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MIDWEST AREA TIMETABLE

 SEPTEMBER 30, 2010 ENDING APPRAISAL CYCLE
ALL EMPLOYEES
A.
INTRODUCTION
This document provides guidelines and deadlines to be used for finalizing performance appraisals and performance awards for the cycle ending September 30, 2010.  It also provides preliminary guidelines for establishing the FY 2011 performance plans.  Please read the appraisal procedures carefully and ensure that these guidelines are followed when completing all appraisal documents. 
For FY-10 appraisals, we ask that all performance documents be sent hard copy via Fed Ex to the Area Human Resources Office.  The MWA Performance Appraisals Sharepoint site and e-mail will not be used this cycle.  
Supervisors must seek appropriate customer feedback for employees who provide customer support to a Unit or Location, such as Secretary, Program Support Assistant, Administrative Officer (AO), Location Support Staff, and Area Staff.  Supervisor’s performance documentation must show annotated evidence of the customer feedback.  
The Office of Personnel Management (OPM) is requiring agencies to track employees’ performance appraisals.  Your Employee Lists will be distributed to you in a separate email as soon as we receive them from Human Resources Division (HRD).  You will use these lists to complete employee information on the AD-435P as well as to track the status and completion of performance appraisals with dates annotating when the rating is completed (performance rating discussions held and appraisal AD-435P signed by Reviewer, Supervisor and Employee).  The annotated Employee Lists must be attached to the top of your performance packages.  An explanation must be added on the Employee Listing for employees not being rated; also add any missing employee names that are being rated.

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. 
An employee must have been in his/her position and under a performance plan 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.  
All performance ratings are to be discussed, reviewed, and signed first by the Rater and Reviewer before the rating is discussed with employee and employee’s signature applied.  This year, all Category 1 Scientists’ appraisals must be submitted to the Area Director for review prior to discussion with the employee.  This includes all SYs at the Centers.  This will ensure consistent implementation of the new SY Performance Plans throughout the Agency.  
An employee’s signature on the AD-435P only constitutes receipt of the appraisal.  An employee’s signature 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.”

Employees who have retired or separated and had a performance plan in place for at least 90 days in the rating cycle should be appraised and receive a performance award if warranted.  Employees should submit an accomplishment report before their departure. 

The dates in Block 7 of the AD-435P should reflect the full duration of this performance cycle: 10/1/2009 - 9/30/10.  Performance plans 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 of the performance plan.  

A written narrative detailing the employee’s accomplishments is required to be attached to the AD-435P.  Outstanding ratings and QSI’s must have a separate justification by the supervisor.  The employee’s written accomplishments are no longer being accepted by HRD as justification for outstanding ratings. 
All performance based awards including time off awards must be approved by the Area Director.  The MWA Performance Award Maximum Amounts Table for 2010 will be adjusted to reflect this year’s increase in pay and will be posted on the MWA Web Page under the Human Resources Section.
The procedures for doing the Detail by Author reports should be run from ARIS using the range of dates 10/01/10:09/30/10.  
B.
DUE DATES

1.
September 3, 2010 - Cutoff date for publications to be included in the documentation for current performance appraisals.  

2. October 1, 2010 – Hardcopy AD-435P appraisals for Research Leaders who directly report to the Area Director are due to Area Human Resources (HR) Assistant.  
3. October 8, 2010 – Hardcopy AD-435P appraisals for all other Area Director direct reports, employees who have the Area Director as Reviewer, and all SY employees are due to the Area HR Assistant.   
4. November 5, 2010 – AD-435P hardcopies will be returned to the AO with Area Director’s signature applied as supervisor and/or reviewer.   

5. November 19, 2010 - Deadline for completed appraisals and award nominations consolidated by Management Unit and submitted through the AO to the Area HR Assistant.  Packages must include in the following order, top to bottom:
· Employee Listing annotated with date appraisal completed or reason employee performance appraisal is not attached.  Missing employee names being rated should be added. 
· Completed and signed Original AD-287-2 award form if applicable (no copies needed). 
· Original signed AD-435P Performance Appraisal form (no copies needed). 
· Written justification included for an outstanding rating and to support a QSI.  
· Accomplishment narrative to support a superior rating and proposed award.
· Written justification for Unacceptable rating (if applicable).
· Original Performance Plan for September 30, 2010 ending cycle.

6.
November 19, 2010 – FY11 performance plans for Area Director’s signature as supervisor or reviewer.  The proposed performance plans should be included with the completed appraisal packages. 

7.
December 6, 2010 – Annotated Employee Listing submitted by AO to the Area HR Assistant documenting all FY11 performance plans are signed and in place.  
Make sure a copy of completed AD-435P for September 30, 2010 ending rating is given to the supervisor and the employee.  Supervisor and employee should already have a file copy of their 2010 Performance Plan. 

 C.
AWARDS

The Department’s and MWA Awards Policy must be used for any awards recommended this performance cycle, except where an approved Union negotiated policy is in place.  
The award forms will be processed as quickly as possible and copies will be returned to the AO for distribution and filing.  The Area must submit all appraisal/award packages to HRD by December 6, 2010; therefore, you must comply with the Area deadlines in order for us to 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 accomplishments provided for the superior 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 which can be referenced at www.usda.gov/da/employ/recog.htm .

2.
A Time Off award can be recommended for an employee in lieu of a cash award.  The pay should be calculated for Time Off award hours and should not exceed the dollar amount for performance cash awards. 

3.
Quality Step Increases (QSI) must be supported by a written justification. 

4.
The AD-287-2 award form must contain the same dates as are on the performance plan AD-435A (Block 7 of the award form).

5.
A citation must be provided in Block 11 of AD-287-2.  The following is suggested:  “This award is based upon an official performance rating of (Superior or Outstanding) for the period October 1, 2009 through September 30, 2010.”

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 just formal and on-the-job training but can also include such self-development activities as:

· Reading material related to the duties and responsibilities of the position.

· Self-directed learning such as watching videos, reading books, listening to tapes, etc., related to the employee’s performance.  
· AgLearn is a source of training to identify on an 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. 

5. The supervisor and employee must maintain the IDP in Location files. 
6. The AO must maintain an employee listing documenting IDPs are in place for all employees.
E.
GUIDANCE FOR ESTABLISHING PERFORMANCE PLANS FOR RATING CYCLE 10/01/2010 – 9/30/2011
FY 2011 proposed performance plans that require the Director’s signature as supervisor or reviewer must be submitted through the AO to the Area HR Assistant by October 8, 2010.   The RL, Lead Scientist, Scientist templates for performance plans will be posted on the MWA Website and are already posted on the PASTG site. 
This memorandum provides guidance for establishing employee performance plans for the fiscal year October 1, 2010 – September 30, 2011.  This guidance applies to all non-SES 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.    
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 but must be established by December 6, 2010. 

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 MWA Web Page.

Performance Plans must contain no more than seven (7) performance elements and no less than three (3); 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 the 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 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.” 

In accordance 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 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 so give thought to which element it is added to.   Recommended verbiage for other than supervisors should include as a minimum the following:  “All written and oral communications and interactions with all personnel (supervisor, co‑workers, external customers, etc.) is conducted in a manner which consistently demonstrates an awareness of and compliance with civil rights policies, a sense of fairness, cooperation, courtesy, and mutual respect while contributing to a productive, nondiscriminatory work environment.”   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, 2010 – September 30, 2011:

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, identify specific goals appropriate for year 1, 2 or 3, depending on their probationary status.
Employee Listings, which identify the employees of various supervisors and managers, will be provided to the AO as soon as received from HRD.  The listings should be forwarded to supervisors and managers to certify that performance plans are established for employees.  The supervisor or manager should annotate the listing with the date the plan was established.  Additionally, if a plan was not established, the supervisor must document the reason on the listing.  Should an employee not be reflected on the listing, please add the employee’s name and the date the plan was established.  Completed listings should be sent to Deb Agee no later than December 6, 2010.  The lists can be e-mailed to Deb at Deb.Agee@ars.usda.gov or faxed to (309) 681-6477.  
If you have any questions regarding the guidance in this memorandum, please contact Deb Agee at (309) 681-6633.  

