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u.s. Department of Commerce

PERFORMANCE MANAGEMENT RECORD

Coverage Bureau Appraisal CycleAppraisal Year

o General Schedule

III October I - September 30From: 06/01/07
IZI Federal Wage System

o June I - May 3 I

o Wage Marine

o November 1 - October 3]
To: 09/30/07

Employee's Name:

Position Title: Gardener Pay Plan, Series, Grade/Step: WG-5003-8

Organization: J. Department of Commerce

2.N1ST

3. Chief Facilities Management Office

4. Plant Division (193.02)

PERFORMANCE PLAN CERTIFICATION
This plan is an accurate statement of the work that will be the basis for the employee·s performance appraisal.
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Pri"acy Act Statement - Disclosure of your social security number is voluntary. The number is linked with your name in the official
personnel records to ensure unique identification of your records. The social security number will be used solely to ensure accurate entry of
your performance rating into the automated record system.



PERFORMANCE PLAN AND APPRAISAL RECORD

Employee Name: .~ l~ Element No.
of 3

Cascaded Organizational Goals

Each clement must be cascaded from the DOC Strategic Goals. All Goals must be identified for each element. First, select the appropriate DOC
Strategic Goal, then list the Bureau Goal, and the SES Manager Goal to complete the cascade.
DOC Strategic Goals:

O Strategic Goal I: Provide the information and tools to maximize U.S. competitiveness and enable economic gro\\1h for Americanindustries, workers and consumers

r7l Strategic Goal 2: Foster science and technology leadership by protecting intellcctual-propeny, enhancing technical standards and advancingL.:.J measurement sCIence

o Strategic Goal 3: Observe, protect and manage the Eanh's resources to promote environmental stewardship

o Manag.cmcnt Integration Goal: Achieve Org.anizational and t\l:magement Excellence

[{] Bureau Goal:
Enhance effectiveness and efficiency of NIST staff by improving their well-being and reducing administrative requirements.

[Z] SES/Organizational Goal:

Ensures a high degree of responsiveness to organizational leadership, the public, and internal and external customers (i.e., external
contacts, staff, bureaus, Department, customer agencies, taxpayers).

Critical Element and Objective

Customer Service

To respond to internal and external customers, stakeholders, and the public.

Weighting Factor (The weight for each element should reflect the significance within the framework of the Depanmcnt's or
bureau's organization goals. Weights should not be assigned based on the percentage of time an employee spends working onthat elemen1.) F:nter the wei!!ht for this element in the adiacent hox;-+

Results of Major Activities: Identify results that need to be accomplished in support of the perfonnance element.
A minimum of 3 and a maximum of 6 measurable results must be listed.

Responses to customer inquiries for information or services comply with Plant Division standards.

Customer inquiries are acknowledged, and customers are apprised of the status of the inquiry and when to expect resolution.

Customer needs are identified, and issues are clarified in communications with the customer.

Element Weight
30

Customer expectations are managed to ensure that customers understand the type and level of service available and expected time frames.

Customer service is provided in collaboration, consultation, and partnership with customers, other agencies, and stakeholders.

Criteria for Evaluation: Supplemental Standards are required for each clement and must be defined at Level 3 perfonnance in temlS of
quality, quantity, timeliness, and/or cost-effectiveness. Attached Generic Performance standards also apply.

=\outinely responds to each customer request with factually accurate information that is consistent with Plant Division and NIST guidance and
)olicies, as well as other relevant program or technical documents.

Nork products reflect consideration of customer issues and concerns.

)ral responses to customers are usually clear, courteous and directly address issues and questions.



Employee Name:

PERFORMANCE PLAN AND APPRAISAL RECORD

jTIate j Element No.
2 of 3

Cascaded Organizational Goals

Each element must be cascaded from the DOC Strategic Goals. All Goals must be identified for each element. First, select the appropriate DOC
Strategic Goal. then list the Bureau Goal, and the SES Manager Goal to complete the cascade.
DOC Strategic Goals:

O Strategic Goal I: Provide the information and tools to maximize U.S. competitiveness and enable economic growth for Americanindustries, workers and consumers

r:71 Strategic Goal 2.:Foster science and technology leadership by protecting intellectual-property, enhancing technical standardsand advancingL:.J measurement sCIence

o Strategic Goal 3: Observe, protect and manage the Earth's resources to promote environmental stewardship

o Management Integration Goal: Achieve Organizational and Management Excellence

~ Bureau Goal:
Enhance effectiveness and efficiency of NIST staff by improving their well-being and reducing administrative requirements.

[Z] SES/Organizational Goal:

Effectively develops and executes au operating plan consistent with NIST Strategic plan.

Critical Element and Objective

Operational Results
To deliver Shop services and resources in a manner that is efficient. cost effective, safe and responsive to the needs of the scientific community,
support staff, and the NIST mission; and to maximize shop output and efficiency.

Weighting Factor (The weight for each element should reflect the significance within the framework of the Department's or I Element Wei!!ht
bureau's organization goals. Weights should not be assi/;nedbased on the percentage of time an employee spendsworking on ._that elemenl.) F.ntl."rthe wl."igiit for this I."leml."ntIn till." adiacl."nt hox=-,

Results of Major Activities: Identify results that need to be accomplished in support of the performance element.
A minimum of 3 and a maximum of 6 measurable results must be listed.

Ornamental shrubs are maintained through cultivation, weed control, inspection for disease, pruning, preparation of soil mixtures, propagation of
new plant material; and shrubs and trees are fertilized, trimmed, inspected for dead wood, and removed, if necessary.

Grass is mowed; sidewalks and curbs are edged: and trash and other debris are removed from NIST grounds.

vVildlife on campus are controlled to avoid injury to people and property.

::quipment is operated and maintained, to include backhoe, loader, forklift, riding mower, etc.

Snow and ice are removed from roadways, side walks, ramps, steps and crosswalks.

3round is excavated and later backfilled in support of repair or new installation work on underground utilities.

Criteria for Evaluation: Supplemental Standards are required for each element and must be defined at Level 3 perfonnance in temlS of
quality, quantity, timeliness, and/or cost-effectiveness. Anached Generic Perfonnance standards also apply.

-he Supervisor typically finds that:

;hrubs and trees are trimmed and fertilized in a manner that promotes healthy growth.

:hemicals used to fertilize shrubs and trees, or for snow and ice removal, are used according to manufacturer's instructions and handled in a safe
1anner. Daily, trash and other debris, i.e. dead wood and/or animals, are removed from the site. Wildlife are managed according to all permits
;sued by the State of Maryland.

It the beginning of each work day, the equipment operation check list is accurate and complete. Daily, tools and equipment are regularly
laintained, clean, safe and properly stored.

he length of work delays and problems on the job site are minimized due to the employee bringing issues to the Supervisor/Work Leader's
tlention within one (1) work day.

Itility excavations are regularly performed without disrupting other buried utilities in the immediate vicinity.



Employee Name: .

PERFORMANCE PLAN AND APPRAISAL RECORD

jIJate ]Element No.
3 of 3

Cascaded Organizational Goals

Each clement must be cascaded from the DOC Strategic Goals. All Goals must be identified for each element. First, select the appropriate DOC
Strategic Goal, then list the Bureau Goal, and the SES Manager Goal to complete the cascade.
DOC Strategic Goals:

D Strategic Goal I: Provide the information and tools to maximize U.S. competitiveness and enable economic growth for Americanindustries, workers and consumers

r::7l Strategic Goal 2: Foster science and technology leadership by protecting intellectual-property, enhancing technical standards and advancingL.:..J measurement sCience

D Strategic Goal 3: Observe, protect and manage the Earth's resources to promote environmental stewardship

o Management Integration Goal: Achieve Organizational and Management Excellence

o Bureau Goal:

Enhance effectiveness and efficiency of NIST staff by improving their well-being and reducing administrative requirements.

[2] SES/Organizational Goal:

Foster a safe and secure work environment for all employees with an on-going focus on safety, health and security issues.

Critical Element and Objective

Safety
To promote safe and healthful work practices and conditions in the Shop's work environment.

Weighting Factor (The weight for each element should reflect the significance within the framework of the Department's or
bureau's organization goa1s. Weights should not be assigned based on the percentage of time an employee spends working onthat elemenl.) Enter the wei!!lit for this element in the adiacent hox;-+

Results of Major Activities: Identify results that need to be accomplished in support of the performance element.
A minimum of 3 and a maximum of 6 measurable results must be listed.

::mployee is trained in safety related matters.

::mployee's work is performed in a safe manner.

" safe work environment is maintained.

Jnsafe work conditions and/or practices are reported and/or corrected.

Criteria for Evaluation: Supplemental Standards are required for each element and must be defined at Level 3 performance in terms of
quality. quantity. timeliness. and/or cost-effectiveness. Attached Generic Performance standards also apply.

'he Supervisor typically finds that:

Element Weight
30

'he employee receives a minimum of four (4) hours of OSHA endorsed safety training; and the employee applies OSHA related knowledge when
liscussing Job Hazard Analysis of work assignments in Shop safety meetings.

'ools and equipment are assessed to ensure they are in proper working condition.

'he work area is safe and free of obstacles that could endanger self, others or property.

·he appropriate Personal Protective Equipment (PPE) and safe work procedures are utilized.

he employee reports safety incidents, unsafe working conditions, and/or the improper use of PPE verbally to the Supervisor or to the Plant Division
,afety Representative within one (1) work day.



CD-430(d)

Employee Name:
.--- --._--

PERFORMANCE SUMMARY RATING0

List each element in the perfonnance plan.
0

All elements are critical.
0

Assign a rating level for each element:
0

(5) LevelS (highest level of perfomlance); (4) Level 4; (3) Level 3; (2) Level 2; (I) Level I (unacceptable performance)
0

Score each element by multiplying the weight by the rating level.
0

Interim ratings should be considered when you prepare the final summary rating.
0

After each element has been scored. compute the total point score by adding the individual scores.
0

Rating officials must provide either an overall narrative justification of the summary rating or a wri"en justification for each
element rating.. A wrinen justification is required for any clement rated below Level 3 .

Performance Element

Individual Weights
Element RatingScore(Total must equal 100)

(5.4.3.2, I)

1. Customer Service

300

2. Operational Results

400

3. Safety

300

00TOTAL SCORE

0

PERFORMANCE RATINGDLevel5

D Level 4OLevel3oLevel 2DLevel I
(470 - 500)

(380 - 469)(290 - 379)(200 - 289)(100 -199)

Rating Official's Signature/Title

Date-
---

Approving Official's Signature/Title

-Date

-

----

r ,. -- ...•-,
Employee's Signature (indicates appraisal meeting held)

Employee comments attached?Date

DYes

DNo

PERFORMANCE RECOGNITION
D Performance Award S

(%) Appropriation Code
DQSI (LevelS Required)

Ra.ting Official's Signature/Title

Date-
- -

Approving Official's Signature/Title

Date-
--- -- --

I

i


