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INTRODUCTION

This is an at-a-glance tool for establishing hardcopy performance plans, conducting mid-
year reviews, and finalizing hardcopy ratings of record. All required forms and other
useful guidance and examples are contained on the NRCS Performance Management
webpage located at: http://www.nrcs.usda.gov/intranet/hrmd/PerformanceMgt.html.
This site contains: Downloadable forms to develop performance plans and finalize
ratings of record; OPM guidance on linking performance plans to organizational goals, a
list of questions and answers, a chart showing the significant differences between the
Pass/Fail and the new 5 level system; a list of NRCS performance elements and
standards, and an example of a completed performance plan and a summary rating of
record.

Under the five level performance system, a rating of fully successful represents an
employee who has met all of his or her performance requirements. The majority of
employees are likely to fall within this category. While employees may have the
perception that fully successful is just average, managers and supervisors need to
emphasize that fully successful in fact represents totally competent employee
performance. The rating categories of “superior” and “outstanding” should be reserved
for employees whose performance far exceeds what is expected for competent job
performance.

Managers and supervisors should carefully consider the appropriate form of recognition
based upon the degree and type of employee accomplishments. The Agency’s Employee
Recognition directive identifies the variety of recognition that may be appropriate.
Employees whose performance is “fully successful” may merit, for example, an Extra
Effort Award for a one time achievement during the performance year. The Performance
Recognition directive can be accessed from the performance management webpage.

PERFORMANCE WORK PLAN

Definition: A performance work plan is defined as the written document that identifies
the employee’s critical and non-critical elements and performance standards by which the
employee will be rated.

Performance Elements and Standards: Performance work plans contain critical and
non-critical elements. A performance work plan must contain at least three, but no
more than a total of ten elements. Each performance plan must contain at least one-
critical and one non-critical performance element. A performance standard should
include, but is not limited to, measurement items such as quality, quantity, cost-
efficiency, timeliness, and the manner of performance. (See a list of NRCS critical and
non-critical performance elements and standards at:
http://www.nrcs.usda.gov/intranet/hrmd/ElementsandStandards1.html).

Critical Element: A component of a position consisting of one or more duties and
responsibilities on which the employee is rated and which contributes toward



http://www.nrcs.usda.gov/intranet/hrmd/PerformanceMgt.html
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accomplishing the goals and objectives of the organization. This work assignment or
responsibility is of such importance that unacceptable performance on the element would
cause the employee’s overall performance to be evaluated at less than the “Fully
Successful” level.

Non-Critical Element: A component of an employee’s position that does not meet the
definition of a critical element but is of a sufficient importance to warrant written
appraisal and the assignment of an element rating.

Performance Standard: The management approved expression of the performance
threshold(s), requirement(s), or expectation(s) that must be met to be appraised at a
particular level of performance. A performance standard must include, under at least the
Mission Results element, a link to the agency’s strategic plan for the purpose of
establishing how the employee’s performance ties to the agency’s mission critical work.
The standard must be written to show specific performance results to be achieved during
the rated period. (See “Quick Reference for Developing Performance plans that Link to
Organizational Goals at:

http://policy.nrcs.usda.gov/scripts/Ipsiis.dl/GM/GM_360_409 D_32.pdf.

Timeframe: The normal performance appraisal period is from October 1 through
September 30 of the following year. Establish performance workplans within 30 days
of the beginning of an appraisal period; or within 30 days of appointment, reassignment,
promotion, or detail for more than the minimum appraisal period, or when the duties of
the position are substantially changed during the established appraisal period.

Forms: Performance works plans are established using Forms AD-435 (Performance
Plan), 435A (Progress Review and Appraisal Worksheet ), and 435B (Continuation
Sheet).

Signatures: The employee and rating official sign and date the performance work plan
indicating that it has been discussed, and the employee has had the opportunity to obtain
a clear understanding of expectations.

At the time the performance plan is developed, the employee also indicates knowledge
and understanding of the standards of conduct (ethics regulations) and acknowledges that
questions have been answered to his/her satisfaction by initialing the appropriate block.

Refusal to sign: If the employee refuses to sign the performance work plan at the
beginning of the appraisal period, the supervisor should note this in the employee's
signature block. The date the plan was discussed with the employee and implemented
should also be noted accordingly. Lack of the employee's signature and date on the
performance work plan does not negate implementation of the plan.

Copies: The employee is provided a copy of Forms AD-435 A & B and any additional
clarifying information. Where there is disagreement as to the content of performance
elements and standards, the rating official's decision prevails.


http://policy.nrcs.usda.gov/scripts/lpsiis.dll/GM/GM_360_409_D_32.pdf

QUICK STEPS TO ESTABLISH A PERFORMANCE WORK PLAN

Download Forms:

435 (http://www.ocio.usda.gov/forms/download/AD0435-F-11-86.pdf)
435A (http://www.ocio.usda.gov/forms/download/AD0435A-F-11-86.pdf)
435B (http://www.ocio.usda.gov/forms/download/AD0435B-F-11-86.pdf)
Complete forms 435, 435A and 435B as shown on forms below.

FORM 435

ESTABLISHING A PERFORMANCE PLAN

Insert beginning and
ending dates.

United States D of Agricult 1 Soca Seouty Mo, | 2 Position Number |3PayPian |4 Ocoup, Series
Performance Appraisal Gs 457
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FORM 435A

ESTABLISHING A PERFORMANCE PLAN

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

(Instructions on reverse)
Add Name, Pay 1. Name (Last. First, M.L) Pay Plan, Series. | Agency/Division APPRAISAL PERIOD Insert beginning and
Plan, Series, & ——DOE, JOHN E. el From [To T ending dates.
Agency. Poskon T8 Soil Consenvatioist Gs45712 | NRCS 121505 | 93005 —of

2. PERFORMANCE ELEMENT
| NONCRITICAL

N 1 | (Describe below the duty or responsibility for which the employes is accountable and . @ CRITICAL I
/OL responsible. Indicate if the element is critical or noncritical )

Add performance Add
element number. performance
element.

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

Add performance
standard.

SO0 0000000600008 SO0 000000008000 0090000000000 00000000 (X OO
4. ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard . [JEXCEEDS [ FULLY SUCCESSFUL
and assign an element rating. For instructions about documentation, see reverse.) ] DOES NOT MEET
ACCOMPLISHMENTS
Supervisor =
5. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN
and em p onee i certify discussion with the employee and receipt of plan which reflecis current position ds
Si gn and d ate Employee's Signature |Date
to establish Supervisor's Signalure | Date
performance |
3 = I
Work plan. Reviewer's Signature | Date
6. PROGRESS REVIEWS (ai least one must be completed) -
| Employee's Initials and Date | [ | Supenvisor's Initials and Date | |
L | 1 \ | ﬁ | l ‘ | ‘ ‘ 1 ; 1 ‘ '
AD-435A 12/86

This form was elecironicaliy produced by Nasional Production Services Staff



FORM 435B

ESTABLISHING A PERFORMANCE PLAN

CONTINUATION SHEET
UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET
Add Name, Pay s Insert
h 1 Name (Last, First, M.L Pay Plan, Series, | Agency/Divisi "
Plan, Series, & B " J(oa;N et Vaase [ o APPRA'Sf";OPER'OD beginning and
Agency. Poslion TBe. Sl Consesvationist GS-457-12 NRCS | 12115105 | 9/30/06 ending dates.
2. PERFORMANGE ELEMENT [ = o
No jra | (Describe below the duty or responsibilty for which the employes is accountable and B [Jormca [ Nongamc\m
/L responsible. Indicate if the element is cntical or noncritical.) |
OOOCO0CO00CCE000C00C000000000 XK COOO00000000 Check if
XOOCOCKXOOOCOOCOHIKKNHKKXK it
Insert critical or
performance non-critical.
element
number. Add performance

element information

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

KOO OO OO OO OO OO KRR HKKX
XOCOCOCOOOCOOOCOOOCOCOOCOOOCOCOOOCOOOOCCOCOOOOCOOCOOCCOOOOCOOOCOCKOOCOOKX
OGO OCCOOOOCOOCOOCHOOOOOOOOOKOOOOOOCOOCKX
KO OO R XXX

XK e 0000 0000000000

Add performance
standard information
here.

4, ELEMENT RATING (At the end of the rating period, compare the employes's performance with standard .i [JExCEEDS [ FULLY SUCCESSFUL
and assign an element rating. For instructions about documentation, ses 435A.) | ] DOES NOT MEET
ACCOMPLISHMENTS
AD-435B 12/86 Page of
This form was electronically produced by National Producton Servicas Staft




PROGRESS REVIEWS

Definition: A joint discussion between the Rating Official and the employee regarding
the employee's progress toward achieving performance standards. The review does not
involve the issuance of a rating of record. A minimum of one progress review is required
during the performance period.

Timeframe: A minimum of one progress review is required at approximately midway
through the rating cycle to discuss the employee’s current level of performance.

Form: Key points of the performance discussion should be documented on Form
AD-435A, and employees are encouraged to provide written comments on the form or on
a separate piece of paper that is then attached to the performance plan.

Signatures: Supervisor and employee initial and date item #6 on Form 435A

Copies: Give the employee a copy of Form 435A with a copy also of any additional
attachments documenting the performance review.

Unacceptable Performance: At anytime during the appraisal period that one or more
critical element(s) is found to be at the unacceptable level, the employee should be placed
on an Opportunity to Improve (OTI) plan. The purpose of an OTI is to provide the
employee with a reasonable opportunity to improve performance to the acceptable level.

The OTI form will be completed by the rating official with appropriate input from the

employee and technical assistance from the Servicing Human Resources Office. It will
be signed by the rating official and the employee indicating receipt and implementation
of the plan. The employee's signature is not required, however, to implement the plan.



QUICK STEPS TO DOCUMENTING PROGRESS REVIEWS

Download Form 435A at (http://www.ocio.usda.gov/forms/download/AD0435A-F-11-

86.pdf):

Complete form, 435A as shown on sample below.

Employee and
supervisor initial &
date to indicate that
a progress review
was conducted.

UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROG(RESS REVIEW AND APPRAISAL WORKSHEET

Instructions on reverse)

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

Pay P(L;an. Series, | Agency/Division APPRAISAL PERIOD
DOE, JOHNEE. il From T
Positon Tite S ¢, — GS-457-12 NRCS 1211505 | 9/30/06
osition 0il Conservationis |
2. PERFORMANCE ELEMENT =
No. ‘ (Describe below the duty or responsibility for which the employee is accountable and ’ @ CRIMICAL | | NONCRITICAL
*L——1  responsible. Indicate if the element is critical or noncritical.)

OO IOCOCOCOCOCOCOCOCOCOCCOCOCOCOOAACOCOCOCXHX

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

XCCOCOOOOCOCOOCOCOOCEOCOEOOCOOCOOCROEOCRRCOOXOOCOXOOOCOXROOOOCOOCCOCOCOOOOOCOKX XK
XXCOOOOOOOCACOOOOOOOCROOOOOOOCCOOOOOOOOOKAOKKKUXKHXK
YOOI IIIHXIXHOKOHKXIOIXKIHKIKXHKXOOKOXOOKXKXKXKXKKXKK

OGN0 OO0 (> QOO0

[J FULLY SUCCESSFUL

4, ELEMENT RATING (At the end of the rating period, compare the employee's performance with standard .{ [ EXCEEDS
[] DOES NOT MEET

and assign an element rating. For instructions about documentation, see reverse.)

ACCOMPLISHMENTS

A

5. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN
Sigmatures certify discussion with the employee and receipt of plan which reflects current position description
Employse's Signature | Date

S icars Sianat

P g » | Date

Reviewers Signature | Date

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

This form was electronically produced by NaSional Producion Services Staff

| Employee's Initials and Date
| | |

AD435A 12186

| Supervisor's Initials and Date | 1

Add comments here,
or on a separate
piece of paper and
attach to the
workplan.
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COMPLETING A RATING OF RECORD

Timeframe: Ratings of record should be completed within 30 days of the end of the
appraisal period.

A summary rating of record may not be given unless elements and standards were
established and communicated to the employee, and the employee served under those
elements and standards for a minimum of 90 days.

Forms: At the end of the appraisal period, the supervisor with administrative
responsibility for the employee documents accomplishments on Forms AD-435, 435A,
and 435B.

Documentation: Documentation is required for each element appraised at “Does not
Meet Fully Successful” or “Exceeds Fully Successful” level. The documentation must
show clearly and specifically how the employee’s performance exceeded or failed to
meet the fully successful standard.

Documentation is not required for elements appraised at the “Meets Fully Successful”
level, however it may be included if desired.

Weighting of Critical and Non-critical Performance Elements: The weighting of
critical and non-critical elements is built into the Decision Table through the use of
appraisal units (critical elements are assigned two appraisal units and non-critical
elements are assigned one appraisal unit). The electronic version of the Form 435
automatically totals the points received. Use the Decision Table located on the bottom
left of Form 435 to convert element ratings to the summary rating.

Decision Table: Use the appraisal unit totals to calculate the final rating of record based
upon the decision table on Form 435.

Signatures: Ratings of record must be signed and reviewed by both the rating and
reviewing officials. Ratings may not be communicated to employees prior to approval by
the reviewing official. This does not preclude discussions between supervisor and
employee about performance prior to the determination of the rating of record.

Copies: Provide the employee with a hardcopy of the final rating of record, and submit a
hardcopy of the final rating of record to your servicing Human Resources Office.



QUICK STEPS TO DOCUMENTING A SUMMARY RATING

Complete Forms 435, 435A & 435B as shown on samples below.

Critical
elements are
assigned two
appraisal units
and non-critical
elements are
assigned one
appraisal unit.
Total is
automatically
calculated when
you enter the
weights.

United States [ Socal Security Mo |2 Poaition Numier [3PayPan |4 Occup. Series
Performance Appraisal | | es 457

[50arme (Last. First, Midle tnitial) P & GraderStep o Py Lovel T Appesiasl Period
| DOE, JOHNE. 12101 | Fem gamsns ™ osrsons
|5 Oicisl Position Tits 9 Drgarizason Structure Coda

Soil Consarvationist
mMsam 11 Funding Un 12 Agency Use | 13NFC Lisa

lnxtnstions

Emlm‘o corrpimed by NFC.
d be reviewed and. i necessary, comedied.
o 11 Enter funding unit number.
Bicck 14. Enter brief description of performance slements.
| Etock 154 Check partomeance sismects dentiad

Erocks 158, 15C., 150, Rate actual pertormance by erlering
Tlor ercal eletnests and 1 for poe-critcal elements
in sppropete column

Elocks 15E, 15F, 150. Enter total of each eslumn

ok 15 Enter total from 14€, 16F and 186

Block 184
table (168}

Erecia 17 threugh 22 Sell-explanatony.

Use the Decision
Table to convert

element ratings to a
summary rating .

Supervisor,
Reviewing
Official, and
Employee
sign and date.

Fam AD-435 (11786}

154 %8 | 15C 150
14 Critical Excesds Does Mot
Performance Eleenents Element Fully Fully Meet Fuly
| e [0} Successhd ‘Succeasful
" Mission Results v | 2
3 Communication 1 |
¥ Toam Leadership v 2
T Customer Senvice > 1
* Equel Opportunity and Civl Rights 7 2
- R o I
=
e e e
=
b -
Declslon Tabie (check off Summary Rating In block 164 e ey e T
Ruating of Qutstanding ¥ 15E squsls 184 | 1] 7| ol
Rat ‘Superior If no slement i rated In 150; 15F s 1| s
::?muaeuermmm r T Pt} Lo |
o Fting of arginal§ 165 is grestar than 16E, and no critcal N I |
' ek o S |
" | 28A Summary Rating (See Dechion Tabie in 148
!Mm SES |
| Yumelmally Sutistockory borSES ) Gutstaading
| 17 Emgloyes (Chack off sppropriste box) [ Superior
fl wd - 7 FatySicvasta Check to
a0 conduct: upe Cine ] Marginal - -
bewn answered 19 my saFacton. - = :
18 Empicyee’s Signature |ate H emplayee dd not sign, stafe mason L Tanceoputie. « Indlcate
U Unsatistactory for SES
4 Minimaity Satistactory for SES Summary
o X == . o — performance
level based
21 Rpprodng Offsals o Furdng Ut I I
> T pCe] wronsesomy upon the
Pames Somamest decision table
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FORM 435A

QUICK STEPS TO DOCUMENTING A SUMMARY RATING

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

(Instructions on reverse)

1. Name (Last, First, M.L) Pay P(l;an. Series, | Agency/Division APPRAISAL PERIOD
DOE, JOHN E. e From |To i
- GS457-12 NRCS 1215105 | 913006
Position Tile o] Conservationist |
2. PERFORMANCE ELEMENT o
No.[ 7] (Descre below the dutyorresponsiity fo which the cmployes s accounableand. I | (] CRTCAL  [7] NONCRITICAL
“L—  responsible. Indicate if the element is critical or noncritical )
XHXOCKHXXXHXKKHHIKHEXKXHXKXKH XX KHHOOOCOCOCOCOCORCOCO0COCTOCOCOOCOCOOOCXIHXNHXKX
OO KX KX OCOOCOOCOCOCOCKOCOOOOCOCOCOOCOCOCOCOCOCOOCKKIKXKK
XXX XXX KKK XX IKIKNHKNK
3. STANDARD (Describe the level expected for “Fully " p . Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where applicable.)
XXX KRR KKK HK KKK AHKH XK HKIHRIHKHXHHXHKHHKHXKHXH KKK H KKK XK IO XK
OO XXX KOO KOO KXOCOCOCIKKNK
OO0 OO OO OO OO OO XA
Check box
4. ELEMENT RATING (At the crd of the rting priod, compare the employee's performance with sandard » CJEXCEEDS [ FULLY SUGCESSFUL that indicates
|f perform ance and assign an element rating. For instructions about documentation, see reverse.) | ] DOES NOT MEET |EV6| Of
; ACCOMPLISHMENTS
is above/below performance.
fully successful, )
add narrative to
explain why.
- These
5. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN sianature
i certify discussion with the employee and receipt of plan which reflecs current position description g
Employee's Signature [p=e blocks should
-
Supervisor's Signature ;Daie haVe been
| previously
Reviewer's Signature | Date
a completed.
6. PROGRESS REVIEWS (at least onie must be completed

| Employee's Initials and Date | | | Supervisor's Initials and Date | :
| | | \ | | | | | 1 l | |
AD-435A 12186

This form was electronically produced by Nasonal Production Services Staff
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FORM 435B

QUICK STEPS TO DOCUMENTING A SUMMARY RATING

If performance
above/below fully
successful, add
narrative to
explain why.

CONTINUATION SHEET
UNITED STATES DEPARTMENT OF AGRICULTURE

PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET

1. Name (Lasl, First, ML) Pay Flan, Series, | AgencyDivision | APPRAISAL PERIOD
DOE. JOHN E. Srdo From To
: S G5-457-12 NRCS 12/15/05 9130106
Position Tile  Soil Col o i | i
2. PERFORMANCE ELEMENT | =
No.| 2 |  (Dseribe beiowthe dusy or rspossibility for whichthe cmployes is socountsble nd B [ cRmoaL (K] NONCRMICAL
] responzible. Indicane if the element is enitical or ical ) |

ORI I A S AKX IOOOOOOOOOOOOOOOOO OO0
R KR R R R R X X R R oo o o S S R R R R KR KK R DK KK,

OO,
HOOCOOOOOUOOOOOUOOOOOOOOONOOOOOCONOOUCOUUOSOOOCOCOOOOOCOOOO0COOCNOONOCOOCOOOOOOOOO0NX

Check box that
indicates level
of performance.

3. STANDARD (Describe tha level expacted for "Fully Include indicasors of quality, quantity, cost efficiency, or timeliness,
where applicable. )
0 o o o o o o o o oo o o e Do e e O,
R R R R R M R X D R X K K D X X X DK D W X X DK X XK HK K,
PEECEEEEEF PP EEEP PP EECE R R CEEE PPt P e Pt Pttt Pttt e et e st e e s s st osssd
B R R R R I K K R I K D K M 0 D X D M X D X XX R A KK KKK K,
4. ELEMENT RATING (A1 the end of the rating period, compare the employee's performance with standard [[] EXCEEDS [ FuLLy SUCCEiﬁFUL
and azsign an ek rating. For ahou ion, see 435A.) [} DOES NOT MEET
ACCOMPLISHMENTS
»
»
AD438B 12/86 Page of
Tres form waa wh i N Prac,
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