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MIDWEST AREA TIMETABLE

 SEPTEMBER 30, 2008 ENDING APPRAISAL CYCLE
ALL EMPLOYEES
A.
INTRODUCTION
This memo gives guidelines and deadlines to be used for finalizing performance appraisals and performance awards for the combined March and December cycles now ending September 30, 2008 and for establishing the September 30, 2009 performance plans.  Please read the following appraisal procedures carefully and share with the secretaries and location support staff as you deem appropriate.   

Employee Performance Plan requirements are changing for 2009 – please carefully read the guidelines in Part E of this memo addressing the change in performance cycle.   Due to changes establishing Performance Plans this year, new Performance Plans do not need to be in place until after we complete the 2008 appraisals.

Supervisors must get appropriate customer feedback and input (Location and Area) on performance of program and administrative support positions.  Supervisor’s performance documentation sent to the Area must show evidence of the customer feedback.  
The Office of Personnel management (OPM) is requiring agencies to track performance appraisals of its employees.  Please attach Employee Lists (coming as separate e-mail) with your performance packages, annotating employees with performance appraisals attached and reasons annotated for employees missing or not being rated.

All employee performance plans must include Alignment of Mission Area Plans to Organization Goals in accord with Departmental requirements.   Employee performance plans must have specific goals addressed in critical elements. 
An employee must have been in his/her position and under standards for 90 days or more to be rated.  Performance appraisals for employees who do not meet both conditions should be held and completed after the employee has been in his/her position and under standards for 90 days.  The 90 days begin counting from the latest signature date after the Employee, Rater, and Reviewer have signed the standards and must have all three signatures. 
Employees who have retired or separated and covered under a performance plan for at least 90 days in the rating cycle should be appraised and receive a performance award if their rating warrants.  Employees should submit an accomplishment report, preferably before their departure.   
An employee’s signature on the AD-435P only constitutes receipt of the appraisal.  An employee’s signature on the form does not mean the employee agrees with the rating given.  If an employee chooses not to sign their AD-435P, a note should be written in the employee signature box stating, “Performance review was held on (date) and the employee refused to sign.”

The dates in Block 7 of the AD-435P should reflect the full duration of this performance cycle 1/1/08 – 9/30/08 or 4/1/2008 – 9/30/08.  Performance Standards put into place after the deadline dates may not be considered to have been in place for the full year and Block 7 of the AD-435P may be changed to reflect the dates on the Cover Sheet of the Performance Standards.  

A written narrative providing details concerning an employee’s performance is required if (1) any one element is rated “Does Not Meet” or (2) all elements are rated “Exceeds”.

All performance based awards including time off awards when given as performance award must be approved by the Area Director.  The MWA Performance Award Maximum Amounts Table for 2008 has been adjusted to reflect this years shorted performance cycles to 75% of award amount for the employees in the January 1, 2008 – September 30, 2008 cycle and 50% of the award amount for the April 1, 2008 – September 30, 2008 cycle.  The adjustments are in accord with performance award amount guidance provided by Director of Human Resources Division July 7, 2008.  The adjusted 2008 MWA Performance Award Amount Table is attached as a part of performance procedures.
The procedures for doing the “Detail by Author” reports (01/01/06:12/31/06, 01/01/07:12/31/07, 01/01/08:9/30/08) should be run from ARIS using each range of dates.  Reference the Performance Evaluation Process Summary for detailed instructions on how to prepare the “Detail by Author” reports.  The summary is included with this e-mail as a separate attachment.

B.
DUE DATES

1.
September 30, 2008 - Cutoff date for publications to be included in the documentation for current performance appraisals.  

2. October 10, 2008- Draft AD-435P appraisals where Area Director is either Rater or Reviewer are due to Area Office as directed in the Performance Appraisal Process memo and electronically submitted to Kristina Johnson at Kristina.Johnson@ars.usda.gov.

3. October 24, 2008 - Area Office e-mails Supervisor concurrence of proposed rating. 

4. November 7, 2008 - Deadline for completed appraisals and any award nominations consolidated by Management Unit and submitted through the AO to Deb Agee in Area Personnel Office.  Packages must include in the following order, top to bottom:
· Employee Listing annotated with “attached” for attached appraisals or reason employee performance appraisal is not attached.
· Completed and signed Original AD-287 Award form (if applicable; no copies needed).
· Original signed AD-435P Performance Appraisal form (no copies needed). 
· Written justification or copy of accomplishments must be included for an outstanding rating and to support an award for superior rating.   
· Written justification for Unacceptable rating (if applicable).
· Performance Standards Cover Sheet and Standards for September 30, 2008 ending cycle.
Make sure a copy of completed AD-435P for September 2008 ending rating is given to the supervisor and the employee.  Supervisor and employee should already have a file copy of 2008 Performance Plan. 


5.
November 13, 2008 – Due date for proposed new AD-435A/B Performance Plans that are signed by Director as supervisor or reviewer. This year, the proposed performance plans do not have to be included with finalized performance packages due to extended period to get plans with changes in place.     

6.
November 30, 2008 – New October 1, 2008 – September 30, 2009 performance plans must be signed and in place.
 C.
AWARDS

The Department’s and MWA Awards Policy must be used for any awards given this performance cycle (except where an approved Union negotiated policy is in place).  
The Award forms will be processed as quickly as possible.  Copies of the Award forms will be returned to the AO.  All Appraisal/Award packages are to be received by HRD by December 1, 2008.  Please abide by the Area deadlines so we will meet the HRD deadline.  Following are a few award form reminders:
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All awards must be accompanied by a written justification.  The justification or accomplishments provided for the performance rating will suffice for the award justification.  If a separate justification is written, follow the Justification Outline in Appendix B of the USDA Guide for Employee Recognition dated September 29, 2006 can be referenced at www.usda.gov/da/employ/recog.htm .

2.
Consider giving a Time Off award to an employee in lieu of a performance cash award.  As a guide: 

· 18 hours of Time Off for those receiving “Superior” ratings and 30 hours for “Outstanding” in January 1, 2008 – September 30, 2008 cycle.  

· 12 hours of Time Off for those receiving “Superior” and 20 hours of Time off for those employees receiving “Outstanding” ratings in the April 1, 2008 – September 30, 2008 cycle.    

3.
Quality Step Increase (QSI awards) will not be permitted for this shortened cycle. 

4.
The AD-287-2 Award form must contain the same dates as are on the Performance Standards Cover Sheet (block 7 of Award form).

5.
A citation must be provided in Block 11 of AD-287-2.  The following is recommended:  “This award is based upon an official performance rating of (Superior or Outstanding) for the period (January 1, 2008 or April 1, 2008) through September 30, 2008.”

6.
Only the Original of AD-287-2 Award Form is needed with the performance packages.
D.
INDIVIDUAL DEVELOPMENT PLANS (IDP)
An IDP must be prepared for all permanent employees.  The following are a few IDP tips to remember:

1.  A New IDP does not have to be prepared each year; the current IDP may be                                   updated instead.

2. The IDP is not limited to only formal and on-the-job training and can include such self-development activities as:

· Reading material related to the work of the position.

· Self-directed learning such as watching videos, reading books, listening to cassettes, etc., related to the employee’s performance.  
· AgLearn is a source of training to identify on IDP. 
3.   The IDP does not require Reviewer signature.  

4.   The IDP is not forwarded to HRD as an attachment to the completed Performance Appraisal.  The supervisor and employee should maintain the IDP in Location files. 
E. GUIDANCE FOR ESTABLISHING PERFORMANCE PLANS WITH DEPARTMENTAL CHANGES FOR RATING CYCLE 10/01/2008 – 9/30/2008
 Supervisors/Employees need to send the new 2008 – 2009 proposed AD-435A/B Performance Plans that require the Director’s signature as supervisor or reviewer by November 13, 2008 or earlier so we can meet the November 30, 2008 deadline for establishing performance plans.    
This memorandum provides guidance for establishing employee Performance Plans for the Fiscal Year (FY) 2009 cycle, October 1, 2008 – September 30, 2009.  This guidance applies to all non-SES ARS employees and incorporates new Department of Agriculture requirements issued during the past year.  Attached is a “Checklist for Preparing Performance Plans” that identifies new and previously existing requirements that hopefully will aid supervisors and managers in the process.    

The first step of any performance cycle is to establish expectations for employees in the form of a Performance Plan.  Plans should be established as early in the rating cycle as possible to ensure that employees are clear about expectations.  Plans should normally be provided to employees within 30 days of the beginning of the performance cycle.  However, due to the significant challenges of our transition to an FY cycle, additional time may be necessary.  Plans must be  established within 60 days of the beginning of the performance cycle.  

Beginning with the FY 2009 cycle, the Plans for all ‘official’ supervisors and managers must contain the new “Supervision and Human Capital Management” performance element and standard.  ‘Official’ supervisors and managers are those with ‘Supervisory’, ‘Director’, or ‘Officer’ in their titles and/or are coded with Supervisory Code 2.  They must also contain language that allows for incorporating customer and/or stakeholder perspectives.  The memorandum communicating these new requirements, dated July 21, 2008, is attached.

Also beginning with the FY 2009 cycle, Plans must be established using official Performance Plan, Progress Review and Appraisal Worksheets (Forms AD-435A and B). These forms are available in ‘e-Forms’.  Attached to this email, you will also find a ‘Word’ version of these forms which you may find easier to work with.
It is ARS policy to provide a safe, healthy and environmentally responsible workplace to our employees.  Integral to this policy is the requirement that personnel who fulfill collateral duty Safety, Health and Environmental Management (SHEM) duties, whether as a Collateral Duty Safety Officer (CDSO), Location Environmental Officer (LEO), Location Radiation Protection Officer (LRPO), SHEM Committee Chairs or Members or others with collateral SHEM responsibilities have appropriate charge letters and duty statements in performance plans in order to be recognized and have the authority to fulfill these duties.  In addition, employees who are required to maintain licenses by regulatory agencies must also have performance plan statements that require them to maintain the license.  These licenses often have a safety, health or environmental requirements inherent within them.  In particular, this includes employees that hold licenses as incinerator operators, waste water treatment plant operators and pesticide applicators, although others may also apply.  Therefore, effective with the new appraisal cycle we are requiring that appropriate statements be incorporated into performance plans for employees who have duties similar to those mentioned above such as all members of EMS and SHEM Committees, Certified Pesticide Applicators, Incinerator Operators, Wastewater Treatment Operators, Water System Operators, Location Environmental Officers, CDSOs, LRPOs, and others identified with collateral SHEM duties.  The HRD website at http://www.afm.ars.usda.gov/hrd/classification/positions/collstmts.htm has position description statements for CDSOs, LRPOs and LEOs that you can utilize to help formulate appropriate inclusions into the performance plans.  If you need assistance on deciding what verbiage should be inserted into a particular performance plan, please contact Cal Mather at Cal.Mather@ars.usda.gov for advice and assistance.  

One final new requirement beginning with FY 2009 is that Plans contain no more than seven (7) performance elements.  As has been the case in previous years, three (3) is the minimum number of elements and at least one element must be designated as ‘non-critical’.

Performance Plans are considered established when the Rating and Reviewing Officials have signed and dated the Plan; the expectations have been communicated to the employee; the employee has signed and dated the Plan; and a copy has been provided to the employee.  The original Plan should be retained by supervisor.  

As a reminder, the Rating and Reviewing Officials may not be the same person; the Reviewing Official should be at a higher organizational level, normally the Rating Official’s supervisor. Additionally, obtaining the employee’s signature on the Plan does not mean the employee necessarily agrees with the expectations or goals in the Plan, only that performance expectations have been communicated to him/her.  If an employee chooses not to sign the Plan, a note should be written in the employee signature box stating, “Discussion of the Performance Plan was held on (date) and the employee declined to sign the Plan.” 

Employee Listings, which identify the employees of various supervisors and managers, will be provided to AO by Deb Agee.  The Listings should be forwarded to supervisors and managers to certify that Performance Plans were established for employees.  The supervisor or manager will notate the Listing with the date the Plan was established.  Additionally, if no Plan was established, the supervisor will document the reason on the listing.  Should an employee not be reflected on the Listing, please add his/her name and the date the Plan was established.  Completed Listings are due to Deb Agee no later than December 31, 2008 and e-mailed to Deb at Deb.Agee@ars.usda.gov or faxed to (309) 681-6477. 
In accord with the Department’s requirements for Alignment of Mission Area Performance Plans to Organizational Goals, all employee Performance Plans must continue to include strategic alignment and communicate organizational goals, unit goals, and/or individual goals in a critical element.
As a reminder, all Performance Standards must address Equal Opportunity/Civil Rights (EO/CR) requirements. Only Employees that meet the definition of “supervisor” should have a separate EO/CR Element. Employees not meeting the definition of “supervisor” should have the EO/CR verbiage incorporated into another existing critical element and EO/CR addressed in the Element title.  To determine if an employee should have a separate EO/CR Element, please see your AO or contact Deb Agee in the Area Office.
For SY performance standards for October 1, 2008 – September 30, 2009:

1) Make sure you have identified within the plan any OSQR requirements for the year; 

2) The publication requirement is two publications;

3) For SYs on probation, follow-up guidance will be issued in early October related to goals appropriate for year 1, 2 or 3, depending on their probationary status.
4) Updated SY Performance Plans in the required AD-435A/B format are located on the MWA Web Page.

