UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
FOR NON-SUPERVISORY POSITIONS
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1. EMPLOYEE INFORMATION 
[image: image2.jpg]


[image: image3.jpg]


[image: image4.jpg]


[image: image5.jpg]



	Name (Last, First, M.I)
	Pay Plan, Series, Grade
	Agency/Division
	  APPRAISAL PERIOD
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	From
	To




Position Title
2.  USDA AND AGENCY OR STAFF OFFICE STRATEGIC GOALS AND MANAGEMENT INITIATIVES
(List the current Strategic Goals and Management Initiatives)
	FAS Strategic Goal: Generate an additional $85 billion worth of U.S. economic activity through trade facilitation and international cooperation from Fiscal Year (FY) 2010 to end-year FY 2016.

Trade Promotion  (Supports USDA Goal: 1.3 Facilitate access to international markets)

• Objective 1.1:  Increase effectiveness of FAS market development programs and outreach activities

• Objective 1.2:  Manage FAS credit programs to yield the greatest benefit to U.S. agriculture  

• Objective 1.3:  Maintain a global market intelligence information system that supports policy and program objectives

Trade Policy  (Supports USDA Goal: 1.3 Facilitate access to international markets)

• Objective 2.1:  Negotiate and enforce market-expanding trade agreements for U.S. exporters of agricultural, fish, and forest products

• Objective 2.2:  Prevent or resolve foreign Technical Barriers to Trade (TBT) or Sanitary/Phyto-Sanitary (SPS) measures that hinder U.S. agricultural exports

• Objective 2.3:  Pursue the development of rules-based international systems that facilitate global trade

Trade Capacity Building and Food Security   

• Objective 3.1:  Address food security challenges by building food and market systems that expand trade and economic growth through food assistance programs (Supports USDA Goal: 3.1 Ensure U.S. agricultural resources contribute to enhanced food security)

• Objective 3.2:  Enhance partner countries’ capacity for agricultural development and participation in international trade (Supports USDA Goal: 3.2 Enhance America’s ability to develop and trade agricultural products derived from new technologies)

Management Initiatives (Supports USDA Goal 5)

• Initiative    I:  Engage Employees to Transform FAS into a Model Agency

• Initiative   II:  Provide Civil Rights Services to Agriculture Employees and Customers

• Initiative  III:  Improve Outreach and Collaboration Efforts to Increase Access to FAS Programs and Services

• Initiative IV:  Re-Engineer FAS Business Processes to Increase Performance, Efficiency, and Alignment

• Initiative  V:  Recruit and Hire Skilled, Diverse Individuals to Meet the Program Needs of FAS

• Initiative VI:  Enhance Collaboration and Coordination on Critical Issues through Enterprise Governance 

 


	3.  MISSION RESULTS-ORIENTED PERFORMANCE ELEMENT
	( Critical

	No. 1 (Describe below the element title and the duty or responsibility for which the employee is accountable and responsible)
	

	Demonstrates support for FAS strategic goals and initiatives within own organizational unit and contributes to the achievement of overall FAS initiatives.  Demonstrates accountability and continuous improvement, makes timely and effective decisions, and produces results through strategic thinking and decisive action.  Ensures a high degree of responsiveness to management, the public, and internal and external customers. 


4.  ALIGNMENT, STANDARDS AND MEASURES
	LINKAGE


(List the Goal or Initiative with which the Results-Oriented Performance Element will align, and any specific Strategies and Objectives.)

	STANDARDS AND MEASURES

(Describe the level expected for "Fully Successful" performance. Include appropriate measures of quality, quantity, cost effectiveness or timeliness.)

	Goal/Initiative:
	
	

	Strategies and Objectives:
	
	

	Goal/Initiative:
	
	

	Strategies and Objectives:
	
	

	Goal/Initiative:
	
	

	Strategies and Objectives:
	
	


	5.  ELEMENT RATING (At the end of the rating period, compare the employee's performance with standards,  and assign an element rating.)
	
	Exceeds

	
	
	Fully Successful

	
	
	Does Not Meet

	6. ACCOMPLISHMENTS

	


	7a. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible.
No.

Indicate if the element is critical or noncritical.)
	X
	CRITICAL

	
	
	NONCRITICAL

	Civil Rights/EEO, Diversity and Inclusion 
Performs assignments in a manner that demonstrates fairness, cooperation, and respect towards employees and customers.  Fosters an inclusive workplace where diversity and individual differences are valued.  Leverages diversity to achieve the vision and mission of the organization.  Supports and maintains an environment that is free of unlawful discrimination and reprisal.  


	7b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

	-Understands the importance of diversity.  Performance is demonstrated when employees exhibit behaviors that encourage acceptance in a culturally diverse environment. 

-Maintains fair and impartial delivery of programs, activities, and services. 

-Actively pursues knowledge and understanding of different perspectives and ideas.

-Demonstrates an understanding and knowledge of cross-cultural issues, cultural differences, non-verbal cues, feelings and emotions when dealing with and resolving complaints.

-Demonstrates a belief in the concept of treating all others with consideration, respect and fairness and openly, consistently challenging bias, intolerance and incivility. 

-Effectively works with customers, peers and stakeholders from all backgrounds.

-Supports a workplace culture that welcomes and values new thoughts, different perspectives, and nonconventional approaches. 

-Demonstrates a basic knowledge and understanding of individual and cultural differences. 

-Demonstrates prevention of complaints and actively pursues resolution of complaints.

-Demonstrates support for diversity strategies that strengthen service delivery for a diverse customer base.  



	7c. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and assign an element rating. Refer to documentation, as necessary.)
	
	Exceeds

	
	
	Fully Successful

	
	
	Does Not Meet

	7d. ACCOMPLISHMENTS

	


	8a. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible.
No.

Indicate if the element is critical or noncritical.)
	X
	CRITICAL

	
	
	NONCRITICAL

	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. 

	8b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

	-Exhibits positive behavior that promotes and influences cooperation from others; Promotes cooperation with external and internal customers.  Employee demonstrates the importance of customers in a variety of ways; Seeks/implements improvements in customer relationships; Helps remove barriers to excellent customer service. 
-Health and Safety Standard:  
-Demonstrates a basic understanding of FAS’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.
-Personally Identifiable Information (PII) Standard:  
-Demonstrates an understanding of the Privacy Act and applies the Act correctly when exercising controls and safeguards to preserve the integrity and confidentiality of materials containing Personally Identifiable Information (PII).  Ensures that PII is protected at all times, including when being transferred, in accordance with FAS policy.  Reports any violations to supervisor within 4 hours of becoming aware of a problem.  


	8c. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and assign an element rating. Refer to documentation, as necessary.)
	
	Exceeds

	
	
	Fully Successful

	
	
	Does Not Meet

	8d. ACCOMPLISHMENTS

	


	9a. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible.
No.

Indicate if the element is critical or noncritical.)
	
	CRITICAL

	
	
	NONCRITICAL

	

	9b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

	

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

	
	
	Fully Successful

	
	
	Does Not Meet

	9d. ACCOMPLISHMENTS

	


	10a. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible.
No.

Indicate if the element is critical or noncritical.)
	
	CRITICAL

	
	
	NONCRITICAL

	

	10b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

	

	10c. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and assign an element rating. Refer to documentation, as necessary.)
	
	Exceeds

	
	
	Fully Successful

	
	
	Does Not Meet

	10d. ACCOMPLISHMENTS

	


	11a. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible.
No.

Indicate if the element is critical or noncritical.)
	
	CRITICAL

	
	
	NONCRITICAL

	

	11b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

	

	11c. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and assign an element rating. Refer to documentation, as necessary.)
	
	Exceeds

	
	
	Fully Successful

	
	
	Does Not Meet

	11d. ACCOMPLISHMENTS

	


	12a. PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible.
No.

Indicate if the element is critical or noncritical.)
	
	CRITICAL

	
	
	NONCRITICAL

	

	12b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

	

	12c. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard and assign an element rating. Refer to documentation, as necessary.)
	
	Exceeds

	
	
	Fully Successful

	
	
	Does Not Meet

	12d. ACCOMPLISHMENTS

	


UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
FOR NON-SUPERVISORY POSITIONS


13. CERTIFICATION OF DEVELOPMENT, EMPLOYEE INVOLVEMENT AND RECEIPT OF PLAN
Signatures certify employee involvement in the development of, and receipt of plan which reflects current position description

NOTE TO EMPLOYEE: You are requested to sign and date below to certify receipt of this performance plan. Your signature does not mean that you agree or disagree with the contents of the plan. However, your failure to sign does not void the contents of this plan or the performance expectations documented within.
	Employee's Signature
	
	
	
	
	
	
	
	
	Date
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	          
	
	
	
	If employee did not sign, state reason:
	
	
	
	
	

	  
	
	
	
	
	
	
	
	
	
	

	  
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Supervisor's Signature
	
	
	
	
	
	
	
	
	Date
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reviewer's Signature
	
	
	
	
	
	
	
	
	Date
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

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

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1st Quarter
	
	2nd Quarter
	3rd Quarter
	
	4th Quarter
	
	1st Quarter
	2nd Quarter
	3rd Quarter
	4th Quarter
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Date
	
	
	Date
	
	Date
	
	
	Date
	
	
	Date
	
	Date
	
	Date
	
	Date
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	14. CERTIFICATION OF PERFORMANCE MANAGEMENT PROGRAM TRAINING
	
	
	
	
	
	
	
	
	
	

	Signature certify completion of the most recent program training, required every two years
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee's Signature
	
	
	
	
	
	
	
	
	Date
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Title or Other
	
	
	
	
	
	
	
	
	Date of Training
	
	
	
	
	
	
	

	Description
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Supervisor's Signature
	
	
	
	
	
	
	
	
	Date
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	United States Department of Agriculture
	
	1. Position Number
	2. Pay Plan
	
	
	3. Occupational Series
	
	4. Grade
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Performance Appraisal
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5. Name (Last, First, Middle Initial - No Nicknames)
	
	
	
	6. Appraisal Period
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	From:
	
	
	
	
	To:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7. Official Position Title
	8. Agency, Division, Office
	
	9. Duty Station (City, State)
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	11A
	11B
	11C
	
	11D
	

	
	
	
	
	
	
	
	
	
	
	Does Not
	

	
	10. Performance Elements
	
	
	Critical
	Exceeds Fully
	Meets Fully
	
	

	
	
	
	
	
	
	
	Meet Fully
	

	
	
	
	
	
	
	Element
	Successful
	Successful
	
	
	

	
	
	
	
	
	
	
	
	
	
	Successful
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mission-Results Element = 4 appraisal units
	
	
	
	
	
	
	
	11E Exceeds
	11F Meets
	
	11G Does Not
	

	Other Critical Elements = 2 appraisal units each
	
	
	
	
	
	Totals
	
	
	
	
	
	Meet
	

	Non-Critical Elements = 1 appraisal unit each
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	11H Enter Total (11E + 11F + 11G = 11H)
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



12. Summary Rating

Rating of Outstanding if 11E equals 11H.
Rating of Superior if no element is rated in 11D, 11F is greater than zero, and 11E is greater than 11F.
Rating of Minimally Satisfactory if any non-critical element, but no critical element, is related in 11D.
Rating of Unacceptable if any Critical Element is rating in 11D.
Rating of Fully Successful if none of the above applies.
	
	
	Outstanding
	
	
	Superior
	
	
	
	Fully Successful
	
	
	Minimally Satisfactory
	
	
	Unacceptable
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	13. Employee's Signature
	
	
	
	Employee Signature Date
	If employee did not sign, state reason:
	
	
	
	



	14. Rating Official Signature
	Date
	15. Reviewing Official Signature
	Date
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I participated in the development of this performance plan.


I was not invited to participate in the development of this performance plan.


I chose not to participate in the development of this performance plan.



























































































































































































































































MISSION RESULTS
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X





X









































CIVIL RIGHTS, EEO, AND DIVERSITY AND INCLUSION











CUSTOMER SERVICE
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