx

7. PERFORMANCE ELEMENT
(Describe helaw lhe ﬂl.l‘lylI ar responslhuny for which the employee is accountable .
No. 4 and resp if the el i critical or noncritical ) CRITICAL # NONCRITICAL

Rezearch and Analysis

rches issues In a timel
le- law o regulatioh

Thoroughly = curately ¢
{e.g., USDA als,
based on avallable guidance.

mARNSr,
Makes reaso

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

1. Beviews ahd analyvzes t«

basisz 90-98 percent of the

orary directive notices and handbock procedure on & daily

I,

activhes regquired by tempotary directive notices orf handbook procedurs withih the timeframes
with only 2-4 ezceptions.

for elarification z imiplemesntation within the timeframss

standatds will in oan inciease in the perceptage of intetnal

treamlined systemat

Ful
9. ELEMENT RATING (At the end of the rating period campare the employee's perfarmance with and Iy il Does Mot Meet
assignan element rating. Refer to d as V) | 1
10. ACCOMPLISHMENTS (Must be pleted IT employee recelves a ry rating of Ou g. Attach additional sheets If more space s required.)

9-19-07 Page 8



Notice PM-2606
Example Field Office Performance Plans (Continued)

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

Exhibit 1

ADA435A UNITED STATES DEPARTMENT OF AGRICULTURE Page1 of 5
(12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME {Last, First, M.1) 2. POSITION TITLE
Smith, Jobn CED
3. AGENCY/DIVIZION 4, PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. -START DATE 6, END DATE
PSR/ (8tate) /[ (county) (8 104 aR o/ B0 an

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 noneriticall) “* |CRITICAL NONCRITICAL

Frodgram Ma mEnt

Managos progia Glwl withiin the employee’s contidl. Minitors all
af programis) ality b 55, and E :y. Program plans and guidance are
ives -ati ropriately issusd ar

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

The foll g is11l £ ures align with F & 2, “Enhan iveness
: and

the

1. Ehsures
than 1-2
Erisures

ate procefssd withifi requifsd timeframes with he more

ba are made within redquired timet with fio. more than 3-4

sures th v trainsd in the program arsas for which each emplon 5 rES ple
within at 1 of being assidned the program of withinh at least 2 da learning of

chatg
He Privacy Act and appli

z the

15 and safeguar = the integrity and cenfid Tri
addition, ensures all employees comply with this stendard.
BESULT: The achisvement of these standards will result in more competitive, susteinable and productive
farmg and ranche
. Fully.
9. ELEMENT RATING (At the end of the rating period, e the employee's perf with standard and | Exceads Successhul Does Mot Meet
assign an element rating. Refer to doc tion, as v.)
10. ACCOMPLISHMENTS {Mustbe if employee r a y rating of O Attach additional sheets if more space is reguired.)
11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (sig es certify di ion with the employee and receipt of plan which reflects current
position description.) :
Employee's Signature | Date
Supervisor's Name (Print) I Supenvisor's Signature | Date
1 ¥
Reviewer's Name (Print) :Re\-n'owal*s Signature :Data
1 I
12. PROGRESS REVIEWS (at least one rust be completed)
Employee’s initials and Date Supervisor's Initials and Date
: : ' ' ' | : :
] ] L} L] 1 1

' '
Check appropriate copy designation balow.

{ YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE COPY  { ) EMPLOYEE COPY  { ) SUPERVISOR'S COPY { JAGENCY USE

9-19-07

Page 9




Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 5
(12-88) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE

Smith, Johii CED
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD

5. START DATE 6. END DATE
FSAS (State) M {emut - N .

' )7 {eeurty) b 10/ /ax 8730/ un

7. PERFORMANCE ELEMENT i
- escribe below the duty or responsibility for which the employee is accountable
No. & and responsible. Indicate if the el i critical or noncritical ) CRITICAL NONCRITICAL

Customer Service
Routiriely displays soittesus and tactful bshavior. Projects & posttive dnd professimial imags of USHA.

Brovi advice that is timely, responsive and accurate, Maintains appropriate rapport with internal
aifd external tustoners. Dewélops &hd establishes wotking relsticnships with sgternal Srgenizaticns &
required, Keeps supervisor andfor team leader informed of difficult and/or controversial dssues and
unique preblens. Takes$ action to effectively solve problems befefe they have ah adwerse impact on the
organization oo other smployess.
8. STANDARD (Describa the level expected for “Fully ful” perfi Include appropriate indicators of quallty, quantity, cost efficiency, or imeliness,
where applicable.) ;
1. Ensures that cust
arly 1-3 excaptionsg.

omer applications are aceourate and processed sithin estalbilished timeframes with

2, Bhsures Lhat payments are processed within timeframes with only 1-% exceptions.

4« Hesponds to other agencies (WRCS, HMS, Ceonservation Districts, Extensién Services, eto.) regarding
shared programs within established timeframes with only 1-5 sxceptions.

4. Customer hewds abid expsctations are ldentified agid are considered when making decisions, idsntiiving
solutions, and resolving comflicts

5. Interndl anmd external custeomers® requirements and expectations for high guality products or results
et with almest ho egceptions

HIE

6. Bmployes's writben feadback is selieitéd to dévelep Individual perfermance plans that support the
goals and objectives of the agency

7. Bmployes Teedback accepted by the Rating Official is written inteo the performance plan &t the
beginning of the performance cyole.”

;=

HESULT: The schievement of these standards will result in an increase in the percentage of satisfied
CUTTOMELS .

; 3 Ful
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and  |Eveeeds s._.ch:;gsgm Does ot Mest
assign-an element rating. Refer to de tation, as V.
10. ACCOMPLISHMENTS (Must be comp Ir employ ives a y rating of € g. Attach additional sheets If more space is required.)

9-19-07 Page 10



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 3 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Smith, Johi CED
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FBAS (State) ¥ {emanty) i~ 10/ 8790 %x

7. PERFORMANCE ELEMENT
- escribe below the duty or responsibility for which the employee is accountable -
No. = and responsibl i if the el i critical or noncritical ) “ |eRITICAL NONCRITICAL

Supervisory Bgual Opportunity and Clvil Righ

which ¢ anél respect

g5, of aridd s Damanstrates

an awareness of EU/CR pol ponsibilit to
empley and dewelop a diverss, yet unified wotkfo
8. STANDARD (Describe the level exp d for “Fully S "p Include appropriate indi of quallty, ity, cost efficiency, or imeliness,

where applicable.)
des Civil Higl 0 Serual

assment/ D ion

ity informa

to employees

staff ings, &tc. 2-4 times & year.
nsures that cnplovees ver regquired Civil ghty, EEQ, and Sexual Rarassment tiaining within
bkl d st ptions.

to agsncy procedures ard within established

HESULT: The of = standards will result in an sasuring of oivil rdights for all agehey
employess
Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with and fudl Does ot Meet
assignan element rating. Refer to documentation, as necessary.) | 1
10. ACCOMPLISHMENTS (Must be pleted if employee recelves a y rating of ¢ ding. Attachadditional sheets If more space Is required.)

9-19-07 Page 11




Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 4 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
Smith, Johii CED
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FEG F (B do A F F ; T
FOR/S (Gtate) 7 {emuity) ae] 10/ 8790 %x

7. PERFORMANCE ELEMENT
{Degnrlhe helow the duty or respohslbmy for which the employee is accountable

No. 4 if the el Is critical or noncritical,) CRITICAL I NONCRITICAL

Supeivision

Work is assigned in & fair and effective manner. Techpnical guidance to subordinate staff is given din a
timely manner. Perfétmancs management is implemented in accordatice With prm’*m]lxrr\ Teslds, conternsg, oo
problems are handled promptly and fairly. Teo the estent possible, staff is pro 1y trained and
cofiplies with sccupatieonal health and safsety progtams. Management decisidns are supported and
implemented within appropriate time—frames.
8, STANDARD (Describe the level expected for “Fully ful” p Include appropi Indi of guality, quantity, cost efficlency, or timeliness,
where applicable.) :
L. Empleyee performance plans foous on results achieved, contsin at least one element that
with organizaticnsl goals, cohtain at laast &ng alément that is aligned with FS& and USDA m A,
goals, and whiectives, and are in place within 30 days of the begimning of the appraisal pericd with no
& than 1-2 szceptivhg. Mid year reviews dre conducted accwriing te Agency guidelines. PRatings ate
n"{‘]lldlt” and igsued within. 30 days of the end of the appraizal peried with no more than 1-2 exceptions.

&l femeed

2. Pdheres to Safety and Occupational Healtl practices and procedures in order to promobe and maintain
a gafe and healthful work environment for all emplayess.: Upon report of unsafe/unhealthful conditieon,
notifies approptiate office within 49 hours, and follows up and/or takes sppropriate sctieh until
condition 1s resolved with ne more than 1-2 sucepiicns.

3. Ensures issues and problems ave identified, dooumented, and dealt with in a timely manner
{inmediately £or fuinor issuss, usually within 1 sweék for otfers, or within agensy established
timeframes as applicable} 85-3%5 percent; of the time.

RESULT: The achisvement of these standsrds will result in an increase in the percenbage of sabtisfied
amployess.

Fully
9. ELEMENT RATING (At the end of the rating penud pare the employee's perfi with standard ant.  |Exceeds Successiul Does ot Meet
assign an element rating. Refer to docu a2 )
10. ACCOMPLISHMENTS (Must be Ji If employee recelves a y rating of ding. Attach additional sheets If more space is required.)

9-19-07 Page 12



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 5 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Smith, Johi CED
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FRRS (atate) 7 {emanty) i~ 10/ 8790 %x

7. PERFORMANCE ELEMENT
{Descr!he below the dunty or responsibility for which the employee Is accountable ”
No. 5 P if the el i critical or noncritical ) CRITICAL k4 NONCRITICAL

Resource Management

Monil intains ¢ labe and enditures .
gkl fit dnd efd Fé T aperty A
resources are guarded against waste, losa, unasuthorized use, and missppropriation.

3. STANDARD {(Describe the level exp for "Fully ful” perfo Include appropriate indicators of qualfty, guantity, cost efficlency, or timeliness;
where applicable.)

1. Mn:.ﬁ ges within the established budget for program, function, or work assigned; npotifi

B L of potential budget ghortfalls &t 1east 30 calerndar davs in advance with ne

Eriguras that budgel object codss are correctly enter with enly 1-3 exceptions.

completad, timely, and

2. Ensures that travel, training, asid of
followed-up: to ensire proper prod

achievement o the percentage of internal

5es that are streamlined sys t:—mat-,ally.

RESULT: The
lbusiness proc

Ful
9. ELEMENT RATING (At the end of the raﬂng period tompare the employee's performance with standard and o sl Does Mot Meet
assignan element rating. Refer to d as | ) | 1
10. ACCOMPLISHMENTS (Must be I If employee receives a y rating of ¢ g. Attach additional sheets if more space is required.)

9-19-07 Page 13



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

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

AD-435A UMITED STATES DEPARTMENT OF AGRICULTURE Page 1 of 5
(12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last First, M.1) 2. POSITION TITLE
Andrews, Natalie DD
3. AGENCY/DIVISION 4, PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) ) 5. START DATE 6. END DATE

Fan/(State) GS- 1071/ 9/30/un

7. PERFORMANCE ELEMENT
No. 1 (Describe below the duty or responsibility fer which the employee Is accountable i«
andr Ind| Ifthe ent is critical or noncritical.) "~ |CRITICAL NONCRITICAL

Frogram Manageoment

Manages program(s), reselving issnes and problefrs within the enployes’™s dontral. Motiftéars all aspests
of programis) for guality, e tiveness, and consistency. Program plans and guidance are responsive to
(=25 iveés atid reguiretie f the Agency. Folley ingtructions are dappfopriatsly issued anhd are

curate. Evaluates sifectiveneses of work and adjusts plans accordingly.

an

8. STANDARD (Describe the level
where applicable.)

P for *Fully S I* performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,

The folltwing résults-fotused standards aligh with USDE Strategic Gogl 2, “Enhatice the Compstitivensss
ahdl Sustalnability of Rural and Fatm Ecoromies”, Strategic Ohjective 2.3, “"Provide Risk Managsment and
Financial Tools to Fabfmers and Ranchers” in the USDA Strategic Plan, and with FER Strategic Gosl 1,
“Supporting Productive Farms and Ranchs Strategic Cbjectives 1.1, “Improwvibg Rocess to Capital" and
1.7, “Mitigating Market Losses® in the FSA Strategic Plan, and with Element 5, “"Freogram Management" in
the State Emeciutive Dirgcteor's performantes plan:

&z within
maintaining loan

1. Successfully cdemplétes assigned Farm Lesti Program tifaining and training activiti
eztablished timeirames. HAcquires and mests the Agency's standards necessary for
approval authority and losn ssrvicing authority.

2. Achieves or makes progress on a monthly basis toward reducing delinguency rates within the States
egtablished goals with no more than 1-2 exceptions.

3. Ensur hat reviewy are conducted and reporty are filed and submi
with no more thah 1-2 eptions.

4. Demsnstratss an undsrstanding of the Privacy Act and applies the fct gorrectly when sxercising
controls and safequards to preseryve the imtegrity and confidentiality of protectsd information. In
addition ensures all smployess conply with this standard.

serd within establizhed timeframes

BESULT: The achisvement of thess standards will fasult in more cohmpetitive, Sustalnakblé and produstive
farmg and ranches.

g % 3 Fully
9, ELEMENT RATING (At the end of the rating period, pare the employee's p with dardand | Eyceeds Successhl Does Nat Meet
assign an element rating. Refer to d n, as V.
10. ACCOMPLISHMENTS  (Must be completed if employee receives a y rating of Oulstanding. Aftach additional sheets if 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.)
Employee's Signature ! Date
L3
Supervisor's Name (Print) :Superuisnfs Signature :Data
: H
Reviewer's Name (Print) :Heviawer's Signature :Data
1 13
12. PROGRESS REVIEWS (at least one must be completed)
Employee's initials and Date Supervisor's Initials and Date
4 H ' J j H 4 \
1 1 1 L} 1} I3 1 1

Check appropriata copy designation below.

{ JORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILECOPY () EMPLOYEE COPY { ) SUPERVISOR'S COPY ( JAGENCY USE

9-19-07
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last, First, M.I.) 2. POSITION TITLE
AEndrews, Matalis oD

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

) 5. START DATE 6. END DATE

F3A/ {State G- ) .
(e 10/1/xx 9750/ xx

7. PERFORMANCE ELEMENT
(Descrlhe helaw the duty ar responsibility for which the employee is accountable

Wy 2 iftie lernentis rotical GEAUnETAIka) ) CRITICAL I_‘NONCRITICAL
Customer Service
Routiriely displays cbhiurtecus and tactful behavior. Projects & poszitive dnd profesdgicnal images of USDA.
Brovi advice that is timely, responsive and accurate, Maintaing appropriabte rapport with internal
aiid externdl tustoiery. Dewvelops dhd edstablishes working relaticnships with efteérnal orgaiizaticns as
required, Keeps supervisor andfer team leader informed of difficult snd/or centroversial dssues and

unique preblems. Takes action to e€ffectively solve problems kefofe they have ah adverse impact of the

organization cr other employess.

8. STANDARD (Describe the level exp ‘i‘br‘*'Fqu ful” p Include appropriate indicators of quality, quantity, cost efficlency, or timeliness,
where applicable.}

1. Besponds to customer gquestions sccurately and according to prosedures with only 2-4 valdid

cemplainte. FRespofids by at lsast avknowledging redeipt of ah inguisy &8 sdon ag possibls, But within

24 hours with only 4-8 ezceptions.

2. Prowvides intermal training that is accurate and gliven within established timeframes 85-95 percent of
the time.

%, Hesponds to other agencies (NRCS, BMS, Conseivation Districts, Extensicn Services, etc.] regarding
sharsd programs within established timeframss with only 1-5% sxceptions.

i, Customer needs auwl expectations are identified and are conusidered when frakihg decisiens, identifying
solutions, and resolving conflicts

5, Internal and external customers’ regquirements and expectations for high quality products or results
are met with &lmost no exééphtions

§ written feedback
Hectives of the agen

B, Employes
goals and <

levelop individual performarice plans that support the

T. Employes fsedback atecepted by the Bating Official is written into the performance plan at the
beginning of the perfortance cypele.”

RESULT: The achievement of these standards will result in an increase in the percentage of satisfied
sugtomers.

Ful
9. ELEMENT RATING (At the end of the raﬂng period compare the employee's perfarmance with standard and |Exceeds s._.g;gsgm Does ot Mest
assignan element rating. Refer to docul V.
10. ACCOMPLISHMENTS (Must be completed If employee recelves a y rating of € g. Attach additional sheets If more space is required.)

9-19-07 Page 15



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 3 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last, First, M.I.) 2. POSITION TITLE
AEndrews, Matalis oD

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

) 5. START DATE 6. END DATE

F3A/ {State G- ) .
(e 10/1/xx 9750/ xx

7. PERFORMANCE ELEMENT
5 (Describe helaw the duty ar responsibility for which the employee is accountable
No.l 2 landresp if the el is critical or noncritical )

CRITICAL I NONCRITICAL

Supervisory Bqual Dpportunity and Civil Rights

Pecforms all duties 1ln a manner which conslstently demonstrates Falrness, cooperation, and respect
toward coworkers, offize vi ora, and all othe in the perférmance of offivial businsss. Dénmonstrates
an awareness of BEU/CR policies and responsilb des of Agency and Departmental goals ef working te

empley and deweldp a diverse, yet unified workfofde.

8. STANDARD (Describe the level expected for “Fully S ful” perf Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable.}

1. Beviews the USDA' s civil vights policy with F“m].‘]ﬁ}t"ﬁq 2-4 times a year to ensure that customers and

employess afe trédtéd in accordants with the policy

2, Thereéases awarsness of all PSR programs with all SDA groups of the following activities: priovides
information te SDA high schoole, tablighes partnerships with SDA Institutions and community-based
groups, provides articles and success storles to newsletteérs and newspapers, uses COC and/or SDA
advizer te identify all SDA srgandizatiocns, places informational pesters in public facilities and
churches or businssses serving soclally-disadvantadées members by Molding 1-3 oubreach meetings per year
with SD& gfoups

5

3. Develops an electivn outreach plan to Increase the nimber of SDA priducers on the CO€ within
established timeframe that includes actively seliciting and accepting nominations from producers and
roupd représenting SDA producers and halds 1-3 informational méstings in advande of thes nomingtion
per il

BESULT: The achievement of these standards will fesult in an ensuring of ciwil rights fof all agency
employses and customers.

Full
9. ELEMENT RATING (At the end of the raﬂng perlnﬂ ¢empare the employee's perfarmance with standard and . |eveeeds sug;gsm| Does Mot Meet
assign an element rating. Refer to d Vi)
10. ACCOMPLISHMENTS {Mustbe E M employee recelves a y rating of € g. Attach additional sheets If more spaceis required)

9-19-07 Page 16



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 4 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last, First, M.I.) 2. POSITION TITLE
AEndrews, Matalis oD

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

) 5. START DATE 6. END DATE

F3A/ {State G- ) .
(e 10/1/xx 9750/ xx

7. PERFORMANCE ELEMENT

(Descrlhe helaw the duty ar responsibility for which the employee is accountable
No.| 4 if the el is critical or noncritical )

Supeivision

CRITICAL I NONCRITICAL

Work is assigned in g falr and effective manner. Techrnical guidance Lo subordinate staffl is given in a
tingly maiier. Performaiice. management is inpleméntéd in adcordance wWith proded Tasues, concerns, oo
problems are handled promptly and fa y. Te the esntent possible, staff is pr 1y trained and
cotiplies with sccupatisnal health and safsty progiams. Mahagemernt decisicns are supported snd
implemented within appropriate time-frames.
8, STANDARD (Describe the level expected for “Fully ful perf Include appropi ir af quallty, quantity, cost efficiency, or timeliness,
where applicable.)
1. Employee performance plansg focus on results achieved, contain at least one slement that is alignmd
with erganiza Al goals, contain st least ong &lement that is aligned with PSSk and USDA missien;
guals, and objectives, and are in place within 30 days of the beginning of the appraisal pericd with no
e than 1-2 exceptivhs. Mid yeur reviews arée conducted ace srding b Agency guidelines. Ratings are
n"{‘]lldlf’ and igsued within 30 days of the end of the appraigal peried with no more than 1-2 exceptions.

2. Pdheres to Safety and Occupational Health practices and procedurss in eorder to promobe and maintain
a gafe and healthful work envirenment fer all employees. Upon report of unsafe/unhealthful condition,
notifies approptiate office withifn 4§ hours, and follows up and/or takss Appiopriats action until
condition 1s resolved with no more than 1-2 esucepticns.

3. tonducts all requirements of the performance management zycle including encouraging 2-way
digeussions of planning, réviews, Sralunatichis, and cabeet development, setting gosls, and conducting
reviews and evaluations within established timefremes, encouraging and implementing on-godng feadback
throughout the year, 28=29 peresnt &f the time.

RESULT: The achieveément of these: svandards will result in an incréage in the pér
enployeas.,

entEge of satisfied

Fully
9. ELEMENT RATING (At the end of the raiing period campare the employee's performance with standard and  |Exceads Successhul Does Mot Meet
assign an element rating. Refer to d as 'AY
10. ACCOMPLISHMENTS: (Must be completed Il employee recelves a y rating of € ding. Attach additional sheets if more space Is required.)

9-19-07 Page 17



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 5 of 5
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Andrews, MNatalis D
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FARI (Arake) G9= 10/17 S7 307 xx

7. PERFORMANCE ELEMENT

(Describe he]aw the dl.ny or responsibuily for which the employee is accountable
No. 5 and resp ifthe el is critical or noncritical ) CRITICAL NONCRITICAL

Communications

manpner.

Cral i?ld written communications are =
& and guidance

afidd ao are informiat

=ar, correcht, btimely, and press il in an understand
fasles anid problems when fiecessary. Infodimation

9. STANDARD (Describe the level
where applicable,)

p d for “Fully ful™ perfi Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,

ral program ques
Srg o Superviec

Elevates
2 honrs of

w1fh

or other indi

inguiry.

regular. basis {at lesst wonthly and after major progrem conferences

and r.,eetl red by managemsnt) with no more than 1-2 ezceptions.

slves disputes and problems with others the
medotiatidn with o mere than 1-2
oming aware.

3: R housze of problen solving, confli

rfeEspond Lo disputes  aind

lution, and
24, hours of

s

gtions. Mast

LT : The achievement of these standards will result in an increases in the percentage of satisfied
amployees @nd custame

Fe

Full
9. ELEMENT RATING (At the end of the rating period compare the employee's perfarmance with and i o ful Does Mot Meet
assignan element rating. Refer to d V. | ]
10. ACCOMPLISHMENTS (Mustbe I IT employee recelves a y rating of € ding. Aftach additional sheets If more space s required.)

9-19-07 Page 18



Notice PM-2606 Exhibit 1
Example Field Office Performance Plans (Continued)

e 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

ADA435A UNITED STATES DEPARTMENT OF AGRICULTURE Page1 of 4
(12:88) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME {Last, First, M.1) 2. POSITION TITLE
Williams, Christina FLO
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6, END DATE
FEA/ (Btate) [ (county) G3~ 10/ 1/ %% ol wpfen

7. PERFORMANCE ELEMENT

(Describe belnw the duty or responsibility for which the employée is accountable 4
and resg hie: Indicate if the el tis critical or noneritical ) “" |CRITICAL NONCRITICAL

i of Doties

applicable agency guids

8. STANDARD (Describe the level exp
where applicable.)

'.Tu ].P. FETMETE
suctive Fa

s arid

trategic Plan, and with Eles anl in ILe- State Executive Director

S plan:

ed Farm Lodt Program trainifng and tfaining activitiss within
and me the Egency’s standards necessary for maintaining leoan
Fileifd aitherity.

akes progress ohf a monthly basis toward reducing delinguency rates within the States
valy with ne more than 1-2 szceptions.

for 90-98 pgercent of payments.

Privacy BAct and avplies the Act cartresctly whel sxetcising
integrity and cenfidentiality of protec

.. Demoiistrates an uiderstanding «
controls and safeguards to preserny

mabion.

BESULT: The achisvement of these standards will result in more competitive, sustainable and productive
farms and ranct

Full
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and - | Exceads sug::esgrm Does Not Mast
assign an element rating. Refer to doc tion, as v
10. ACCOMPLISHMENTS {Mustbe pleted If employee receives. v rating of O ling.  Attach additional sheets if more space is required.)

11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (Signatures certify di sion with the employee and receipt of plan which reflects current.
position description.)
Employee's Signature | Date
I
Supervisor's Name [Frint) }Supel\fism’s Signature \ Date
Reviewer's Name (Print) :Reviewers Signature : Date
12, PROGRESS REVIEWS (at least one must be )
Employee's Initials and Date Supervisor's Initials and Date
. ' ' ' ' l : |
1 1 1 |} 1 1

1 L]
Theck appropriate copy designation below.

{ YORIGINAL-DFFICIAL PERSONNEL FOLDER/IEMPLOYEE PERFORMANGE FILE COPY () EMPLOYEE COPY.  { ) SUPERVISOR'SCOPY ( JAGENCY USE
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Williams, Christina FLG
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FSA/S (State) [ {eonnty) 5= 10/ )% 8750 v

7. PERFORMANCE ELEMENT

(Describe he]aw lhe ﬂl.llylI or responsibllity for which the employee is accountable -
No. and resp if the el i critical or noncritical ) “ |CRITICAL NONCRITICAL

eryisory Bdqual Opportunity and Civil Hights

which co ‘:»J.

forms all duties in a ma
| Bleid < ;
an awareness of EG/UR pe
diverse, yet unified wor

ird, arid

» and responsibilities

8. STANDARD (Describe the level expected for "Fully S I"p Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where app)‘cahlej
I. & 5 the same eligibi nts including SRA, females, and persons with

dizabilities te indressé pa ne more than 1-2 ssdaptisns.

4 with the information
ing SDR, females, and pex
1-2 axceptions.

2, Bnsures that customers are pr
irifor e
timeframes Wi th ne more th

squivedy that is, app
mons with disabilitis

al rights, program
2 within establighed

ipates in availakle trainivyg or other EBG/AR/Divetsity related activities 2-4 times a year.

RESULT: The achievemen

ment of these standards will result in an ensuring of civil rights for AgEncy
amployees and customers,
Fully
9. ELEMENT RATING (At the end of the raimg peﬂnd campare the employee's perfarmance with and ful Does ot Mest
assignan element rating. Refer to d V. | 1
10. ACCOMPLISHMENTS (Must be pleted i employee recelves a y rating of Outstanding. Attach additional sheets if more space Is required.)

9-19-07 Page 20



Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last, First, M.1.) 2. POSITION TITLE

Williames, Christina FL
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD

/i 5. START DATE 6. END DATE
FSA/S (Stat 1t 35=
ALE) ety ) 10/1/xx S7 307 xx

7. PERFORMANCE ELEMENT

B (Describe below the duty or msponslbuuy for which the employee ls accountable N
No. and resp if the el i critical or noncritical ) X CRITICAL NONCRITICAL

Communications: Oral and wiritten commmnicsations are clear; correct, timely, ahd pressgnted in an
uiderstandable  manner. Supervisor and coworkers ars informed of issuss and problems when nHebBssary.
Information and guidance provided is timely and correct. Customer Service: "Roubinely displays
codttEsns and tactful behavisr. Projects a positive and prefessichal image of USDA. Provides advies
that is timely, responsive and accurate. Maintaing appropriate rapport with Internal end external
sustonsrs. Develdps and astablishes working relaticnships with extafnal organiéations as raquired.
Kesps supervissor and/or team leader informed of dif and/or controversial issues and unigue
problems. Takes action to effectively soelve problefs belofs they lave an adverse impact on the
organization or other employess,”
8. ﬂANDﬁRD QP‘_ ibe the level expected for "Fully Successful” performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
ere licabl
I. Prepares written documents that are clear, concise, and undershandable as well asz following
prasciibed procedurss within sstablished timsframes with only 1-3 sxoeptdons.

gponds In wiiting {wheén apprepriste) te dnstomer inguiriss within sstablished Cimelrames
anly 1-3 exceptiaons.

Z. Beoularly sharge program information the employes is responsible for with co-workets teo ithcrease
staff aAwapenesy of all proyrdan areds within e £ relmies ablished by managefent (croéss-training,
cellaboration, reports at staff meetings, ete.) with enly 1-3 exceptiens.

4, Customer Service: Recelves no more than 4+ valid customsr complaints.

5. Pustomer Service: Demoistrates a basic understanding of the Agency’ s iaFﬁf}? and Health Program.
Complies with safety and health rules and regulations that apply to all employees. Ensures all reports
of unsafe and unhealthiul conditions are reperted to supervisor of ':IE';J_.(.{’]’Jt‘—d gfficial within 18 hours.

RESULT: The achievement of these standards will result in an increase in the psrcentage of satisfied
smployess: and custamers.

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 to a8 ¥
10. ACCOMPLISHMENTS (Must be completed if employee recelves a ary rating of Qutstanding. Attach additional sheets If more space is required,)

9-19-07 Page 21




Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Paged of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Williams, Christina FLG
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FSA/S (State) [ {eonnty) 5= 10/ )% 8750 v

7. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable "
No. 4 and responsible. Indi if the el i critical or noncritical ) CRITICAL k4 NONCRITICAL

Besearch and Analysis

manner, usl
Makes reasoin:

Thoroughly ches issues in a
{e.g., USDA manials, 3 le law ¢r regula
based on avallable gu

avallable re
@ LeC e

9. STANDARD (Describe the level expected for "Fully § 1" perf Include appropriate indicators of quality, quantity, cost efficlency, or timeliness,
where applicable.)

Assambles,

1.

wdite analysis velop quality summaries and

BE-9% parcent of

8 work papers
fors by supéervi

aid tren

Lhat are cofimuniicated LU stupesfvisor and
=5 with ne ¥

ceptlons.

pase files that are complets and accurate within established timeframes for use in legal or
ive fopums with only 1-3 eptions.

RESILT: o standards will result in an insrease in the of internal

business treamlined systematically.
Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with and fudl Does ot Meet
assignan element rating. Refer to documentation, as necessary.) | 1
10. ACCOMPLISHMENTS (Must be pleted If employee recelves a ry rating of ¢ g. Attach additional sheets if more space is required)

9-19-07 Page 22



Notice PM-2606 Exhibit 1
Example Field Office Performance Plans (Continued)

e 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

ADA435A UNITED STATES DEPARTMENT OF AGRICULTURE Page1 of 4
(12:88) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME {Last, First, M.1) 2. POSITION TITLE
Williams, Christina FLO
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6, END DATE
FEA/ (Btate) [ (county) G3~ 10/ 1/ %% ol wpfen

7. PERFORMANCE ELEMENT

(Describe belnw the duty or responsibility for which the employée is accountable 4
and resg hie: Indicate if the el tis critical or noneritical ) “" |CRITICAL NONCRITICAL

i of Doties

applicable agency guids

8. STANDARD (Describe the level
where applicable.)

FREmErs
I suetive Farms arnd
the FSA Strategic Plan, and with Eles anl
S plarm:

ned Farm Losatt Brogram training and tiaining activitiss withis

ires and meets the Agency’s standards necessary for maintaining loan
servicing awthority.

'3 a mopthly basis toward reducing delimguency rates within the States
St:tl:‘ll shed goals wlx.. no moke r‘nan 1-Z enceptions.

G

interest accruss with no more

4. Privasy fAct and applies the Act

safequards to preserve the integrity and confideritial

1y wWhen &
“=d An

SN e B B o
mation:

dg will result in more competitive, sustasinable and productive

ievement of these stands

farms arid
Fully
9. ELEMENT RATING (At the end of the rating nermd compare the employee’s performance with standard and | Exceads Succasehl Does Mot Meat
assign an element rating. Refer to doc , 8% ¥.)
10. ACCOMPLISHMENTS (Must be if employ a y rating of O Attach additional sheets if more space is required.)

11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (signatures certily discussion with the employee and receipt of plan which refiects current
position description.)

Employes's Signature rDate
!
¥
Supervisor's Name (Print) ' Supervisor's Signature | Data
'

12, PROGRESS REVIEWS ({atleast one must be completed)

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

T T T T T T 1 T
1 [ 1 1 ¥ ' 1 '
[ [ [ 1 [ I 1 '

Check appropriate copy designation below.

!
. L

Reviewer's Name (Print) | Reviewer's Signature | Date
:
:

{ Y ORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILECOPY () EMPLOYEECOPY ( j SUPERVISOR'S COPY { JAGENCY USE
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-88) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE

Williames, Christina FL
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD

; 5. START DATE 6. END DATE
FEAS (State) / (count: 35= §
L )/ {eaunty) 10/1/ax 9730/ xx
7. PERFORMANCE ELEMENT
i (Describe below the duty or responslbuuy for which the employee is accouhtable 5
Q. 2 and resp if the el i critical or noncritical ) “ |CRITICAL NONCRITICAL

Customer Service
Routiriely displays c@uttesus apd tactful mshavisr. Projects a posttive ahd professional dmage of USHA.

Provid advice that is fimely, sponsive and accyrate., Maintains appropriate rapport with intecrnal
aiid rhal tustomers. Dewslops dnd establishes working relationships with eitérnal drganizations as
required, Keeps supervisor andfor team leader informed of difficult snd/or controversial dssues and
unique preblems. Takes action bo effactively solve preblems befofe they have an adverse impact on the
organization or other employees.

8. STANDARD (Describe the level expected for "Fully ! ful” p Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable.) : ;
1. Provides program henefit information to prodncers and other custeomers; such as, newsletters, counter

informatich, produder mestings, producer affshizations, hewspaper afticles, and radic snnsuncemants
within established timeframes with ne mors than 1-3 exceptions.

2. Bnsures that customer applications are accurate and processed within established timeframes with ne

more than 1-3 exceptions.

3. Delmonstrates a basic undérstanding of the Agency’s Safety and Health Program. Complies with safety
aiid health tules shd regulstions that spply to all soployses. BnsutEs all repotts of unsafe snd
unhealthful conditiecns are reperted to superviser or designated official within 18 houzs.

RESULT: The achievemsnt of thése standards $ill resalt it an dncreasg in the pércentags of satisfiesd
customers.,

Fully
9. ELEMENT RATING (At the end of the rating peﬂou compare the employee’s performance with standard and Exceets Successful Does Mot Meet
assign an element rating. Refer to docu ¥.)
10. ACCOMPLISHMENTS (Mustbe Js I employee recelves a y 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)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME (Last, First, M.1.) 2. POSITION TITLE

Williames, Christina FL
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD

/i 5. START DATE 6. END DATE
FSA/S (Stat 1t 35=
ALE) ety ) 10/1/xx S7 307 xx

7. PERFORMANCE ELEMENT

B (Describe below the duty or msponslbuuy for which the employee ls accountable
No. and resp if the el i critical or noncritical ) CRITICAL NONCRITICAL

Communications

Oial and srittern comiiinications aiée t"lpar, cortect, tdmely, and présented 18 aph understandable mapnsi.
Supervisor and coworkers ace J.IJ.J.o:.‘ur:r;l of issues and problems when necessary. Information and guidance
provided 38 timely angd &t
BOFACHR:. “Performs all duties .in a manner which consistently demonstrates falrness, cooper —1‘1]01’., and
respect. toward coworksrs, offies viziters, and all stharsd in the performance of of fileial buzinass.
Demongtrates an awarsness of EQ/CR peolicies and respeonsibilities of Agency and Departmental goals of

waluing & diverse, vel ufified workfores.”
8. STANDARD (Describe the level for "Fully L ppropri of quality, quantity, cost efficiency, or imeliness,
where applicable) ;

1. Brepares written decumsnts that are clear, cencise, and understandable as well as following
prescribed procedires within established timstframes with ohly 1-3 ezceptisns.

2. Besponds in writing iwhen appropriste) to custdmsr inguiries within established timeframes

with only 1=3 siceptions.

3. Regularly sharses -\Jrun\ infarmatic ["lu_,nz'c- i s far with go-worl
_1" awareness |_)f da.l ‘(l*‘L M5 J{lﬂ!l-ﬂq‘.?m’.}-ﬁt f\'..

Ilaboration, réports at staff mestings, eL.L. ) with ehly 1-3 excephtions.

fFe i Inereass
sge~training,

1. EQ/CR: Applies the sdame €ligibility ciiteria to applleants includling SDA, females, and persons with
disabilities to increase participation by these groups with no more than 1-2 sxzceptions.

BESULT: The achisvement of these standards will result in an inersase in the percertags of satisfied
stmployess and cusStomsrs,

Fully
9. ELEMENT RATING (At the end of the mﬂng penm:l. compare the employee’s performance with standard and - |Exceads SBuceassful Does Nat Meat
assign an element rating. Refer to ds as 3 )
10. ACCOMPLISHMENTS (Mustbe completed If employee recelves a mary rating of € ding. Attach additional sheets If more space I5 required.)
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Paged of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
Williams, Christina FLG
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
) 5. START DATE 6. END DATE
FSA/S (State) [ {eonnty) 5= 10/ )% 8750 v

7. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable "
No. 4 and responsible. Indi if the el i critical or noncritical ) CRITICAL k4 NONCRITICAL

Besearch and Analysis

manner, usl
Makes reasoin:

Thoroughly ches issues in a
{e.g., USDA manials, 3 le law ¢r regula
based on avallable gu

avallable re
@ LeC e

9. STANDARD (Describe the level expected for "Fully § 1" perf Include appropriate indicators of quality, quantity, cost efficlency, or timeliness,
where applicable.)

Assambles,

1.

wdite analysis velop quality summaries and

BE-9% parcent of

8 work papers
fors by supéervi

aid tren

Lhat are cofimuniicated LU stupesfvisor and
=5 with ne ¥

ceptlons.

pase files that are complets and accurate within established timeframes for use in legal or
ive fopums with only 1-3 eptions.

RESILT: o standards will result in an insrease in the of internal

business treamlined systematically.
Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee's performance with and fudl Does ot Meet
assignan element rating. Refer to documentation, as necessary.) | 1
10. ACCOMPLISHMENTS (Must be pleted If employee recelves a ry rating of ¢ g. Attach additional sheets if more space is required)
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Notice PM-2606 Exhibit 1
Example Field Office Performance Plans (Continued)

e 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

ADA435A UNITED STATES DEPARTMENT OF AGRICULTURE Page1 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME {Last, First; M.1) 2. POSITION TITLE

Jonss, Jale B

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

5. START DATE 6, END DATE
F58/ (State) / (county) GO= 10/ 7% /307 vxr

7. PERFORMANCE ELEMENT

{Describe below the duty or responsibility for which the employee is accountable o
and responsible. Indicate if the element is eritical or noncritical ) “ |CRITICAL NONCRITICAL

Duties

g ape perloried
.

ot Tequire
¥ guidel:

applicable agetc 1yacli iy e LLmll

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

The following results-focused measures &l ]lﬂj Fith USDA Stirat

ainability of Rutal and Fatm J
Tools to Farmers
suetive Fa

it irig Market Losdess
s n

ram Management the State Exscubtive Director’s

ie Plan, and with Element 5,

- plan:

ity and priocessss payments within 21 heurs of redeipt, in acdordance. with

ONE.

2 workdaye of receipt with Gnly 3-5 c‘g'—pl,!(_‘!l&‘.
wes or 1na}'(=l= progress toward ensuring payment amoumts arg accurakte with no mere than 1-

erceptions.
i. De trates an understanding of the Privacy fict and appliss the Act correctly when ercising

contfols and safsguards to preserve the Iintesgrity and confidentiality of protécted information.
RESULT: The achisvement of these standards will result in mobe competitive, siustainable and productive
fatms and ratchies.

Fully
9. ELEMENT RATING (At the end of the rating perind ) e the employee's perf wce with standard and | Exceeds Suceasshul Does Mot Meat
assign an element rating. Refer to doc a8 ¥.) 1

10, ACCOMPLISHMENTS (Must be If employ asi y rating of O ing. Attach additional sheets if more space is required.)
11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN (sig es certify sion with the employee and receipt of plan which reflects current

position description.) :
Employee's Signature | Date
Supervisor's Name (Print) ISupervisor's Signature | Date

1 '
Reviewer's Name (Print] :Rwiewaﬂs Signature :Data
1 ]
12. PROGRESS REVIEWS {at least one must be completed)
Employee's Initials and Date Supervisor's Initials and Date
: . ' : ' | . H
I3 [} 1 L] 1 1

' '
Check appropriate copy designation balow.

{ YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE COPY  { ) EMPLOYEE COPY { ) SUPERVISOR'S COPY { JAGENCY USE
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.J.) 2. POSITION TITLE
tieg, Jang PT
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
FSAS (State) 7 {eominty) Cla= 10/1, 8790 %x

7. PERFORMANCE ELEMENT
(Describe helow the duty or responsibility for which the employee Is accountable -
No. 2 and resp if the ‘is critical or noncritical.) “ |CRITICAL NONCRITICAL

7oand Civil Rights

divrerse, .at JlnltTEsl workt

8. STANDARD (Describe the level exp d for “Fully S ful” p
where app)‘cahlej

4"!3'{)!’"\_“-, :_i. r
and persong v

2 e mera than 1-2 complaints.
with no more than 1=2 complainte.

L yarious backgrounds and situatio

Congigtently treats customs
females, and perseons with disa

il politeness: including SDE,
ints.

tion of the supervisor or other appropri
after cecurremcs with ne more thai 1-2

EESULT: The achiev
employees and customers.

of these standards will resalt in b ensucing of civil rights for all ageddy

Full
9. ELEMENT RATING (At the end of the rating period canpare the employee's performance with standard and Iy il Does Mot Meet
assignan element rating. Refer to d V. | 1
10. ACCOMPLISHMENTS (Must be pleted if employes recelves a y rating of < ding. ‘Attach addltional sheets If more space s required.)
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
doties, Jang PT
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
Fahf S s . =
FOA/S (State) 7 {eomurty) ae] 10/ ) 8790 %x

7. PERFORMANCE ELEMENT
{Descﬂhe helow the duty nr responsibility for which the employee Is accountable

No.| 3 o ifthe element s critical or noncriical,) * lermicaL I NONCRITICAL

Comunicationg. Gral and writfen comminications ave cléar; correct, timely, ahd presented in &n
itiderstandable manner. Supervisor and coworkers are informed of issussz and prablems when Hedgssary.

Information and gquidence provided is timely and corpect, Customer .,.u.t\'i_(,i_,. “Routinely Jdisplay
courtEsus and tactful belavier. Pro) a positive and proféssional image of USDA. Provides advics
that iz timely, responsive and ascurate "fd:rrl ains appropriate rapport with internal end external
sustonsrs. Develdps and astablishes working relaticnships with externzl cfganizations as fediired.
Eesps supervissor and/or team leader informed of difficult and/or contreversial lssues and unigue
problems. Takes actioh to effesctively solve probleins belfofe they have an adverse impact on the
organization or other smployvees.”

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

I. Prepares written documents that are clear, concize, and understandable az well as following
presoribed procedurss within established timeframss with only 2-3 szesptlons.

2. Responds te getiersl pragram guestions within 24 hours with nd mefe than I-6 exoeptions. Elevates
omplex guestions to = vizor, team leader, or other individual responzible within 2 hours of
e more that 2-3

3. Demonstrates a basic understanding of the Agency's Safety and Health Program. Coigplies with safety
and health ryles and regulations that apply te all employeses. Ensures all reports of unsafe and
urihealthful conditions are reported to superviser or designated official within 48 hours With ne more
than 2-3 emceptions.

1. Eustomel Sgrvice: Rsceives no moid than 1-6 valid customss complaints.

The achievemsnt of these standards will result in an increase in the percentage of satisfied
andl Sustiomsrs.

Fully
9. ELEMENT RATING (At the end of the rating period, compare the employee’s perf with's and  |Exceeds Successful Does Mot Mest
assign an element rating. Refer to d as| sary.)
10. ACCOMPLISHMENTS. {Must be F Il employee receives a y rating of Outstanding. Attach additional sheets If more space ls required.)

9-19-07
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Paged of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
doties, Jang PT
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
Fahf S s . =
FOA/S (State) 7 {eomurty) ae] 10/ ) 8790 %x

7. PERFORMANCE ELEMENT

N {Descﬂhe helow the duty nr responsibility for which the employee Is accountable 5
o 4 if the el is eritical or noncritical ) CRITICAL NONCRITICAL

Indiwidual Tentributions to: the Tean

Ordafarily digplays dapendability and reliability. Promotes oper commufilcstion. Contiibites
iclpates in team wmeetlings resulting in added wvalue to the teanm's produchs :

. When problets arises, ekplores ddlisdy and apgists in résolving thef. Works with téam nienbérs
to appropriately implement deeislons. Is usually open—minded to mew ldeas and approaches in

implementifiy the team™s goals. Willingly accepts and acts on cofstfictive critieism.

8. STANDARD (Describe the level expected for “Fully S I perfi Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable.)

1. Demgnstrates collaborative efforts between farm programs and farm loan programs by regularly sharing
informatich &nd providing other sSuppert. Bttends ahd patticipatas in joint staff mestings with
only 1-2 exceptions (unlass sxcused because of scheduled leavs).

2. Begularly coeoperates with coworkers and others: in meeting comnitments and sceomplizhing assigned

work on timey such @z, sharing information freely with enly 1-3 ezceptions.

3. Responds constructively to feedback within 24 hours, seeking ways to improve with no nore than 1-2
exceptions.

RESULT: The achievemesnt of these standards will result in an increase in the percentage of Internal
busingss processes that are stisanlined systeématically.

Ful
9. ELEMENT RATING (At the end of the raﬁng perinu compare the employee’s perfarmance with standard and  |Exceeds s._.g;gsgm Does Mot Meet
assign an element rating. Refer to d as et W)
10. ACCOMPLISHMENTS (Must be comy Ir employee recelves a y rating of € ding. Aftach additional sheets If more space is required.)
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Notice PM-2606
Example Field Office Performance Plans (Continued)

Exhibit 1

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

and responsibile Indicate if the element Is critical or noncriticat)

ADA435A UNITED STATES DEPARTMENT OF AGRICULTURE Page1 of 4
(12:88) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. MAME {Last, First, M.1) 2. POSITION TITLE
Jones, Jane B
3. AGENCY/DIVIZION 4, PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. -START DATE 6, END DATE
FSA/ (Btate] / (gounty) G- 10/ L s G F0/ an
7. PERFORMANCE ELEMENT

{Describe below the duty or responsibility for which the employee is accountable

= ICRITICﬁ. L NONCRITICAL

el -]

Duties

.
ot Tequirs
¥ guidel:

perTormed

applicable agetc e LLmll

1yacli iy

where applicable.)

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

The following results-focused measures &l ]lﬂj Tith
ainability of Rutal and Fatm J
Tools to Farmers
suetive Fa
ie Blan,

- plan:

SDA

and with Element ram Managemsnt

Strat

@)

3ot

] Losyess
the State Exscubtive Director’s

"

position description.)

1. ity and [_ro egnes pa_\_’ments Within 24 houts of receipt, in acéordance with FEA policy with no
han 1
2. softwars w‘J'_Lhin 2 wr\l}’l aye of receipt with Ghly 3-5 c‘g'—pL!(_‘!lE‘.
F. . es or makes progress toward ensuring payment amsunts ars accurate with no mere than 1-
=5:d “tluu,..
4. J an understanding of the Privacy fct and applies the Agt corrsctly when ercising
@ i safagquards to preéserve the integrity and confidentiality of protécted information.
RESULT: The achiewvemert of these standards will result in mobe competitive, siustainable and productive
fatms and ranches.
Fully
9. ELEMENT RATING mtmeenunrmeraﬁngpennu e the employee's p 1ce with standard and | Exceads Sucessshul Doss Mot Meat
assign an element rating. Refer to doc , 85 ¥
10, ACCOMPLISHMENTS (Mustbe if employ a y rating of Attach additional sheets if more space is required.)
11. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN ( es certily in with the employee and receipt of plan which reflects current

Employee's Signature | Date
:

Supervisor's Name (Print) ':Supswisol‘s Signature :rData
' :

Reviewer's Name (Print) :Rwiowal‘s Signature Data

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

Employee's Initials and Date

Supervisor's Initials and Date

' '
Check appropriate copy designation below.

{ YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE COPY

{ ) EMPLOYEE COPY

{ ) BUPERVISOR'E COPY { JAGENGY USE

9-19-07
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-88) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE

doties, Jang PT
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD

5. START DATE 6. END DATE
FSAS (State) [ {eount - .

' 1/ {eounty) - 10/1/zx 8730/ un

7. PERFORMANCE ELEMENT
N {Describie helow the duty nr responsibility for which the employee Is accountable o
Q. 2 and resp if the el ‘is critical or noncritical.) * |CRITICAL NONCRITICAL

Customer Service
Routiriely displays gburtesus and tactful behavieor. Projects & posctive dhd professzonal image of USHA.

Provid advice that is timely, responsive and accurste, Maintains appropriate rapport with internal

aiid rial tustdrersy. Devéleps @id establishes Working relaticnships with egterhal Srdanizations &g

required, Keeps supervisor andior team leader informed of difficult and/or centroversial dssues and

unique preblens. Takes action teo effedtively solve problemz bsfofe they have an adverse impacst on the

organization or other smployees

8. STANDARD {Describe the level expected for "Fully ful” perfi Include approp) ir of guality, quantity, cost efficiency, or timeliness,
where applicable.)

1. Ensures external sustomers are acknowledged within 3 minutes of the time they enter the office with

o mare than 6-10 axcepticns.

2. Uses & customer transactlon checklist to dngure #ll required ififcrmation is obfalled atd
applications sre completed and accurate with no more than 3-% exceptions.

3. Provides program behefit dinformation to producers apd otlisr customers; such as, newslebters, counter
information, producer mestings, producer organizations, newspaper articles, and fadie arnnduncements
within established timeframss with 1o mete than 1-3 sxcepticns.

RESULT: The schievemsnt of these standards will result in an increase in the percentage of patisfied
Cusbanses.,

Fully
9. ELEMENT RATING. (At the end ﬂthe mﬁng perlod pare the employee's perfe with and Exceeds Huccesshul Dioes Mot Mest
assign an element rating. Refer to d as sary.}
10. ACCOMPLISHMENTS (Must be comy IT employee receives a nary 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)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
doties, Jang PT
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
Fahf S s . =
FOA/S (State) 7 {eomurty) ae] 10/ ) 8790 %x

7. PERFORMANCE ELEMENT
{Descﬂhe helow the duty nr responsibility for which the employee Is accountable
No. = P if the el ‘is critical or noncritical.)
Communications
CGral, and srithsn commitic

CRITICAL I NONCRITICAL

tihonig aie glear, correct, timely, and presented 4n ah undsistaiidable mainsr.
Supervisor and coworkers are
previded £8 timely &nd deorr

formed of iszsues and problems when necessary. Information and guidance

. BOYER: “Rarforms all duties in e mennét Whith consistently

demonstrates falrnessa, peration, and respect boward coworkers, office w tors, esad all others In

ths perfoffiance of official busiress. Demcnstrates an awdreness of ED/CR poliecies and responsibilities

of Agency and Departmental geals of waluing a diverses, yet unified workforce.”

8. STANDARD (Describe the level expected for “Fully ful* perf Include appropriate indj of quality, quantity, cost efficlency, or timeliness,
where applicable.)

1. Prepares written documents that are clear, concise, and understandable as well as following

prazeribad procedures within astablished timeframes with ofily Z-3 exceptisnsz.

2. Responds to general program gquestions within 24 hours with no more than 3-6 e
more complex questions Lo supsrvisor, besn leader, or other Individusl respongil
inguiry with ne mores than 2-3% exceptions.

iesptions.  Elsvates
> within 2 hours: of

%, Demonstrates a hasic undérstanding of the Agency’s Safety and Health Program. Tomplies with safety
aifd health tulss shd regulaticns that spply to all smployess. BnsurEs all reperts of unsafe and
unhealthiul conditions are reported to superviseor or designated officisl within 48 hours With no mors

-

than Z-3 exceptions.

§. E/OR: Consistently tréats customers/producers/coworkers with tespest, Fairness, &nd palitensss
including S08, females, and persons with disabilities with no more than 1-2 complaints.

RESULT: The achievemsnt of these standards will result in an increase in the percenbage of satisfied

omployass and custoners,
Fully
9. ELEMENT RATING (At the end of the raiing peﬂaﬂ campare the employee's perfarmance with standard and  [Eqceeds Successhul Does Hot Meet
assign an element rating. Refer to d v.)
10. ACCOMPLISHMENTS (Must be Is If employee recelves a y rating of O ding. Aftach additional sheets If more space is required.)
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Notice PM-2606 Exhibit 1

Example Field Office Performance Plans (Continued)

AD-435B (Continuation Sheet) UMITED STATES DEPARTMENT OF AGRICULTURE Paged of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1.) 2. POSITION TITLE
doties, Jang PT
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
Fahf S s . =
FOA/S (State) 7 {eomurty) ae] 10/ ) 8790 %x

7. PERFORMANCE ELEMENT

N {Descﬂhe helow the duty nr responsibility for which the employee Is accountable 5
o 4 if the el is eritical or noncritical ) CRITICAL NONCRITICAL

Indiwidual Tentributions to: the Tean

Ordafarily digplays dapendability and reliability. Promotes oper commufilcstion. Contiibites
iclpates in team wmeetlings resulting in added wvalue to the teanm's produchs :

. When problets arises, ekplores ddlisdy and apgists in résolving thef. Works with téam nienbérs
to appropriately implement deeislons. Is usually open—minded to mew ldeas and approaches in

implementifiy the team™s goals. Willingly accepts and acts on cofstfictive critieism.

8. STANDARD (Describe the level expected for “Fully S I perfi Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable.)

1. Demgnstrates collaborative efforts between farm programs and farm loan programs by regularly sharing
informatich &nd providing other sSuppert. Bttends ahd patticipatas in joint staff mestings with
only 1-2 exceptions (unlass sxcused because of scheduled leavs).

2. Begularly coeoperates with coworkers and others: in meeting comnitments and sceomplizhing assigned

work on timey such @z, sharing information freely with enly 1-3 ezceptions.

3. Responds constructively to feedback within 24 hours, seeking ways to improve with no nore than 1-2
exceptions.

RESULT: The achievemesnt of these standards will result in an increase in the percentage of Internal
busingss processes that are stisanlined systeématically.

Ful
9. ELEMENT RATING (At the end of the raﬁng perinu compare the employee’s perfarmance with standard and  |Exceeds s._.g;gsgm Does Mot Meet
assign an element rating. Refer to d as et W)
10. ACCOMPLISHMENTS (Must be comy Ir employee recelves a y rating of € ding. Aftach additional sheets If more space is 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.

AD-435A UNITED STATES DEPARTMENT OF AGRICULTURE Page 1 of 4
(12:86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.L) 2. POSITION TITLE
sSmith, Jame Leoan Specialigh
3. AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APPRAISAL PERIOD
5. START DATE 6. END DATE
ESR/FLE/ LMD G5~ 141/ 6x Gy 30 wn

7. PERFORMANCE ELEMENT

No 1 (Describe below the duty or respensibility for which the employee is aceountable w
! and responsible. Indicate If the el tis eritical or noncritical.) " |CRITICAL NONCRITICAL

ticn of Dutdes
sompleted work assignments are performed in a timely manner, assuring a guality of work that mest
g ol the: orgs Licn. 7 optidate work fiethods are seledled [of Lhe devalopmsit of wobk

o not require s are completed in accordance wit
1 ndy quideliné dutids in & hahner which
consistently demoristrates nffice wisitors, and all
others inh the performande of
8. STANDARD {Describe the level expected for “Fully Successful® performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,

where applicable.)

cowiorkers,

atdards aligin with USDA ic Goal (3, ™(title of goalj~™,
; Mititle of okjective)™ in the U rategic Plan, and with FS& Stra
1), Stratedic Objective ( . 1}, ] “ in the FSA Strategic

resnlits-focu

il
L

by, “{Eitle of g

+
2. bemenstrates an understanding of the Privacy Aot and
cont and safeguards y preserve. the integrity and con

3. (EO/CE standard)

REEU
farms

at of these standards will result in mores com

and ranches:

T Full
9. ELEMENT RATING (At the end of the rating period, compare the empioyee's performance with standard and Exceads s._..:iessfm Does Nat Mest
assign an element rating. Refer to docl n, as V)
10, ACCOMPLISHMENTS (Mustbe pleted IT employee receives a ry rating of Quistanding. Attach additional sheets it more space is required.)
11.. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN {Signatures certify di ion with the employee and receipt of plan which reflects current
position description.)
Employee's Signature. \Date
Lk
Supervisor's Name (Prinf) :Supervisor's Signature :Date
1 L}
Reviewer's Name (Print) :Reviamar‘s Signature ! Date
1 L}
12. PROGRESS REVIEWS (at least one must be completed)
Employee’s Initials and Date Supervisor's Initials and Date
N | ‘ | ' | | '
1 1 L3 1 1 1

1 1
Check appropriate copy designation below.

{ YORIGINAL-OFFICIAL PERSONNEL FOLDER/EMPLOYEE PERFORMANCE FILE GOPY () EMPLOYEE COPY ( ) SUPERVISOR'S COPY  JAGENCY USE
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Notice PM-2606 Exhibit 2

Example National Office Performance Plan (Continued)

AD-435B (Continuation Sheet) UNITED STATES DEPARTMENT OF AGRICULTURE Page 2 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1) 2. POSITION TITLE
Smith, Jang Loan specialist
3, AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APFRAISAL PERIOD
5. START DATE . END DATE
FSR/ELE/LMD &5 171707 5/30/07

7. PERFORMANCE ELEMENT
(I}esnrlhe bzlw the duly ar rzspnnslhlllty for which the employee is accountable
F if the

is critical or noncritical.) * leRiTIcAL | |NONCRIT{CAL
Cugtomer Séervice

Routinely displays courbesus and tactful behavicr. Projects a positive and professional images of USDA.
Provides advice that is timely, responsive and accurate. Maintains appropriate rappert with internal
aiid externdl customers. Develops dnd establishes working relaticnships with Sktefnal Srgaiizaticns as
required. Keeps supervisor andifor team leader informed of difficult and/or controversial dssues and
undque problems. Takes action to effectively solve problems before they have an adversze impact on the
organization gr other employees.
8. STANDARD (D be the level expect "for‘FuI'Jy' ful” perfor
where applicable.)
1. Demonstrates a basic understanding of the Agency’s Safety and Health Program. Complies with safety
afid health rules and regulations that apply to all employess. Ensufesd all repoits of unsdfe and
unhealthful cenditions are reported to supervisor or designated officiasl within 48 howrs

No. Z

lude appropriate indicators of quality, quantity, cost efficiency, or timeliness,

{at lesst 2 other standards)

BEESULT: The achievement of these stardards will result in an incresse in the percentage zatisfied

customers.

Full
9. ELEMENT RATING (At the end of the rating period, the employee's perf: with dard and |Euceeds Shicesisti Dises Mot Meat
assign an element rating. Refer to d , a5 sary.) |
10. ACCOMPLISHMENTS (Must be completed if employee receives a y rating of Outstanding.  Aftach additional sheets if more space Is required.)
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Notice PM-2606 Exhibit 2

Example National Office Performance Plan (Continued)

AD-435B (Cortinuation Sheet) UNITED STATES DEPARTMENT OF AGRICULTURE Page 3 of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1) 2. POSITION TITLE
Smith, Jang Loan specialist
3, AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APFRAISAL PERIOD
5. START DATE . END DATE
FSA/FLE/LMD =5 141707 &/ 50707

7. PERFORMANCE ELEMENT
- (Describe below the duty or responsibility for which the employee is accountable -
No. and responsible. Indicate if the element is critical or noncritical,) “ |eRITICAL NONCRITICAL

Individual Tontribiutions to the Team

wnication, Contribute:
ting in added walie toe the t

g3 in resolving them. 3
ed Lo Hew 2az ard app hes in

ility and r
Ifl. tiea S
2 IOERS Causes ar | aasl st
2. 15 usidally open m

B8 ODer <

tg ahd

tl beam members

25, When prob
copriately Impl
lement.ing the tean's goals. Willingly accepts and acts ]
3. STANDARD (Describe the level expected for “Fully Successful™ performance. Include appropriate Indf 5 ol quallty; ity, costefficiency, or timeliness,
where applicable.)

tat least 3 standards)

on constructive criticism.

in the percentage of satisfied

BESULT: The achievement of these standards will result in an i

amployses.

Fully
9. ELEMENT RATING (At the end of the rating period, pare the employee's perft nce with jard and Exceed 5 ful Does Mot Mest
assign an element rating. Refer to d tation, as 1 v |
10. ACCOMPLISHMENTS (Must be completed if employee receives a y rating of Outstanding. Attach additional sheets if more space Is required.)

9-19-07 Page 3



Notice PM-2606 Exhibit 2

Example National Office Performance Plan (Continued)

AD-435B (Cortinuation Sheet) UNITED STATES DEPARTMENT OF AGRICULTURE Page d of 4
(12-86) PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
1. NAME (Last, First, M.1) 2. POSITION TITLE
Smith, Jang Loan specialist
3, AGENCY/DIVISION 4. PAY PLAN, SERIES, GRADE APFRAISAL PERIOD
5. START DATE . END DATE
FSA/FLE/LMD =5 141707 &/ 50707

7. PERFORMANCE ELEMENT
(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 b NONCRITICAL

Besearch and Analysis

arches issues in a timsly manner, using avail

able. law of regulations. Makes reasonable redommendat

Thorough yrately e
l&.4., USDA manuals, or appli
based on available guidance.

8. STANDARD (Describe the level expected for “Fully Successful” performance. Include appropriate Indicators of quality, guantity; cost efficiency, or timeliness,
where applicable.)
{at least 3 standards)

ievement of these standards will result in an inersass in the percentage of internal

z&n that ate streamlined systematically.

Fully
9. ELEMENT RATING (At the end of the rating period, pare the employee’s per nece with tard and.  |Eyceeds fill Does Mot Mest
assignan element rating. Refer to d atlon; as ¥ |
10. ACCOMPLISHMENTS (Must be completed if employee receives a y rating of Outstanding. Attach additional sheets if more space is required.)
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Possible Elements

Notice PM-2606 Exhibit 3

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.

9-19-07
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Possible Elements (Continued)

Notice PM-2606 Exhibit 3

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.

9-19-07

Page 2




Notice PM-2606

Possible Elements for Field Office Positions

Exhibit 4

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

Cluster Positions Elements
Management: | County Executive Director 4 critical (choose at least 1):
CO-7,9,11,12
County Office e program management
Farm Loan Manager e customer service
’ e supervision.
1 noncritical (choose at least 1):
e communication
e research and analysis
e resource management.
Program Program Technician 4 critical (choose at least 1):
Technician: CO/GS-3,4,5,6,7
Lead Program Technician e execution of duties
County Office | CO-8: Shared Management e civil rights
Chief Program Technician e customer service
CO-9: Supervisor e communications.
Program Technician-In-Charge
CO-7,8,9,11 1 noncritical (choose at least 1):
e individual contributions to the team/team
leadership
e resource management
e research and analysis.
Farm Loan: Farm Loan Officer 4 critical (choose at least 1):
GS-7,9, 11
County Office e execution of duties
Farm Loan Program Technician | ° civil rights .
GS-3. 45 6 7 e customer service
T e communications.
1 noncritical (choose at least 1):
e research and analysis
e individual contributions to the team/team
leadership.

9-19-07
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Notice PM-2606 Exhibit 4

Possible Elements for Field Office Positions (Continued)

Cluster Positions Elements
Administrative/ | Ag Program Specialist 4 critical (choose at least 1):
Specialist/ GS-9, 11,12
Appraiser: Farm Loan Specialist e execution of duties

GS-11, 12 e civil rights
State Office Appraiser e customer service
GS-9,11, 12 e communications.
Assistant AO/HR
Specialist/Admin Specialist 1 noncritical (choose at least 1):
GS-9, 11,12
Outreach/Information/EEO e research and analysis
GS-11, 12
County Operations Reviewer e individual contributions to the team (use
GS-7,9,11,12 team leadership if appropriate)
GIS Specialist/Coordinator
GS-9, 11, 12 e resource management.
Secretary/ SED Secretary 4 critical (choose at least 1):
Assistant: GS-7
Program Assistant e execution of duties
State Office GS-7 e civil rights
Program Technicians e customer service
GS-3,4,5,6,7 e communication.
Print Shop Operator/Mail Clerk
GS-3,5, 7 1 noncritical (choose at least 1):
e research and analysis
e individual contributions to the team
e resource management.
Management: | District Director 4 critical (choose at least 1):
GS-12, 13
State Office Farm Program Chief e program management
GS-13 e customer service
Farm Loan Program Chief e civil rights
GS-13 e supervision.
Chief Administrative Officer
GS-13 1 noncritical (choose at least 1):
Executive Officer
GS-13, 14 e communication
e resource management
e research and analysis.

9-19-07
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Possible Elements for Field Office Positions (Continued)

Notice PM-2606 Exhibit 4

Cluster Positions Elements
Contracting Contracting 4 critical (choose at least 1):
and GS-7,9,11
Procurement: e execution of duties
ivil rights
, Procurement ° Ccwi
tate Offi i
State Office GS-7.9, 11 *  customer service
e communication.
1 noncritical (choose at least 1):
e resource management
e research and analysis.
Trainee County Operations Trainee 4 critical (choose at least 1):
CO-5,7,9
e execution of duties
Farm Loan Officer Trainee e civil rights
GS-7,9,11 e customer service
e communication.
1 noncritical; research and analysis.
9-19-07 Page 3




Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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

e establishes partnerships with SDA institutions and community-based groups
e provides articles and success stories to newsletters and newspapers

e uses COC and/or SDA advisor to identify all SDA organizations

e 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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Notice PM-2606 Exhibit 5
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 2" 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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 5
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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Notice PM-2606 Exhibit 6
Matrix of Possible Aligned Standards

The following are positions that directly support FP’s and FLP’s. Other standards may be selected,
if appropriate.

AO/
FLP | FP Admin| FP | FLP
Standard DD | Chief | Chief | CED | FLM | PT | Spec | Spec | Spec |FLO|FLOT*|COT*| COR

Ensure using EFT for X X X X X X X
90-95 percent of loan
obligations.

Ensure using EFT for X X X X X X
90-95 percent of
ayments.

According to FSA X X X X X X X X X X X
policy [insert policy #],
deposit and process
payments within 24
hours of receipt with no
more than 1-2
exceptions.

Ensure processing of X X X X X X X X X X
loans within the State’s
established goals with
no more than 2-3
exceptions.

Ensure UCC X X X X X X X X X X X
continuations are filed
before the expiration
date with no more than
2-3 exceptions.

Ensure that no late X X X X X X X
payment interests
accrue.

Provide information X X X X X X X X X X X
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.

*The objectives for FLOT’s, COT’s, and SCEP’s should:

e describe the training programs being participated in
e not be the same as FLO and CED objectives.

Note: See page 2 for examples.
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Notice PM-2606 Exhibit 6

Matrix of Possible Aligned Standards (Continued)

AO/
FLP | FP Admin| FP | FLP
Standard DD | Chief | Chief | CED | FLM | PT | Spec | Spec | Spec |FLO|FLOT*|COT*| COR

Ensure that payment X X X X X X X
amounts are accurate
and applications are
complete with no more
than 2-3 exceptions.

Ensure transactions or X
other assigned work is
accurate and complete
with no more than 1-2
exceptions.

Ensure that reviews are X
conducted and reports
are filed and submitted
within established
timeframes with no
more than 1-2
exceptions.

Ensure that IDP’s are X
linked to SED goals
within established
timeframes with no
more than 1-2
exceptions.

Ensure payment X
amounts received are
accurately applied to the
correct accounts within
established timeframes
with no more than

1-2 exceptions.

*The objectives for FLOT’s, COT’s, and SCEP’s should:

e describe the training programs being participated in
e not be the same as FLO and CED obijectives.

Examples:

e COT’s shall ensure payment amounts are accurate and applications are complete in trainee
status with no more than 5-6 exceptions.

e FLOT’s shall ensure processing of loans within the State’s established goals in trainee status
with no more than 5-6 exceptions.

e SCEP (FLP’s) shall ensure processing of loans within the State’s established goals in trainee
status with no more than 5-6 exceptions.

e 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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Notice PM-2606

Matrix of Possible Aligned Standards (Continued)

The following are administrative positions.

e Administrative Officers (AO’s)/

Administrative Specialists (see Page 1)

e Administrative/Management Services:

e Mail Clerks

e Print Shop Technicians

e Program Managers

e Public Relations Specialists
e SED Secretary

Exhibit 6

Contracting and Procurement:
e Contracting Specialists

e Procurement Specialists

e Purchasing Agents

EEO/Diversity Specialists, such as Outreach
Coordinator

Human Resource Specialists

Real Estate Appraisers.

Human
Resources
(including

Administrative
Standard Technicians)

EEO/
Diversity

Budget

Administrative/ | Contracting
Management and Real Estate
Services Procurement|{ Appraisals

Ensure that individual X
AD-435A’s and
AD-435B’s are linked
0 SED goals within
established timeframes
ith no more than 1-2
exceptions.

Ensure that all X
personnel actions are
processed accurately
and within established
imeframes with no
more than 1-2
exceptions.

Ensure that staffing X
levels support the
mission and are within
he given staffing
ceilings with no more
han 1-2 exceptions.

Increasing the number
of outreach meetings by
10 percent to enhance
awareness.

9-19-07
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Notice PM-2606 Exhibit 6

Matrix of Possible Aligned Standards (Continued)

Human
Resources
(including Administrative/ | Contracting
Administrative | EEO/ Management and Real Estate
Standard Technicians) |Diversity|Budget Services Procurement | Appraisals
Ensure that budget X
expenditures are within
approved allocation
with no more than 1-2
exceptions.
Process requests within X X

established timeframes
with no more than
2-3 exceptions.

Contracting. Meet X
Federal contracting
regulations with respect
to processing, follow-
through, and life span
with no more than

1-2 exceptions.

Ensure that high X
quality appraisals get
done within established
timeframes with no
more than

1-2 exceptions.
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Notice PM-2606 Exhibit 7
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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Notice PM-2606

Example AD-435

The following is an example of AD-435.

Exhibit 8

United States Department of Agriculture 1 Social Security No. 2 Position Mumber 3 PayPlan |4 Occup. Series
Performance Appraisal 123-45-6789 cs 201
5 Mame (Last, First, Middle Initial) 6 Grade/Step or Pay Level 7 Appraisal Period
From To
Farmer, Rose E. 7/3 01/01/xx 09/30/xx
& Official Position Title 9 Organization Structure Code
Program Technician

10 Duty Station 11 Funding Unit 12 Agency Use 13 NFC Use

stafford, VA

Blocks 1 through 10 Completed by NFC; should be reviewed

and, if necessary, corrected.

Blocks 15B, 15C, 15D

Blocks 15E, 15F, 156G

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 (168).
Blocks 17-22 Self-explanatory.
15A, 158 15C 150
14 Critical Exceeds Meets Does Not
Performance Elements Element Fully Fully Meet Fully
(3) ful Succassful Successiul
1)Execution of Duties x 2
2jCustomer Service b 2
3)Communications x 2
4)Resource Management 1
5)
6))
7)
8))
9)
10)
16B Decision Table {check off Summary Rating in block 16A] 15E Exceeds  [15F Meets 15G Does
Not Meet
Rating of Qutstanding 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)
Raling 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 150.

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 m.\-pryrsa'bif."rr'esE Yes

and conduct; | have discussed them with my supervisor and questions have
been answered to my satisfaction.

[-|Nu

18 Employee’s Signature [Dahe

{Instructions for reselutions of disputes are on the reverse of employee copy.)

If employee did not sign, state reason:

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 |Dale 20 Reviewer's Signature Date
21 Approving Official’s or Funding Unit Manager's Date 22 FLA to ES Bonus Amount
Signature {Optional) FOR SES
ONLY

This form electronically designed by USDA-Farm Service Agency (KC).

Form AD-435 (11/86)

9-19-07
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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.

9-19-07

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.

9-19-07

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.

9-19-07

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 gquestions 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.

9-19-07

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.

9-19-07

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.

9-19-07

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.

9-19-07

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.

9-19-07

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.

9-19-07

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.

9-19-07

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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