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1. EMPLOYEE INFORMATION   
Name (Last, First, M.I) Pay Plan, Series, Grade Agency/Division       

 
From To 

 
 
Position Title 
 

2. USDA AND AGENCY OR STAFF OFFICE STRATEGIC GOALS AND MANAGEMENT INITIATIVES 
(List the current Strategic Goals and Management Initiatives) 

 

Instruction:  To determine the positions’ linkage to the ARS Strategic Plan, the supervisor/manager must click on the following 
link ARS Strategic Plan 2012 – 2017, review and identify the specific ARS Goal/Initiative of the work performed.     
 
This position directly contributes to the accomplishment of ARS Strategic Goal Number 1: Nutrition, Food Safety 
and Quality. 
 
Goal 1.1 – Enable Americans to Make Health-Promoting, Science-based, Dietary Choices: Human Nutrition. 
 
     The elements of these performance standards reflect the specific milestones, outcomes, and accomplishments expected. 
 
 

     3.  MISSION RESULTS-ORIENTED PERFORMANCE ELEMENT  

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

Instruction:  Defining the Element Title – Supervisor/manager needs to provide a summary of the duty/work 
responsibilities for which the employee is held accountable for in this element. This is the “what” you want 
employees to do. 
 
 
REPORTS RESEARCH RESULTS 
 
 
 
  

 
 

4, 
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:  Instruction: To identify the Goal/Initiative 
Supervisor/Manager should use what was 
identified in Box 2.  This demonstrates 
alignment. 
 
 
Enable Americans to Make Health-
Promoting, Science-Based Dietary 
Choices: Human Nutrition (107). 

These bullets are the existing performance standards contained in the plan.  
 
• Prepares annual reports (ARS-421) that accurately document progress 

towards meeting CRIS research objectives, milestones, outcomes and 
accomplishments, following Agency instructions for format, style and 
content. 

 
• Completes manuscripts that reflect original research and valid 

interpretations for publication in refereed journals.  Enters all 
publications, including manuscripts (scientific journal articles, semi-
technical or trade journal articles, book chapters, reviews, popular 
articles, workshop reports, symposium proceedings, etc.), books, 
monographs, electronic publications, and abstracts into the Agricultural 
Research Information System (ARIS) via form ARS-115 for approval 
by the Research Leader prior to submission. 

 
• The minimum requirement for reporting research results can be met by 

authorship on two manuscripts of original research for refereed journals.  
Manuscripts must be submitted to journal and/or other outlet and 
documented in ARIS within the rating period. 

Strategies and 
Objectives: 
 
 
  

Instruction: To identify Strategy/Objective: 
Supervisor/Manager should access the ARS 
Strategic Plan.  The Objectives identified in 
the ARS Strategic Plan are referred to as 
Performance Target. The Strategies and 
Means are found at the end of the 
Performance Targets.   
 
Objectives: (Performance Targets) 
- Conduct Research on Life Stage 
Nutrition and Metabolism 

DOE, JANE 
 
 

GS-0000-14 

SUPERVISORY BIOLOGIST 

ARS/MWA/AMES When the employee was 
placed on performance 
standards.  The period should 
cover minimal 90 days. 

http://www.ars.usda.gov/SP2UserFiles/Place/00000000/NPS/OAA/ARS%20Strat%20Plan%202012%20-%202017%20Final.pdf
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Strategies: 
- Determine food consumption and 
dietary patterns of Americans 
- Update U.S. food composition data  
- Enhance the health-promoting quality of 
the food supply  
 
 
 
 

 
• A patent application, approved germplasm release/registration 

submitted to a refereed journal and documented in ARIS within the 
rating period, or a peer-reviewed model may provide equivalency credit 
for reporting original research in a refereed journal. 

 
• With the approval of the Area Director, minimum reporting 

requirements may be modified for new hires during the first two rating 
periods, in case of personal or medical hardship. 

 
• Makes diligent efforts to pursue publication of manuscripts by 

submitting revisions within journal editorial guidelines.  Revises and 
resubmits any rejected manuscript to an appropriate journal within one 
year of the rejection notice date.  Continuously updates the status of 
unpublished manuscripts in ARIS.  Justification for not resubmitting a 
rejected manuscript is subject to supervisory review and approval.  
Resubmission of a rejected manuscript approved in a prior performance 
period does not count toward fulfilling the minimum requirement for 
reporting research in the current rating period. 

 
SPECIFIC GOAL FOR THE RATING PERIOD:  This can be 
included in this element and the supervisor/manager has the option 
to include a specific goal in any other performance element.  

 
 

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.) 
 
Supervisor/Manager address how the employee exceeded or met the expectation based on comparison of work performance against the 
established standard/expectations above.  An example of this statement would be:  the employee exceeds the above standards because he/she 
published 5 refereed journals. 
 

 EXCEEDS 

 FULLY SUCCESSFUL 

 DOES NOT MEET 

6. ACCOMPLISHMENTS: Supervisor/Manager records the accomplishments of the employee at the end of the performance year.  It is not a requirement for the 
supervisor/manager to record the accomplishments in this box: a supplemental document denoting the accomplishments is acceptable.    
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      7. LEADERSHIP/MANAGEMENT OR SUPERVISION PERFORMANCE ELEMENT 
      No. 2 (Describe below the element title and the duty or responsibility for which the employee is accountable and responsible)                                          Critical 

Instruction: Supervisor/manager needs to provide a summary of the duty/work responsibilities for which the employee is held 
accountable for this element.  This is the “what” you want employees to do (Providing a summary of duty/work responsibilities in 
optional in this section, Title of Element is mandatory). 
  
 
SUPERVISION AND HUMAN CAPITAL MANAGEMENT  

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 
This section is “how” you want the employee to perform the work duties. This is a mandatory 
standard   
 
Standards:   
- Actively creates an environment that promotes staff engagement, integration and collaboration.  Based on employee feedback and 
the data collected with the most recent FEVS, identifies both strengths and challenges related to employee engagement, 
development and satisfaction.  Works proactively and inclusively with staff members to develop and implement strategies to maintain 
areas of strength and improve engagement and satisfaction in the organizational unit.  Promotes open, candid and ongoing dialogue 
with and among the staff to develop more comprehensive and innovative insights to manage obstacles to engagement. 
 
 
 
 
 
 
Measures:  Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to conduct quarterly team meetings. This would support and demonstrate ways to engage and create an open and collaborative 
environment.   

b) Performance 
Management 

This section is “how” you want the employee to perform the work duties. This is mandatory standard  
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. 
 
Measures: Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to solicit feedback through surveys or listening sessions this would provide opportunity to close performance management skill gaps.    

c) Recruitment and 
Hiring 
(if applicable) 

This section is “how” you want the employee to perform the work duties. This is a mandatory 
standard  
Standards: 
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-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. 
 
Measures:Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to establish a diversity plan specific for the work unit, this would ensure a reflection of a diverse workforce.  

d) Retention and 
Succession Planning 

This section is “how” you want the employee to perform the work duties. This is a mandatory 
standard.  
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.   
 
Measures: Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to develop a succession and knowledge management plan for their unit to ensure all skill gaps are closed this ensures the unit is 
prepared for possible futuristic organizational changes.   

e) Cultural 
Transformation 

This section is “how” you want the employee to perform the work duties. This is a mandatory 
standard.  
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. 
 
Measures: Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to establish and implement an inclusion plan this would create a more partnering and collaborative environment. 

f) Employee 
Perspectives 

This section is “how” you want the employee to perform the work duties. This is a mandatory 
standard.   
Standards: Proactively seeks and listens to employees and objectively considers others’ ideas and opinions, even when they are in 
conflict with one’s own. 

Measures: Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to conduct a one on one session on a bi-weekly basis this would support providing opportunity to consider employees’ opinions and 
ideas.  

g) Customer 
Perspectives  

This section is “how” you want the employee to perform the work duties. This is a mandatory 
standard.  
Standards: Customers are generally satisfied with the advice given and response time to their inquiries. 

Measures: Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to create and implement a survey or chat session to gain customers’ feedback on services, products, etc. this would support and 
demonstrate if the customer is satisfied.   
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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.). Supervisor/Manager address how the employee exceeded or met the 
expectation based on comparison of work performance against the established standard/expectations above.  An example of this statement would 
be:   the employee exceeds the above standards because he/she exceeded established deadlines consistently in all identified categories.  

 EXCEEDS 
 FULLY SUCCESSFUL 
 DOES NOT MEET 

 
10. ACCOMPLISHMENTS 

 

h) Other, Agency-
specific 

This section is “how” you want the employee to perform the work duties. Example below.   
 
Standards:  
 
Keeps the Research Leader and the project team informed of research and related activities.  Develops and maintains contacts and 
positive interactions with team members, supervisors, cooperators, cooperating institutions, customers, and administrative personnel 
in a cooperative manner that ensures the mission and objectives of the research are fully communicated and that provides 
appropriate access to information associated with the project. Holds regular project team meetings to review progress of the current 
year milestones.  
 
Conducts regular staff meetings to inform the employees of the changes in Agency regulations and policies; to share progress of Unit 
research and associated problems or issues; and to seek employees’ thoughts and suggestions for improving performance.  
 
Seeks employee feedback to identify needs and expectations and considers employee perspective when making decisions affecting 
employees to develop a well-informed staff who are effective and efficient implementers of management decisions.  
 
Considers internal and external stakeholder needs and expectations in making decisions, devising solutions, and resolving 
conflicts.  Includes those that are consistent with Agency priorities in plans and commitments, and monitors for success in achieving 
results.  
.  
 
Measures: Standards and Measures are considered the same.  If supervisors/managers need to add specific Agency requirements 
for the employee to meet this should be placed in this box.  For example, if the Leader requires his/her subordinate leadership team 
to conduct quarterly team meetings. This would support and demonstrate ways to engage and create an open and collaborative 
environment.   

  
Supervisor/Manager records the accomplishments of the employee at the end of the performance year.  It is not a requirement for the supervisor/manager to record the 
accomplishments in this box; a supplemental document denoting the accomplishments is acceptable.     
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11. CIVIL RIGHTS, EEO AND DIVERSITY AND INCLUSION PERFORMANCE ELEMENT 
      No. 3 (Describe below the element title and the duty or responsibility for which the employee is accountable and responsible)                                          Critical 
 Instruction: Supervisor/manager needs to provide a summary of the duty/work responsibilities for which the employee is held 
accountable for this element.  This is the “what” you want employees to do (Providing a summary of duty/work responsibilities in 
optional in this section, Title of Element is mandatory). 
 
 
CIVIL RIGHTS, EEO AND DIVERSITY AND INCLUSION PERFORMANCE ELEMENT  
 
 
12. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.) 

This section is “how” you want the employee to perform the work duties.  Please use appropriate EEO/CR standard language 
for your Agency. 
 

• Performs all duties in a manner which consistently demonstrates fairness, cooperation, and respect toward coworkers, 
office visitors, and all others in the performance of official business.  
 

• Demonstrates an awareness of EEO/CR policies and responsibilities. 
 

• Through personal action, demonstrates support of equal employment opportunity principles in all decisions affecting 
subordinate employees which may include activities in one or more of the following functional areas: recruitment, 
interviewing, selection, training, performance evaluation, promotion, travel, awards, adverse action, and work assignments. 
 

• Advises subordinates and establishes through personal example that when addressing employees, delivering speeches, 
making public appearances, or representing the Agency in any capacity, inappropriate comments regarding race, age, color, 
sex, religion, national origin, individuals with disabilities, marital status, or sexual orientation will not be tolerated. 
 

• Is conversant on the Agency's Affirmative Employment Program Plan (AEPP) and actively participates in the 
accomplishment of goals and objectives. 
 

• Distributes to all employees with supportive comments Agency and Departmental EEO issuances.  
 

• Maintains an atmosphere of equal treatment in the work unit by discouraging discrimination of all forms. This includes 
assuring the prompt and fair resolution of all formal and informal complaints of discrimination. 

 
SPECIFIC GOALS FOR THE RATING PERIOD:  Supervisor/Manager still has the option to include specific goals in any performance 
element.  
 
 

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.) Supervisor/Manager address how the employee exceeded or met the expectation based on 
comparison of work performance against the established standard/expectations above.  An example of this statement would be:   the 
employee exceeds the above standards because he/she adhered to the unit’s Diversity Plan to ensure and promote diversity is present 
in the unit.  

 EXCEEDS 

 FULLY SUCCESSFUL 

 DOES NOT MEET 

14. ACCOMPLISHMENTS Supervisor/Manager records the accomplishments of the employee at the end of the performance year.  It is not a requirement for the 
supervisor/manager to record the accomplishments in this box; a supplemental document denoting the accomplishments is acceptable.    
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15a. 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 

X NONCRITICAL 

 
Instruction: Supervisor/manager needs to provide a summary of the duty/work responsibilities for which the employee is held 
accountable for this element.  This is the “what” you want employees to do (Providing a summary of duty/work responsibilities in 
optional in this section, Title of Element is mandatory).  
 
 
TECHNOLOGY TRANSFER, PROFESSIONAL ADVISORY & CONSULTING ACTIVITIES 

15b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.) 

This section is “how” you want the employee to perform the work duties. Example below.   
 
• Responds promptly, accurately, and in accordance with established procedures to both internal and external customers to meet their needs.  

Communicates with the customer in a courteous, respectful and professional manner and ensures that the given information is clear, 
accurate and provided within agreed upon time frames.  Examples of ways that information may be disseminated include oral or poster 
presentations, practical demonstrations, seminars, workshops, or one-on-one information exchange. 
 

• Participates in technology transfer activities in compliance with ARS P&P 141.2 that foster implementation and application of research 
results; examples include:(1) cooperates in research with industry, Federal, State, and university laboratories; (2) establishes Cooperative 
Research and Development Agreements or other types of agreements; (3) develops patent applications; (4) plays a role in organizing and 
conducting technology transfer workshops, events, and demonstration projects; (5) develops and releases technology or research data to 
other scientists and action or regulatory agencies; and (6) communicates research findings and potential impacts with trade associations, 
commodity or producer organizations and other stakeholders. 

 
• Fully informs customers and stakeholders on the mission and status of the research program as well as important advances in research.  

Provides timely, complete and accurate Agency reports and other documents when requested or directed according to Agency policy.  
Provides technical information, advice or counsel to the agricultural community and other public sectors in a professional and timely 
manner. 

 
• Participates in professional societies and technical advisory groups.  This may include presenting research, serving on committees, 

editorial boards or working groups.  Serves, as appropriate, on review panels for organizations, such as NIFA, NSF, NIH, AID, and 
BARD. 

 
• Supports Agency goals by participating in Agency, REE and Departmental activities; serving when requested, for example, on Research 

Position Evaluation System (RPES) panels, as internal peer reviewer for Project Plans or grant proposals, on special assignments, on task 
force groups, and on location committees.  

 
 
SPECIFIC GOALS FOR THE RATING PERIOD: Supervisor/Manager still has the option to include specific goals in any performance 
element.  
 

 

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.) Supervisor/Manager address how the employee exceeded or met the expectation 
based on comparison of work performance against the established standard/expectation above.  An example of this statement 
would be:   the employee exceeds the above standards because he/she is proactive in communicating research 
accomplishments and research gains: invited to serve as a keynote speaker and led multiple work groups.      

 EXCEEDS 

 FULLY SUCCESSFUL 

 DOES NOT MEET 

15d. ACCOMPLISHMENTS Supervisor/Manager records the accomplishments of the employee at the end of the performance year.  It is not a requirement for the 
supervisor/manager to record the accomplishments in this box; a supplemental document denoting the accomplishments is acceptable.    

4 
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16a. 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 

 
Instruction: Supervisor/manager needs to provide a summary of the duty/work responsibilities for which the employee is held 
accountable for this element.  This is the “what” you want employees to do (Providing a summary of duty/work responsibilities in 
optional in this section, Title of Element is mandatory). 
 
 
RESOURCES, SECURITY, SAFETY, HEALTH & ENVIRONMENTAL MANAGEMENT 

16b. STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.) 

This section is “how” you want the employee to perform the work duties. Example below. 
   
• RESOURCE MANAGEMENT 
 

• Contributes to judicious management of fiscal resources according to Agency procedures.  Ensures that resources used and research 
efforts have program and fiscal accountability that are in line with one or more project objectives. 
 

• As funds allow, evaluates and upgrades the assigned facilities, vehicles, equipment, and Information Technology (IT) capacity.  
Maintains facilities, vehicles and equipment in functional and safe condition.  Declares surplus and disposes of excess equipment. 
 

• Supports ARS and USDA programs governing engineering, real property management (USDA-REE 245.1) and personal property 
management (USDA-REE 221.1M). 
 

• Promotes synergistic sharing of equipment and facilities within and outside the Management Unit. 
 
• SAFETY, HEALTH & ENVIRONMENTAL MANAGEMENT (SHEM) 
 

• Supports applicable ARS and USDA SHEM Programs as provided in USDA-REE Manual 230.0.  Achieves and maintains 
compliance with those programs and applicable State and local requirements and standards.  

5 
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• Provides leadership, resources, training, and opportunities for employees to participate in programs related to safety, health, and 

environment (e.g., safety committee, Environmental Management System (EMS) committee, green team, etc.).  Emphasizes 
responsibilities of employees for these programs and holds employees accountable through their Performance Plan.  Actively 
promotes the establishment and work of these committees. 
 

• Supports Occupational Medical Surveillance Program (OMSP), Worker’s Compensation, and related leave policies as established by 
the ARS Human Resources Division (HRD). 
 

• Supports applicable animal use and care programs as provided in Directive 130.4 and USDA-REE 635.1 and any applicable Federal 
regulations. 

 
• SECURITY 
 

• Ensures that ARS Homeland Security requirements are met and properly documented (ARS 230) when hosting visiting scientists or 
foreign workers whether or not sponsored by ARS.  Supports Homeland Security programs relating to physical and cyber security. 
 

• Supports ARS and Area security policies, procedures, and guidelines related to the physical security and protection of employees, 
experimental materials, organisms, and facilities.  Promptly reports any security breaches and malfunctioning security equipment to 
the responsible Security Officer.  Participates in security awareness programs and actively supports the promotion of a secure work 
environment. 

 
• Supports ARS and USDA Information Systems Security Programs as outlined in 253.3- ARS and other issuances provided by the 

ARS Office of the Chief Information Officer (ARS-OCIO). 
 

• Supports applicable ARS Biosafety and Biosecurity programs as required by ARS and other relevant agencies. 
 

 
SPECIFIC GOALS FOR THE RATING PERIOD: Supervisor/Manager still has the option to include specific goals in any performance 
element.  

 

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.) Supervisor/Manager address how the employee exceeded or met the expectation 
based on comparison of work performance against the established standard/expectation above.  An example of this statement 
would be:   The employee exceeds the above standards because he/she forecast upcoming needs and obligate resources well in 
advance of end of fiscal year.  Proactively initiates paperwork for visiting scientist or foreign workers well in advance of 
timeframes to mitigate delays.  

 EXCEEDS 

 FULLY SUCCESSFUL 

 DOES NOT MEET 

16d. ACCOMPLISHMENTS Supervisor/Manager records the accomplishments of the employee at the end of the performance year.  It is not a requirement for the 
supervisor/manager to record the accomplishments in this box; a supplemental document denoting the accomplishments is acceptable.   
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19. a. CERTIFICATION OF TRAINING – This information is used for determining effectiveness of the Agency’s Performance Management System.  

(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: Identify trainings to 
improve competencies.  
  

 
 
 

    

 
Leadership Competency: 

 
 

    

 
Leadership Competency: 

 
 

    

 
Leadership Competency: 

 
 

    

 
19b DATA REPORTING FOR INCUMBENT – This information is obtained at the end of the performance year.   
(Respond to questions below and discuss with supervisor.) 

 

a) How frequently did you discuss their 
performance with your subordinate 
employees? 

 

Weekly 

 

Bi-Weekly  

 

Monthly 

 

Bi-Monthly 

 

Semi-Annually 

 

Annually 

b) You have a clear understanding of how 
your work unit contributes to the Agency's 
mission and goals. 

 

Strongly Agree 

 

Agree 
  

Neutral 

 

Disagree 

 

Strongly Disagree 

c) You have a clear understanding of how 
your Agency's overall performance is 
assessed. 

 

Strongly Agree 

 

Agree 
  

Neutral 

 

Disagree 

 

Strongly Disagree 

d) An official in your Agency provided 
guidance to you about how unit 
performance should be considered when 
deciding ratings and awards. 

 

Strongly Agree 

 

Agree 
  

Neutral 

 

Disagree 

 

Strongly Disagree 

e) The performance rating distribution in your 
organization is a fair reflection of distinctions 
in performance. 

 

Strongly Agree 

 

Agree 
  

Neutral 

 

Disagree 

 

Strongly Disagree 

f) You have a clear understanding of the 
Agency's goals and initiatives with respect to 
the scores from the Federal Employees 
Viewpoint Survey. 

 

Strongly Agree 

 

Agree 
  

Neutral 

 

Disagree 

 

Strongly Disagree 
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19c 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. 

 

 
 I participated in the development of this performance plan. If employee did not sign, state reason: 

 

 
Note:  All quarterly reviews are not required but optional.  The performance requirement is to have at least one progress review with   

the employee if the plan isn’t modified during the performance year and the final rating of record. 
 

  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Date 

 
Date 

 
Date 

 

 
Date 

 
Date 
 
 

 
Date 

 
Date 

 
Date 

 
 
 

 

  

  

Please have employee sign and check if they 
participated in the development of their plan 

 

 

 

If employee declines or is unable to sign, please provide the reason.  
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Element 

 
 

 

 
 

 

 

Successful 

 
 

 
 

 
 

 
 

 

  
 

 

Performance Appraisal 
    

 
 

From: To: 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

   

    

   

   

    

    

   

  
 

 
 
 
 

 
The Mission-Results and Supervision elements are worth 4 appraisal units, all other critical 
elements are worth 2, and non-critical are worth 1. 

REPORTS RESEARCH RESULTS (Mission Result Performance Element) 
 

4   

SUPERVISION AND HUMAN CAPITAL MANAGEMENT 4   

CIVIL RIGHTS, EEO AND DIVERSITY AND INCLUSION 2   

TECHNOLOGY TRANSFER, PROFESSIONAL ADVISORY & CONSULTING 
ACTIVITIES  
 

1   

RESOURCE, SECURITY, SAFETY, HEALTH & ENVIRONMENTAL 2   

    

    

 

X 

 

X 

X 

 

X 

          


