[bookmark: _GoBack]		UNITED STATES DEPARTMENT OF AGRICULTURE
	PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET

	1. Name (Last, First, M.I.)  

   Position Title:
	Pay plan, Series, Grade


	Agency/Division/Branch


	APPRAISAL PERIOD

	
	
	
	From:
10-01-2012
	To:
09-30-2013

	

	2. PERFORMANCE ELEMENT
   Element 1 (Describe below the duty or responsibility for which the employee is accountable and responsible.  
                        Indicate if the element is critical or noncritical.)
	   
  | X | CRITICAL  |    | NONCRITICAL


	Teamwork and Project Management

Element Definition:  Promotes effective teamwork to positively influence the achievement of goals (or tasks).  People are motivated to work together to produce high quality products and services.  Projects are completed on time and within budget.  

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

	· Contributes to building a positive team spirit and to the success and achievements of the team.
· Conducts personal interactions in a helpful and constructive manner that contributes to a positive work environment for all involved on the team.  Exhibits objectivity and openness to others views; gives and welcomes feedback.
· Keeps supervisor informed of any problems or delays encountered in handling sensitive or controversial issues.  
· Organizes individual and/or team assignments to achieve maximum productivity.  Plans, executes and monitors assignments in accordance with unit goals; desired results are of expected quality and produced on time; adjusts work plans and priorities in response to changing circumstances; attends promptly to high priority and controversial/sensitive matters, avoiding serious loss or setbacks while simultaneously addressing routine matters.
· Proactively seeks and gives appropriate consideration to customer and coworkers’ feedback and ideas on assigned work.

Optional for GS-14 and Mandatory for nonsupervisory GS-15:
· Manages projects and/or programs of work effectively, using standard project management principles
· Plans and efficiently utilizes available/allocated resources. 



	4. ELEMENT RATING (At the end of the rating period, compare the employee's performance                                                with standard and assign an element rating.)
	|    | EXCEEDS  |    | FULLY SUCCESSFUL
       |    | DOES NOT MEET

	ACOMPLISHMENTS



	5. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN
    Signatures certify discussion with the employee and receipt of plan that reflects current position description.

	Employee’s Signature

	Date

	Supervisor’s Signature
	Date

	Reviewer’s Signature
	Date

	6. PROGRESS REVIEWS (at least one must be completed)

	Employee Initials and Date                                                                                  Supervisor’s initials and Date





CONTINUATION SHEET

	UNITED STATES DEPARTMENT OF AGRICULTURE
	PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET

	1. Name (Last, First, M.I.)  
         
   Position Title: 
	Pay plan, Series, Grade


	Agency/Division/Branch



	APPRAISAL PERIOD

	
	
	
	From:
10-01-2012
	To:
09-30-2013

	

	2. PERFORMANCE ELEMENT
    Element 2 (Describe below the duty or responsibility for which the employee is accountable and responsible.  Indicate if the element is critical or noncritical.)
	   
  | X  | CRITICAL  |  | NONCRITICAL


	Mission Results and Goal Accomplishments

Element Definition:  This performance element and standard reflects specific results, outcomes, and/or accomplishments expected as described in the Divisions plan of work (or ISD strategic plan)
 
Alignment to USDA Priority Goals:  This position contributes to the accomplishment of one or more of the following USDA priority goals as communicated by the USDA Strategic Plan for 2010- 2015:  List any of the four goals that apply – 

1. Rural communities create wealth so they are self-sustaining, repopulating and thriving economically.  
2. National Forest and private working lands are conserved, restored and made more resilient to climate change and are managed to enhance water resources.  
3. America leads the world in sustainable crop production and biotech crop exports.  
4. America's children and the world's children have access to safe, nutritious and balanced meals.  


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

	Required Core Standards:
· Conducts work that (for ISD: supports Agency research and analysis that) informs USDA and related agencies’ program and policy decision making to meet the aligned USDA goal(s). Output of the program has outcomes that can be gauged by contributions to the Agency’s efficiency measures, periodic customer satisfaction surveys and systematic collection of feedback. 
· Conducts work that produces (or, for ISD, “supports the production of”) high quality outputs that, in aggregate, communicate to academic peers, interest groups, and the informed public as well as policy and program decision makers. Work products are identified at the time that research or analysis (or, for ISD, the support of research and analysis) is initiated, and they are explicitly targeted to specified, relevant audience(s).
· Ensures customer and coworker feedback is considered as appropriate before finalizing work products.
· Achieves timely development of detailed annual work plans in which individual outputs and outcomes are identified and documented in a contractual spirit with one’s supervisor.

Optional Standards may be added to reflect special elements of the work unit

















	4. ELEMENT RATING (At the end of the rating period, compare the employee's performance                                               with standard and assign an element rating.)
	|    | EXCEEDS  |    | FULLY SUCCESSFUL
       |    | DOES NOT MEET


ACCOMPLISHMENTS


CONTINUATION SHEET
	UNITED STATES DEPARTMENT OF AGRICULTURE
	PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET	
	1. Name (Last, First, M.I.)  

 Position Title:   
	Pay plan, Series, Grade


	Agency/Division/Branch


	APPRAISAL PERIOD

	
	
	
	From:
10-01-2012
	To:
09-30-2013

	

	2. PERFORMANCE ELEMENT
    Element 3 (Describe below the duty or responsibility for which the employee is accountable and responsible.  Indicate if the element is critical or noncritical.)
	  
   | X | CRITICAL  |   |  NONCRITICAL


	Technical and Analytical Performance
Element Definition:  Synthesizes information and applies technical knowledge and skills in a professional manner including a willingness to make decisions and exhibit sound and accurate judgment.  Adopts new technologies and uses technology to increase productivity. 

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

	•    PLANNING AND ORGANIZING WORK
     Plans, executes, and monitors assignments in accordance with unit objectives and agency needs; adjusts work plans and 
     priorities in response to changing circumstances; attends promptly to high priority and controversial/sensitive matters,  
     avoiding serious loss or setbacks, while simultaneously addressing routine matters.  Completes tasks and assignments within 
     timeframes established in customer service standards; keeps supervisor informed of any problems or delays encountered in
     handling controversial or time sensitive issues. Seeks continuous improvement in the quality of the products and services 
     delivered by encouraging customer input, welcoming suggestion for improvement, and working with the customer to  
     incorporate changes.
Required Core Standards:
· High quality professional economic research and analysis (or, for ISD, information products and services) are produced in accordance with individual, annual work plan. 
· Results, outcomes, and products produced reflect agency and other internal processes, procedures, and policies, are timely, meet high professional standards, as gauged by peer review, and are produced in accordance with established due dates.
· Findings are well supported (may not be applicable to ISD), well articulated, reflect sound and accurate judgment, and are based on adequate and appropriate feedback from others (customers, peers, coworkers, etc.)
· Effectively applies acquired knowledge and skills; keeps professional/technical skills up-to-date.
· Provides organized, relevant documentation related to area of assigned responsibility.
· Pursues additional sources of information and seeks out relevant Federal agency, industry and academic contacts as required.  
Optional Standards:
· Seeks continuous improvement in the quality of the products and services delivered by encouraging customer input and welcoming suggestions for improvement.
· Accurately collects and analyzes (or researches, manages, or utilizes) complex data and diverse information to produce high quality products, or services.
· Designs and/or uses workflows, procedures, and timelines that accurately reflect agency and other internal processes, procedures, and policies to meet productivity and quality standards.
· Documents procedures and outcomes of major projects for historical reference.
· Seeks continuous improvement in the overall efficiency of operations/tasks/processes.
· Develops new collaborative partnerships with other USDA agencies and organizations.
· [bookmark: OLE_LINK1]Enhances the smooth completion of projects within the unit through effective office administration, document preparation, and document control.
· Keeps abreast of developments and trends in agriculture, economics (or relevant technical field), as well as within the agency.
Other optional standards can be added to customize an individual’s contract.











	4. ELEMENT RATING (At the end of the rating period, compare the employee's performance with                                                  standard and assign an element rating.)
	|   | EXCEEDS  |   | FULLY SUCCESSFUL
       |   | DOES NOT MEET


ACCOMPLISHMENTS


CONTINUATION SHEET

	UNITED STATES DEPARTMENT OF AGRICULTURE
	PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
	1. Name (Last, First, M.I.)  
     
    
 Position Title:  
	Pay plan, Series, Grade


	Agency/Division/Branch



	APPRAISAL PERIOD

	
	
	
	From:
10-01-2012
	To:
09-30-2013

	

	2. PERFORMANCE ELEMENT
   Element 4 (Describe below the duty or responsibility for which the employee is accountable and                        responsible.  Indicate if the element is critical or noncritical.)
	
   | X | CRITICAL  |  |  NONCRITICAL


	Customer Service and Communication
Element Definition: Responds promptly to both internal and external customers in a courteous and effective manner in meeting their needs.  Understands what people have to say and communicates in the most effective way possible, verbally or written and understands other points of view or perspectives.  It also includes the ability to respond in the most effective way possible, verbally or written.


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

	Required Core Standards:
· Works cooperatively with others to provide consistently high-quality customer service and provides well-planned and well-organized information to satisfy (internal and external) customer requests and needs;  provides accurate and comprehensive information and peer reviews within the agreed upon time frames.
· Requests for information from customers are handled willingly and courteously; information provided is consistently accurate and comprehensive and is supplied within the agreed upon time frame; Supervisor is apprised of any sensitive issues or potential problems in sufficient time to avoid serious consequences.
· Willingly assists others in a positive manner, as needed or as appropriate, or always asks for help when needed.  Keeps agreed upon commitments with others and inspires trust; establishes and maintains effective relations with others.
•      Works cooperatively within the unit with other branches to improve customer service and helps maintain an environment that
        is free of discrimination; Interaction with all personnel (supervisors, co-workers, subordinates, customers) consistently 
        demonstrates fairness, cooperation, courtesy, and mutual respect; Discusses and debates differences of opinion in a 
        professional, open-minded, and constructive manner; seeks agreement, is willing to compromise, and accepts resolutions and 
        decisions.
· Handles requests for information willingly and courteously; treats callers and visitors with courtesy, tact, and respect.
· Seeks opportunities to improve customer service.
· Keeps supervisor apprised of any sensitive issues or potential problems in sufficient time to avoid awkward or embarrassing situations (no surprises).  Few substantiated complaints are received.  
· Writes (or, for some ISD units, supports through technical input the production of) reports, manuals, memos, and instructions in clear, concise, understandable, and useful manner; (supports) oral presentations (that) are well-prepared, well-delivered and applicable to the audience; with visual aids that are of good quality and enhance the understanding of the subject matter.
· Communicates, discusses and debates in a professional, open-minded, and constructive manner where agreement is sought and compromise and resolutions are usually accepted.  
· Communicates all important job related information to supervisor and peers without prompting, giving appropriate consideration to ensure a comprehensive and effectively targeted work product.
· Provides constructive feedback to co-workers in a manner that everyone has the same access to the same information. 
· Accepts ideas and suggestions, and seeks feedback from others in a positive manner.

Optional Standards:
· Documents job-related responsibilities thoroughly, and ensures documentation is up-to-date and accessible to all interested parties.
· Conducts effective meetings using an agenda, documenting activities and actions, and distributing meeting notes in a timely fashion to the appropriate audience. 
· Agency’s mission, goals, and values are well understood an clearly communicated to customers and stakeholders through words and actions. 
· Interacts effectively with USDA, industry, and other Federal agency contacts to advance agency programs and goals.
· Seeks customer input in developing programs and services, and in program evaluation.
· Communicates with other units effectively.


	4. ELEMENT RATING (At the end of the rating period, compare the employee's performance                                                  with standard and assign an element rating.)
	|   | EXCEEDS  |   | FULLY SUCCESSFUL
       |    | DOES NOT MEET


ACCOMPLISHMENTS


CONTINUATION SHEET

	UNITED STATES DEPARTMENT OF AGRICULTURE
	PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
	1. Name (Last, First, M.I.)  
     
    
 Position Title:  
	Pay plan, Series, Grade


	Agency/Division/Branch



	APPRAISAL PERIOD

	
	
	
	From:
10-01-2012
	To:
09-30-2013

	

	2. PERFORMANCE ELEMENT
Element 5 (Describe below the duty or responsibility for which the employee is accountable and                responsible.  Indicate if the element is critical or noncritical.)
	
   | X | CRITICAL  |  |  NONCRITICAL


	
Civil Rights, Equal Employment Opportunity, and Diversity and Inclusion

Element Definition: Performs assignments in a manner that demonstrates fairness, cooperation, and respect toward 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


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

	
Required Core Standards:

•   Adheres to Agency and Departmental EEO/CR policies by creating, supporting and maintaining a workplace environment that
      is free of discriminatory bias [race, color, national origin, sex (gender), religion, age, disability, political beliefs, sexual 
      orientation, martial or family status], and reprisals; and where the workforce, customers, and business partners are treated fairly
      and with dignity and respect.  Informs the supervisor of potential workplace problems that might require intervention in order to 
      avoid grievances and/or discrimination complaints. 
•   Performs assignments in a manner that demonstrates fairness, cooperation, and respect toward 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. 
























	4. ELEMENT RATING (At the end of the rating period, compare the employee's performance                                                  with standard and assign an element rating.)
	|   | EXCEEDS  |   | FULLY SUCCESSFUL
       |    | DOES NOT MEET


ACCOMPLISHMENTS




CONTINUATION SHEET

	UNITED STATES DEPARTMENT OF AGRICULTURE
	PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
	
	1. Name (Last, First, M.I.)  
          
  
 Position Title:  
	Pay plan, Series, Grade


	Agency/Division/Branch



	APPRAISAL PERIOD

	
	
	
	From:
10-01-2012
	To:
09-30-2013

	

	2. PERFORMANCE ELEMENT
   Element 6 (Describe below the duty or responsibility for which the employee is accountable and                          responsible.  Indicate if the element is critical or noncritical.)
	
   |   | CRITICAL  | X |  NONCRITICAL


	Initiative and Service	

Element Definition:  Displays initiative that contributes to the (unit’s) productivity and positive work environment, and provides needed services within the Agency and with external partner organizations.

•SPECIAL PROJECTS
 Special projects are undertaken willingly and completed on time; final products are fully acceptable in terms of both form and 
 substance. Normal assignments do not suffer as a result of additional workload.









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

	Required Core Standard for all:
· Responds in a positive manner to special projects and/or willingly serves (or volunteers) on teams, and/or committees.  

Required only for GS-14 and nonsupervisory GS-15:
· Uses creative energy to question status quo; often initiates innovation by offering and/or recommending fresh new ideas, changes, or process improvements to supervisor and/or peers in the context of well understood Branch, Division, Agency, and USDA goals and priorities.

Optional Standards (Pick at least one):
· Initiates independent actions while weighing known risks (within the appropriate level of supervisory controls) to improve performance, efficiency and/or quality of products. 
· Offers supervisor constructive evaluation of existing programs while keeping the agency mission in focus.
· Undertakes and actively completes self-development activities as planned.
· Reviews literature and researches new technologies (or methodologies) and makes recommendations on possible applications.
· Adapts to new technologies (or proven best practices, or models) and uses technology (or models) to increase productivity and improve quality.
· When opportunities arise, contributes to the development of ERS policies by willing sharing expertise with others pertaining to assigned area of responsibility.
· Actively participates as a leader or member of committees furthering the performance of professional organizations allied with the Agency.


	4. ELEMENT RATING (At the end of the rating period, compare the employee's performance                                                  with standard and assign an element rating.)
	|   | EXCEEDS  |   | FULLY SUCCESSFUL
       |    | DOES NOT MEET


ACCOMPLISHMENTS




AD-435B 12/86  ___ Original-Official Personnel Folder,  ___ Employee's Copy  ___ Supervisor's Copy  ___ Agency Copy                                                      Page 1 of 6   

