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	  U.S. Department of Agriculture
Senior Science and Technology Service Performance Evaluation Plan

	Employee Name (Last, First, MI):

	Agency:

	Series and Salary:


	Position Title:

	Date Entered SSTS:

	Evaluation Period Dates (From/To):


	Plan Development:  Signatures certify that the rating official has developed the performance plan in consultation with the employee and has discussed the final plan with the employee.  The discussion occurs at the beginning of the performance period.  The rating official provides the employee a copy of the plan.

	Rating Official’s Name and Title:
Rating Official’s Signature:
	Date:  

	Employee’s Signature:

	Date:

	Reviewing Official’s Name and Title:
Reviewing Official’s Signature:
	Date:

	Progress Review:  Signatures certify that one mandatory progress review was completed within the appraisal period.

	Employee’s Signature and Date:

	Rating Official’s Signature and Date:

	Employee’s Signature and Date:

	Rating Official’s Signature and Date:

	Performance Rating (Check One):  The Rating Official must check the performance rating level determined using the Element and Summary Rating Guide.

	[bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6][bookmark: Check7]|_|  Outstanding       |_|  Superior      |_|  Fully Successful      |_|  Minimally Satisfactory     |_|  Unsatisfactory


	Rating Official’s Name and Title:
Rating Official’s Signature:

	Date:

	Reviewing Official’s Name and Title:
Reviewing Official’s Signature:

	Date:

	This evaluation has been discussed with me and I have been given a copy.  I am aware that if I disagree with my rating and decide to submit a narrative response indicating so, it must be submitted in writing within 5 calendar days of receipt of my evaluation.  Signature does not constitute agreement or disagreement with the rating.

	Employee’s Signature:

	               
	Date:
	[bookmark: Check8]|_|  Employee Written Response Attached (only if disagreement occurred)

	Performance-Based Recommendations (Check all that apply):  *Attach written justification for recommended actions based on performance evaluation, briefly summarizing any managerial and program accomplishments and impact on the Department or Agency.

	[bookmark: Check10][bookmark: Check11]|_|  Retain  |_|  Reassign 
[bookmark: Check12]|_|  Remove  
	[bookmark: Check13]|_|  Performance Award:
Accounting Code:                             
	[bookmark: Check14]|_|  Base Salary Increase to:  $
Indicate Total Percentage:

	Agency Head or Under Secretary Signature:

	Date:

	5. PRB Recommendations (Check all that apply):  Indicate the performance rating and performance award and/or pay recommendations resulting from the review board.  If the review board’s recommended rating differs from the initial performance rating, the Board must provide a written statement identifying specific elements where there is disagreement and rationale for recommendation.

	[bookmark: Check16]|_| Concur with Initial Rating:       
	|_| Outstanding  |_| Superior |_| Fully Successful  |_| Minimally Satisfactory  
|_| Unsatisfactory

	[bookmark: Check17]|_| Change Summary Rating To:
	

	|_|  Retain |_|  Reassign  
|_|  Remove  
	|_|  Performance Award Amount:                            
	|_|  Base Salary Increase/Decrease to:  $
Indicate Total Percentage:     %

	Chairperson’s Signature:
	Date:


	Secretary’s Approval:  Signature below indicates approval of final rating and performance-based recommendations.

	I concur with the PRB Recommendations 

	Secretary’s Signature:

	Date:



	Element and Initial Performance Rating Guide

	Critical Element Rating Level Descriptions:  Element ratings are to be based on (informal and formal observations of performance and behaviors) during the evaluation period.  The following five level rating scale is to be applied to each critical element at the end of the evaluation period.

	Outstanding:  At the outstanding level of performance, the employee achieves and completes all critical element requirements in an exemplary manner.  An outstanding rating exemplifies the highest level of performance that might be expected, and is characterized by both organizational accomplishment and personal achievement.  The outstanding level is representative of the employee’s influence on the organization through innovative and effective management practices and procedures, noteworthy program implementation, success in building partnerships and coalitions, demonstrative responsiveness to internal and external customers, and outstanding management of resources.  The employee’s performance reflects measurable and lasting improvements in organizational performance.

	Superior:  At the superior level of performance, the employee demonstrates consistently excellent performance, where the majority of element requirements exceed the fully successful level.  The employee has demonstrated more than effective performance of essential requirements, has had a positive impact on mission accomplishment, and has enhanced the performance of self and others.

	Fully Successful:  At the fully successful level of performance, the employee meets expectations and demonstrates sound and solid performance, where all critical element requirements are completed in a satisfactory manner and the employee has performed effectively.  The employee has contributed to organizational goals and achieved meaningful results.

	Minimally Satisfactory:  At the minimally satisfactory level of performance, the employee only partially meets element requirements for the fully successful level, and has been marginally effective.  This level of performance, while demonstrating some positive contributions to the organization, shows notable deficiencies.

	Unsatisfactory:  At the unsatisfactory level of performance, the employee does not meet performance requirements, and performance deficiencies resulted in demonstrable negative consequences for the organization.  The employee is not willing or not able to perform the essential performance requirements.

	Assignment of Critical Element Ratings:  The appropriate rating for each element MUST be indicated below by marking with an “X”.  These element ratings must be used to determine the employee’s initial summary rating.

	Element 1  |_| Outstanding   |_| Superior   |_| Fully Successful  |_| Minimally Satisfactory  |_| Unsatisfactory

	Element 2  |_| Outstanding   |_| Superior   |_| Fully Successful  |_| Minimally Satisfactory  |_| Unsatisfactory

	Element 3  |_| Outstanding   |_| Superior   |_| Fully Successful  |_| Minimally Satisfactory  |_| Unsatisfactory

	Element 4 (Supervisory)     |_| Outstanding   |_| Superior   |_| Fully Successful   |_| Minimally Satisfactory 
[bookmark: Check18]|_| Unsatisfactory   |_| N/A

	Element 5 |_| Outstanding   |_| Superior   |_| Fully Successful   |_| Minimally Satisfactory   |_| Unsatisfactory   

	[bookmark: Check19][bookmark: Check20][bookmark: Check21][bookmark: Check22][bookmark: Check23][bookmark: Check24]Optional Element  |_| Outstanding   |_| Superior   |_| Fully Successful   |_| Minimally Satisfactory   |_| Unsatisfactory   
|_| N/A

	Converting Element Ratings to Initial Performance Rating and Rating of Record:  The employee’s initial performance rating and rating of record is determined using the table below.  The Leading Critical Priorities element has the greatest emphasis for measurable results.  After each element rating level has been determined, the supervisor will assign the initial performance rating by applying the following descriptions.

	|_|  Outstanding
All critical elements rated outstanding.
	|_|  Superior
Leading Critical Priorities is rated superior or above and other elements are rated fully successful or above.
	|_|  Fully Successful
Leading Critical Priorities is rated fully successful and other elements are rated fully successful or above.
	|_|  Minimally Satisfactory
One or more elements rated minimally satisfactory.  No elements rated unsatisfactory.
	|_| Unsatisfactory*
One or more elements rated unsatisfactory.   

*Attach a written justification for recommended actions based on evaluation, summarizing performance deficiencies and actions that were taken to help improve performance.





Strategic Alignment – USDA employees are accountable for supporting the mission of the Department and their Agency in providing leadership in food, agriculture, natural resources, rural development and related issues based on sound public policy, the best available science, and efficient management.  This plan identifies the critical elements and establishes performance requirements for each element which align with the mission, goals, and organizational objectives.  The Department’s Strategic Goals are stated below.  Agencies should indicate their relevant Strategic Goals and/or Management Initiatives in the space provided below.

USDA Strategic Goals 2014-2018:

1. Assist rural communities to create prosperity so they are self-sustaining, repopulating, and economically thriving.
2. Ensure our national forests and private working lands are conserved, restored, and made more resilient to climate change, while enhancing our water resources.
3. Help America promote agricultural production and biotechnology exports as America works to increase food security.
4. Ensure that all of America’s children have access to safe, nutritious, and balanced meals.
5. Create a USDA for the 21st century that is high performing, efficient, and adaptable. 

Agency Strategic Goals and/or Management Initiatives (These will be used to show linkage in Critical Element #1):   
· 
· 
· 


	Critical Element 1.  Leading Critical (Mission/Agency) Priorities (accounts for 60% of the performance rating)

	Agency Goals/Objectives for current FY:  Measures the employee’s leadership or management in the development and implementation of science- and technology-led program initiatives, including goals and objectives in the Agency Strategic, Operating, Program, and/or Business Plans. 

Instructions:  For the performance requirement (must have at least one and may have more than five) describe the measurable or tangible outcomes, milestones, or targets that will contribute to the organization.  For the strategic alignment, cite the applicable Agency priority, goal, or objective that each performance requirement aligns to.  The employee will be accountable for accomplishing these measures during the appraisal period and is expected to address them in their annual accomplishment report.  

This is the core element that attributes to organizational goals and accounts for at least 60% of the summary rating and drives the rating above the Fully Successful level.

	Performance Requirement 1:








	Strategic Alignment:



	Performance Requirement 2:








	Strategic Alignment:



	Performance Requirement 3:









	Strategic Alignment:



	Performance Requirement 4:








	Strategic Alignment:



	Rating Official Narrative (Provide a brief narrative for critical elements rated Outstanding or below Fully Successful):








	
Critical Element 1 Rating

	Outstanding
	Superior
	Fully Successful
	Minimally Satisfactory
	Unsatisfactory

	
	[bookmark: Check30]|_|
	[bookmark: Check31]|_|
	[bookmark: Check32]|_|
	[bookmark: Check33]|_|
	[bookmark: Check34]|_|




	Critical Element 2.  Professional Advisory Leadership

	Measures an employee’s success in cultivating internal and external partnerships with academia, public, and private entities in their scientific, technical, or professional discipline to foster the implementation and application of USDA’s scientific or technological efforts

	Performance Requirements:  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 information is clear, accurate and provided within agreed upon time frames.  Examples of ways that information may be disseminated include oral or post presentations, practical demonstrations, seminars, workshops, or one-on-one information exchange.    

Keeps the Director 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.

Assures customers and stakeholders are fully informed 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 and encourages Unit scientists to participate as a member of professional societies and technical advisory groups.  This may include presenting research, serving on committees, editorial boards or working groups.  Participates and encourages scientists to participate, as appropriate, on review panels for organizations, such as [  ].

Supports Agency goals by personal participation and by encouraging the Unit’s employees to participate in Agency and Departmental activities; to serve 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 location committees.

Customer Perspective:  Consults and collaborates and builds partnerships with agencies and other stakeholders, and takes decisive actions in accordance with law, regulation, and Department policy.  Shares efforts with other units to improve overall Department performance.  Systematically listens to customers and gathers their feedback, actively seeking to identify their needs and expectations, and effectively communicating those needs and expectations to employees.


	Specific Agency Goals for Element 2 (optional):









	Rating Official Narrative (Provide a brief narrative for critical elements rated Outstanding or below Fully Successful):








	
Critical Element 2 Rating

	Outstanding
	Superior
	Fully Successful
	Minimally Satisfactory
	Unsatisfactory

	
	|_|
	|_|
	|_|
	|_|
	|_|





	Critical Element 3.  Security, Safety, Health and Environmental Management

	Measures an employee’s management of the Agency’s mandatory security, safety, health, and environmental management policies and procedures that are required when performing scientific or technological work and when hosting visiting scientists or foreign workers.

	Performance Requirements:  Communicates to staff members the importance, rationale, and necessity of Safety, Health, and Environmental Management (SHEM) responsibilities; ensuring the development of required plans and other materials; ensuring the documentation of compliance through required reports; and taking steps for abatement projects or remedial measures as required for functionality or compliance with statutes and regulations.

SECURITY

Ensures that [  ] Homeland Security requirements are met and properly documented when hosting visiting scientists or foreign workers whether or not sponsored by the [Agency].  Supports Homeland Security programs relating to physical and cyber security.

Supports [Agency] 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 [Agency] and USDA Information Systems Security Programs as outlined in [  ] and other issuances provided by the [Agency] Office of the Chief Information Officer.

Supports applicable [Agency] Biosafety and Biosecurity programs as required by [Agency] and other relevant agencies.

SAFETY, HEALTH AND ENVIRONMENTAL MANAGEMENT (SHEM)

Supports applicable [Agency] and USDA SHEM Programs as provided in USDA-[  ] Manual [  ].  Achieves and maintains compliance with those programs and applicable State and local requirements and standards.

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 Agency.

Supports applicable animal use and care programs as provided in Directive [  ] and USDA-[  ] and any applicable Federal regulations.

As applicable, ensures that the Annual Resource Management Plans (ARMPs) reflect needs and budgets for safety, health, and environmental requirements, such as facilities, equipment, clothing, personnel monitoring, and training.

	Specific Agency Goals for Element 3 (optional):






	Rating Official Narrative (Provide a brief narrative for critical elements rated Outstanding or below Fully Successful):





	
Critical Element 3 Rating

	Outstanding
	Superior
	Fully Successful
	Minimally Satisfactory
	Unsatisfactory

	
	|_|
	|_|
	|_|
	|_|
	|_|



	Critical Element 4.  Supervision and Human Resources Management 

	Required only for an employee officially designated as a supervisor in their position description.  Measures an employee’s leadership and management of human resources and performance management activities to accomplish assigned responsibilities and to achieve the Agency goals.    

	Performance Requirements:  Organizational goals, objectives, priorities, work assignments, and deadlines are clearly communicated to employees.  Resources and priorities are adjusted to meet workload demands.  Human Capital initiatives and strategies (e.g., performance management system changes, workforce and succession planning) are implemented in accordance with Departmental and Agency policy.  Employees are encouraged to participate in employee surveys to assist the organization in measuring organizational health, morale, and satisfaction.  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.  

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.  

Supports the Agency/Area FEVS efforts to improve employee engagement, development and satisfaction.

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.


	Specific Agency Goals for Element 4 (optional):





	Rating Official Narrative (Provide a brief narrative for critical elements rated Outstanding or below Fully Successful):








	
Critical Element 4 Rating

	Outstanding
	Superior
	Fully Successful
	Minimally Satisfactory
	Unsatisfactory

	
	|_|
	|_|
	|_|
	|_|
	|_|



	Critical Element 5.  Civil Rights

	Measures an employee’s adherence to carry out civil rights responsibilities in accordance with current civil rights laws and regulations.

	Performance Requirements:  Ensures civil rights compliance in all applicable programs; creates an environment where individuals from diverse backgrounds feel respected, recognized and valued; are held accountable for maintaining a work environment free of bullying, sexual harassment and discrimination as prescribed by Departmental and Federal civil rights regulations and laws; and utilizes outreach strategies when applicable to network with minority organizations and institutions as well as advocates for women, minorities, and persons with disabilities.

	Specific Agency Goals for Element 5 (optional):




	Rating Official Narrative (Provide a brief narrative for critical elements rated Outstanding or below Fully Successful):

	




	
Critical Element 5 Rating

	Outstanding
	Superior
	Fully Successful
	Minimally Satisfactory
	Unsatisfactory

	
	|_|
	|_|
	|_|
	|_|
	|_|



	(Optional) Critical Element 6.  

	The rating official may add a program/position-specific critical element that the employee is expected to accomplish during the evaluation period.  Since the optional element is designated as “critical,” any “Unsatisfactory” performance in this element would result in an overall “Unsatisfactory” rating.  Therefore, if a program/position-specific element is used, the duties and responsibilities should be important to the position.  NOTE:  At the option of the Secretary or Chief Scientist, this optional element may be used to address a priority as deemed necessary.    

	Performance Requirements:  The performance requirements in this element are expressed in terms of narrative expectations.  Meeting the requirements below constitute meeting the “Fully Successful” element level.  
Agency-Specific Performance Requirements (should be described using clear and credible measures, e.g., quality, timeliness, and/or cost effectiveness):








	Rating Official Narrative (Provide a brief narrative for critical elements rated Outstanding or below Fully Successful):








	
Critical Element 6 Rating

	Outstanding
	Superior
	Fully Successful
	Minimally Satisfactory
	Unsatisfactory

	
	|_|
	|_|
	|_|
	|_|
	|_|
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