

GENERAL PERFORMANCE PLAN GUIDELINES
October 1, 2012 – September 30, 2013 Performance Cycle 
Northern Plains Area 


INTRODUCTION

This document provides guidelines for establishing the FY 2013 performance plans.  


FORMS
The following forms are found on the NPA website under the “Personnel” section (http://www.ars.usda.gov/Main/docs.htm?docid=16583). The webpage has a link to the latest performance plans for standard position descriptions (Center Directors, Research Leaders, Scientists, Administrative Officers, Financial Technician, Program Support Assistant, etc.).  Please ensure the performance plan you are using is the latest plan.
 
· AD-435A/B (Performance Plan, Progress Review and Appraisal Worksheet)
· ARS-48, Individual Development Plan


PERFORMANCE PLANS

This document provides guidance for establishing employee performance plans for the fiscal year October 1, 2012 – September 30, 2013.  This guidance applies to all non-SES and non-ST ARS employees and incorporates Department of Agriculture requirements.  A “Checklist for Preparing Performance Plans” that identifies performance plan requirements should aid supervisors and managers in the process and will be distributed as soon as it is received from HRD.    

1. 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 - must be established by December 14, 2012 . 

2. Performance 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’ and the Word version of these forms are on the NPA Web Page.  

3. All employee performance plans must include Alignment of Mission Area Plans to Organizational Goals in accordance with Departmental requirements.  When aligning the performance plans to the ARS Strategic Plan, ensure the current strategic plan is being referenced.  Performance plans must have at least one specific goal identified on at least one critical element. 

4. Performance Plans must contain no more than seven (7) performance elements and no less than four (4); at least one element must be designated as ‘non-critical’.

5. 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 the supervisor.  

6. 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. 

7. Obtaining the employee’s signature on the plan does not mean the employee agrees with the expectations or goals in the plan, only that performance expectations have been communicated to the employee.  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.” 

8. All performance plans 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 element and “EO/CR” addressed in the Element title. The addition of the EO/CR verbiage makes this a critical element.  Verbiage for non-supervisory employees should include the following two paragraphs as a minimum:  

· “Performs all duties in a manner which is consistently demonstrates fairness, cooperation, and respect towards coworkers, office visitors, and all others in the performance of official business.  Demonstrates an awareness of EO/CR policies and responsibilities. 

· Through personal action, demonstrates support to Equal Employment Opportunity/Civil Rights principles and policies in accomplishing assigned duties. Ensures written and oral communication are free of discriminatory bias.  Refrains from making and discourages inappropriate comments, jokes, gestures, etc. regarding an individual’s race, religion, color, age, sex, national origin, disability, or marital status when on duty or representing the Agency in any capacity.  Attempts to discourage unlawful discrimination by maintaining and unbiased atmosphere.  Displays a helpful attitude and willingness to assist persons to become a part of the workforce without regard to their race, color, sex, religion, national origin, age, disability or handicapping condition, or marital status. Reviews and adheres to the Agency/Departmental policy on the prevention of sexual harassment in the workplace.”

To determine if an employee should have a separate EO/CR Element, please see your Administrative Officer or contact Lynda Jensen in the WBSC.  


9. The OHRM has established the standardized language that should be incorporated in the “Supervision and Human Capital Management” performance element.  Please ensure that element has been updated for all GS-15 and below supervisory plans whose classification title includes “supervisory,” “officer,” or “director.”  A copy is enclosed for your reference.

10. Performance Plans for Center Directors, Research Leaders, and Administrative Officers:  Please ensure the following mandatory goal is added to the appropriate critical element for all CDs/RLs and AOs:
· Manage travel and award funds within the established limits determined by the Agency as confirmed by the Area Office (unless approved by a written waiver).

11. Performance Plans for Scientists:
· Performance Plans for Category 1 scientists should not be significantly changed from the standardized plans except for inclusion of specific goals on at least one element and inclusion of the EEO/CR language.
· Make sure you have identified within the plan any OSQR requirements for the year. 

	Suggested specific goal for Scientists who have project plan creation responsibilities during the rating year:
· Lead Scientists:  Communicates with other scientists on the project to develop a project plan acceptable to the Area Office as indicated by their submission of the plan to OSQR.  Acceptable documents are submitted to line management within designated timelines. 
· Scientists:  Communicates with the Lead Scientist and provides information as requested within the timelines set by the Lead Scientist.  



· The publication requirement is two publications.  It is our preference that no more than 2 publications are listed in the goals.  Also, we recommend that you do not list specifics (e.g. titles and authorship) of publications – just the subject matter.

12. Accountability – Performance Plan Establishment Employee Spreadsheet:
· Will be provided to the AO as soon as received from HRD.
· The spreadsheets should be forwarded to supervisors and managers to certify that performance plans are established for employees.  
· The supervisor or manager should annotate the spreadsheet with the date the plan was established.  Additionally, if a plan was not established, the supervisor must document the reason on the spreadsheet.  Should an employee not be reflected on the spreadsheet, please add the employee’s name and the date the plan was established. 
· Reminder:  A column was added to the spreadsheets to verify an IDP has been set in place.
· [bookmark: _GoBack]Completed spreadsheets should be sent to Lynda Jensen by no later than December 28, 2012 at Lynda.Jensen@ars.usda.gov.




INDIVIDUAL DEVELOPMENT PLANS (IDP)

In accordance with new USDA requirements, an IDP must be prepared for all permanent employees.  The following are a few IDP tips to remember:  

1. The IDP is not limited to just formal and on-the-job training but can also include such self-development activities as:
· Self-directed learning such as watching DVDs, reading books - related to the employee’s duties and performance.  
· AgLearn is a good source of training to identify on an IDP. 
2. The IDP does require reviewer signature.  
3. The supervisor and employee must maintain the IDP in Location files. 
4. The Administrative Officer must maintain an employee listing documenting that IDP’s are in place for all employees.  


TIMETABLE

The following are the due dates for this year’s performance plan/IDP process.

	Due by no later than…
	
Action Needed

	Dec 3, 2012
	Administrative Officers forward the Performance Plans and IDPs for the following employees to Lynda Jensen:
· Center Directors/Research Leaders and others directly supervised and rated by the Area Director
· Employees where the Area Director is the Reviewing Official 
· All Category-1 and Category-4 Scientists

	Dec 10-12, 2012
	Area Director reviews the material provided, consults with the employee if necessary, annotates and dates the Performance Plan and IDP.

	Dec 13, 2012
	Lynda Jensen returns the location packages to the Administrative Officer via overnight mail.

	Dec 14-21, 2012
	Supervisors discuss performance plans and IDPs with employees.  

NOTE:  
· Make sure a copy of completed Performance Plans and IDPs is given to the supervisor and employee.  The Area will not be maintaining file copies except for those employees directly supervised by the Area Director.


	Dec 28, 2012
	Administrative Officer forwards their Locations’ employee spreadsheet (certifying that performance plans/IDPs were established) to Lynda Jensen.

	Dec 31, 2012
	The Area Office forwards the complete Area performance plan/IDP employee spreadsheet to HRD.  
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