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UNITED STATES DEPARTMENT OF AGRICULTURE
1.  EMPLOYEE INFORMATION
APPRAISAL PERIOD
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.)
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
UNITED STATES DEPARTMENT OF AGRICULTURE
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5.  ELEMENT RATING (At the end of the rating period, compare the employee's 
performance with standards and assign an element rating.)
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
UNITED STATES DEPARTMENT OF AGRICULTURE
7.  LEADERSHIP/MANAGEMENT OR SUPERVISION PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
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8.  STANDARDS AND MEASURES
CATEGORY
STANDARDS AND MEASURE
(Describe the level expected for “Fully Successful” performance.  Include appropriate measures of quality, quantity, cost effectiveness, or timeliness.)
a) General Supervision
b) Performance      Management
Standards:
- The supervisor establishes subordinate employee performance plans within established timeframes and that align with Agency and Departmental goals and objectives. Communicates to employees how their work supports the Agency mission and strategic plan/initiatives. Employee performance plans contain clear, results-focused measures and the supervisor provides accurate and timely feedback to determine progress and success in meeting expectations:
- The supervisor completes performance plans, progress reviews, and appraisals of subordinate employees by the due dates established by the Department or Agency. Performance plans for each employee include at least one results-oriented critical element that is traceable to the agency's goals and objectives (e.g., Mission Results critical performance element).
- Provides ongoing feedback and coaching as demonstrated through performance feedback sessions as evidenced by eligible employees receiving at least one feedback session at the midpoint of the rating period. 
- Ensures appropriate action is taken to address performance problems in a manner that supports organizational goals and objectives. As applicable, ensures subordinate managers and supervisors adhere to the Agency performance management policy with regard to performance appraisal and employee recognition.
- Performance and employee feedback data are used as an indicator of compliance and general satisfaction or needed improvement with regard to the planning, developing, monitoring, rating and rewarding of performance.
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d) Retention and      Succession Planning
e) Cultural 
    Transformation 
    (not applicable if already 
    included in the Mission 
    Support element)
f) Employee Perspectives
c) Recruitment and Hiring
    (if applicable)
- Recruits and selects new employees based on organizational goals, budget considerations, and staffing needs.
- When filling a position, engages and collaborates with HR to ensure skills required for the job are identified, posting of the job vacancy is accurate, and assists in identifying contacts for diverse locations or organizations for recruiting purposes. Participates as needed with HR in the proper screening of applications, and appropriate categorization of applicants based on qualifications.
- Utilizes flexible hiring authorities when filling a vacancy (e.g., targeted disabilities, student employment, direct hire, appointing veterans, etc.) to ensure diversity in recruitment and hiring.
Standards:
- Successfully transitions new hire(s) into the position by promptly providing an orientation into the workforce and establishing performance elements and standards. Supervisor provides ongoing feedback and coaching, and makes appropriate use of the probationary period to assess the new hire's ability to perform in the position.
- Implements retention strategies that focus on key internal processes (e.g., work environment, employee orientation, executing Individual Development Plans for all employees--subject to bargaining obligations, coaching, developing, and mentoring, etc.) that promotes employee growth, supports the health of the workforce and drives the future success of the organization's people and infrastructure.
- Assesses current workforce plans to ensure they are up-to-date in order to meet Program/Agency goals and objectives. Works with senior management officials and HR to comply with the workforce planning process as described in the Department's position management policy.
Standards:
- Supports the Secretary's initiative for Cultural Transformation by continually examining program delivery and surveying the workforce and/or stakeholders/customers. Creates an environment of inclusion, exceptional performance and effective leadership; and works to eliminate any barriers to operational and service excellence.  Examines workforce and workplace processes and flexibilities and implements improvements where needed.
- Supports the Secretary's initiative for USDA Diversity Recruitment Roadmap by expanding upon mission-specific activities and timelines to ensure diversity recruitment program success and leadership accountability.
Standards:
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9.  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.)
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g) Customer Perspectives
h) Other, Agency-specific
11.  CIVIL RIGHTS, EEO AND DIVERSITY AND INCLUSION PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
13.  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.)
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
UNITED STATES DEPARTMENT OF AGRICULTURE
Page 6 of 13
AD-435S rev 8/2013
UNITED STATES DEPARTMENT OF AGRICULTURE
Page 7 of 13
AD-435S rev 8/2013
15a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
15c.  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.)
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16a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
16c.  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.)
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
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17a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
17c.  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.)
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
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18a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
18c.  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.)
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET 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19.  CERTIFICATION OF TRAINING
(Signatures signify completion of training.)
Employee Signature and Date
Supervisor Signature and Date
Performance Management Program (required every two years)
Dealing with Poor Performers (as needed)
EEO and Civil Rights
Leadership Competency:
Leadership Competency:
Leadership Competency:
Leadership Competency:
20.  DATA REPORTING FOR INCUMBENT
(Respond to questions below and discuss with supervisor.)
a)  How frequently did you discuss their       performance with your subordinate       employees?
b)  You have a clear understanding of how       your work unit contributes to the Agency's       mission and goals.
c)  You have a clear understanding of how       your Agency's overall performance is       assessed.
d)  An official in your Agency provided       guidance to you about how unit       performance should be considered when       deciding ratings and awards.
e)  The performance rating distribution in your       organization is a fair reflection of distinctions       in performance.
f)  You have a clear understanding of the      Agency's goals and initiatives with respect to      the scores from the Federal Employees      Viewpoint Survey.
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21.  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 Initials and Date
Supervisor's Initials and Date
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter
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UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR SUPERVISORY POSITIONS
United States Department of Agriculture
Performance Appraisal
6. Appraisal Period
10. Performance Elements
11A
Critical  Element
11B  Exceeds Fully Successful	
11C  Meets Fully Successful
11D  Does Not  Meet Fully Successful
1)
2)
3)
4)
5)
6)
7)
Supervisory or Leadership Management Element = 4 appraisal units Mission-Results Element = 4 appraisal units Other Critical Elements = 2 appraisal units each Non-Critical Elements = 1 appraisal unit each
Totals
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 rated in 11D.
Rating of Unacceptable if any Critical Element is rating in 11D.
Rating of Fully Successful if none of the above applies.
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