September 17, 2008
SUBJECT:
September 30, 2008 Performance Appraisal Guidance and Due Dates
         TO: 
Administrative Officers

     FROM:
Diane M. Strub /s/


Deputy Area Director

It is time to implement the performance appraisal process. As in the past, we expect you to manage the appraisal process for your Location.  You will need to review the material, set your Location deadlines, review submissions for compliance with policy, and forward to the Area Office by the due dates identified in the attachments.  
All employees for which the Area Office is the Rating or Reviewing Official will be required to submit a condensed list of accomplishments via email to their supervisor.  Supervisors will annotate their assessments of the accomplishments, complete a draft of the AD‑435P and email these documents plus the Detail by Author Report for SY employees to Kristina Johnson at Kristina.Johnson@ars.usda.gov . The Subject of the email should identify “Appraisals - Location Name”.  The accomplishment documentation must be received by October 10, 2008.  The Area Directors will review, confer with you as needed, "sign" and electronically return the AD‑435P.  I will review your appraisals as your Second Line Supervisor.  Upon receipt of concurrence of Reviewer, appraisals should be conducted with the employee, the original AD‑435P signed, and the complete package of originals returned to you.   

As the AO and manager of the process for your Location, you should review the completed packages for compliance with instructions and policy and forward completed hard copy appraisal packages to Deb Agee in the Area Personnel Office.  The Area Directors will sign the AD‑435P, dating it with the same date as the approved draft AD-435P.  This process has worked well the past several years and will require only one mailing when completed.  Performance Award forms, if applicable, must be sent to the Area with the completed and signed AD‑435P.

In documentation for each element, a rating of Meets Fully Successful requires the least justification.  Documentation that supports the fact that the employee has met the requirements for the basic responsibilities will be sufficient.  A rating of Does Not Meet or Exceeds Fully Successful will require documentation that the employee has routinely not met expectations or exceeded them, respectively.  For an Exceeds, the impact of what has been accomplished, not merely a list of tasks completed is required.  This can be used to support the rating and award, if applicable.  It can also provide useful information to aid the supervisor and the employee in the development of Individual Development Plans.  As required in the past, supervisors should get appropriate customer feedback and input (Location and Area) on performance appraisals of administrative and program support positions.  The documentation sent to the Area must show evidence of the customer feedback.  

If an SY is assigned to a CRIS for which a project plan has been peer reviewed through OSQR during the rating cycle, the Element for Plans and Conducts Research must explicitly state whether deadlines were met, and the initial summary rating from the peer review panel must be stated.  If the plan received a No Revision Required or Minor Revision Required, this can be used to justify Exceeds on this element.  If the plan received a Major Revision Required or Not Feasible, this element must be rated no more than Fully Successful unless clear mitigating circumstances can be documented; supporting documentation regarding mitigating circumstances should be obtained from OSQR or the National Program Staff.  

For Demonstrated Research Accomplishments, the publication record over the current and two previous rating cycles should be considered.  Refer to the memo distributed at the MWA Leadership Meeting and which is posted on the MWA website at http://www.mwa.ars.usda.gov/mwa/pers/PerformanceAppraisalGuidelines.doc  for instructions on the format of the publication list as well as guidance on SY documentation.
In elements containing CR/EEO and/or SHEM responsibilities, an Exceeds must be justified with documentation of activities beyond those required by the basic position description and Agency policy.  Activities should demonstrate a clear commitment to CR/EEO and SHEM principles and goals, should be related to ARS mission, and should show impact.
Attached you will find a synopsis of the process with due dates and other detailed instructions.  Please save these as Word documents.  An employee listing of employees who should be rated will be forwarded under separate cover to you for distribution to all supervisors.  

Alignment of the performance plans to strategic goals for all employees remains in effect.  Therefore, please make sure all new performance plans reflect this requirement.  Also, we must use the AD-435A and AD-435B for all performance plans effective October 1.  The Word version of this is easier to use than the form on REE Forms so we have placed it on the MWA Web Page under the Human Resources page. 
Please be aware that the dates in the attachments are the due dates for receipt in the Area Office.  You will need to adjust the dates for receipt in your office to ensure the Location meets the Area deadlines.

If you have any questions, please feel free to contact us.

Enclosures

cc:

Area Directors
D. Agee

