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2011 Department of Homeland Security Performance Plan and Appraisal

Each core competancy is weighted equally and, together, makeup 40% of the overall performance rating. The performance goals
makeup the other G0% of the owerall performance rating and appeat wunder the Performance Goais section of this documant.

e 5 - Achieved Excellence, The eimployee performed as descnbed by the “Achieved Excellence” standards.

+ 4 - Exceeded Expectalions. The employee pérformed at a level between "Achieved Excellence” standards and the “Achieved
Expectations” standards.

» 3 - Achieved Expectations. The employee parfarmed at a5 destribed by the "Achieved Expactations” standards.

s 1 = Unagceptable. The employee performed below the "Achieved Expectatinns” standards; corrective acnion (5 required,

Core Competency 1: Multitasking

Accomplishes high volumes of work with gaily ana lang term priorities. Shifts among job tasks with competing pricrities.
Operates within project deadlines.

Performance Standards

«  Achieved Expectations completes dany tasks, thal picasionally Rave compeling priorities, efficlently and
effectively; end products are typically error-free hut may require revisions. Demonsiiates atmlity to work on and
complete multiple tasks; shifts the focus of work ¢ffares readily (6 meat deadhnes. Lndarstands issnes, analyzes
dala and makes decisians utlizmg multiple and simultaneous sources ol nformational input

»  Achieved Excellence campleres routine and non. routing 1asks that frequently have compering prioritisg,
elhiciently and elfectively; offers suggestions on haw Lo restructure tasks 1o oummize contlichng poonbies.
Dernonstrates consistent abihty ta wark an and compiete multiple Lasks woth conllighng deadlimes and seeks out
additianal tasks; romglates projects an or prior ta their assigned gdeadhngs on s consisient basis. Understands and
anticipates issues, analyzes data and makes effective, aceurate and timely decicions utilizing multiple and
simultanéaus saurces af mlanmatianal npul; praposes solulions to management.

Care Competency 2: Flexlhillty

Welcomes change and new infarmatan, deas, and strategies. Adapis work methods in response 1o new informaton,
unexpacted obstacles, and changing conditions, Adjusts rapdly 1o new situations warranting stiznhon and resolution.
Develaps contingency plans to ensure abjectives an be met

Performance Standards

« Achieved Expectations Demonsirates an gpen allilude [0 thange, new inlormation, ieas, and siralegigs;
regrparates new inforenation into work. Modifies behavior or wark methods appropnotely o resporse o new
intgrmation, changing condiigas, or ynexpected gbstadles 10 mamtam performance. Accomplhishes all responsiylities
desprte ungxpected change and abistacles.

» Achieved Excellence Qcmonstrates an open atttude to thange, new infermation, ideas. and siralegmes;
INCQrporates new NGemMation into work with @ positieg atniuge sng serves a5 an active chanmpion 6F change 10 hixlp
others gquickly assrrilate and adapt. Madihies behaviar or work methods rapidly and appropriately in resppnse (o new
INfgrrn ation, CRANGING Londaions, aF uaexpected oDSTaCles 10 Daintdin OF SMErove periomanee and entourages pears
to dit the samme. Accamphshes all responsibilives despite unexpecled change and obstacles and consistently
volunteers seracas, an shaort or imired noicd, (o meet unexpecied (hallpnges, circumsIanges, anisor situations.
Recognizes situations in which change would have a positive anpact on the work ot and/for TSRS performance and
makes workaltle recommendations.
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2011 Department of Homeland Security Performance Plan and Appraisal

Core Competency 3: Decision Making

Applies policies, directives, and regulations that refate to 1SA operalions and programs when making decisions. Ensures that
activities, services, or products reflect organizational goals and objectives. Adjusts pricrities to respond to pressing and
changing needs. Adapts work metheds in response to new informalion and changing conditions.

Performance Standards

- Achieved Expectations Makes sound and informed deciziens from available date. Analyzes information,
considers isswes, weighs altermative solutions and makes decsions 0 advance of deadlines with appropriate
supervisary guidance, Uses TSA'S SQPs, direclives, and policies effecnively 10 make accurate decisions, Takes
respansibility for own decisions and effectively explaing the logie used i making those decisions. Distinguishes
releyvant Trom irrelevant information; differentiates netween rouine and complex sitvatiohs that require decisions;
seeks supervisory guidance when appropriate,

+« Achieved Excellence Makes consistently sound decisions when data is Imited or unavailable and when faced
with adverse and polentially thieatening situatians and/on govironments: meniors others effectvely in making sound
decisions. Analyzes information, cansiders 1ssues, weighs aliernative solutions and makes decisions in advance of
deadlines with imited guidance; considers the costs and benelis of different approsches when making decsions.,
Uses TSA's S0Ps, dirertives, and policies effectively to make arcurate decisinns; recngnizes implications aof those
decisions; collects addional data to support the deqsion made it necessary, Takes responsibility far own decisions
and effectively explaing the lagic used in making those decisions! documents allernative approaches and the impact
of the decisions; seeks the mput and nterests of thase allgcled when resohang problems. Bistinguishes relevant
from irrelevant information; dentifies and analyzes underlying canses of issues o make decisiens for the resalution
of routine and accasionally complex problems,

Core Competency 4: Prablerm Solving

Idenniftes the existence of prablems that impede accamphshing tasks, Researches the cause of problems and offers a variety
of solutions to resolve problems. Explores new ways to accomplish tosks. Ieplements selutions 1o problems o ensure
campletion af affected tasks.

Perfarmance Standards

»  Achleved Expectations Uses logic ta dentfy alternativis 1o solve roulne problems that exist in Ine
perfarmance of awn job, Notifies apprapriate ndividuals of the existence of problems in a nirmely manner 10 avod
delays. Provides input to the solutions of poablerns by gathering and applying informstion rom standard materials o
saureed, AsTEts with iciplementing a3signed changes to procedures,

«  Achieved Excellence uses logic consistently w idenlily alternatives 1o solye dfhoult pioblems that may allgtt
the efficiency and performance of own work unit, Anticipates problems and dentfies and evaluates polential sources
ol informangn; generates alternatives to salve problems where precedents may nol exist; distinguishes hetween
relevant and irelevant infarmgtion, Researches the root cause of nen-standard problems; suggests methods for
implementation of changas tg pracedures thal ¢an be accomplhished m a tmely manner, |mplements (he (hanges (o
procedures in own work umt i g tinely manner
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Core Competency 5: Communication

Listens aclively and attends to non-verbal cues when communicating with others. Provides information on products, services,
resources, of oppoartunities, as applicable. Explains, defends, or justifes decisions, recommaendations, and findings.
Discusses results, problems, plans, suggestions, terms, or conditions wilh aihers.  Persuades others Lo take a particular
course of action or to accept findings and recommendauons. Acts pflectvely as a liaison belween work unil and customers.,
Prepares raports, briefs, and studies. Explains techncal or athee complex infarmation,

Performance Standards

» Achieved Expectations communicates relevant information and explanations 1o others clearly and
concisely, Takes the audience and nature of the situaton inlo account when exchanging information, Listens
attentively to others and asks clarifying questians to ensure own understanding. Responds positively 10 constructive
criticism and assumes responsibility for any factual rears o1 poussions. Develops organized swedies, reports, and
briefs that convey technical or other informatian in a manner appropriate fo the audience, Produces documents that
adequalely address Lhe topics of concern, Provides complete, talared, nmely, acuonable, and validated tevionism-
related information at the level or ¢vals necessary to address the needs ol imtormation sharing enwironment users,
as apphcable. Collaborates with athers and identfies impediments or improverments 10 infermation sharing among
Fadersl, Senior Leadarstun Team, private sector, and foregn partrers, as spphcably. Kegps sustormsrs andlor
colleagues informed of changes 1o procedures, databiases, and access procedures that enhanda infermalion shanng,
as apphtatle,

- Achieved Excellence communicates relevant idormation and explanations 1o plhers claarly and concisely so
that @ particular course af actian or recammendabon 5 accepted. Takes the audience and natuee of the situation into
account when exchanging mformanon; exhibits an awareness of the impact of own words, actinns, or decisions on
others and the selective impartance of varous sgues 1o distinct groups, Listens attantively te others, asks clarifying
queslians to ensute ewn understanding with regard e the impact of management decisions, and communicates
perspectivad to management. Respands pasitively po Constroctivie Concism and assumes resnonsibilivy for any factoal
rracs gr amissions; provides guidance to individuals who respond negatively 10 coticism or peed claribicalion on
purpase of caticsm. Develaps cansistently well-argamzed studies, reports, and brefs that convey techrical or other
complex infgrmation 1 an electiva manner appropnidte £ the dudience wath minimal need for reviswon,. Produtes
well-writren documents thae succinctly addrass the tapics of concern and containg background information suflficient
W usily reLammandalons ond dedsgns; ¢xplores varmrus Allernatives, ond prisents wel-documentet conclusiong
or findings. Explaing pragram nfarmation ar pracedural matters effectively and provides addimional inlormanon in
anticipation of quastions o related concerns, Rewiews work of athers,

DHS Form 3235 {09/09) TSA Hometand F.1 Supy Page 4 of 13

TSA 15-00014 - 009941



2011 Department of Homeland Security Performance Plan and Appraisal

Core Competency 6: Technical Proficiency

Demonstlrates and applies relevant knowledge and skills to perform work 1 accordance with apphcable guidelnes, Uses
appropriate and available techoology or teals to perform work acovities. Demonstrates an understanding of the organization’s
missior, functions, and systems including Lhe application of standard securiy proceduies. Acguires, develops, and maintains
relevant and appropriate job skills through training or ather oppartonities [or learning and development. Gathers andsor
analyzes data or information relevant to security issues. Veriies accuracy, completeness, and/or authentitivy of intormation
in documants, reports, and records,

Performance Standards

» Achieved Expectations Successfully applies basic knowleoge and skills {including use of tachnalogy and tools)
to perform maore rauting Assigaments for their accupatiansl specialty under close supervision. Dermanstrates a hasic
ungerstanding of the arganizalion's mission, (unctians, values, and relevant podicies? procedures (Lo oclude, as
appropriate, rasponsibilines tward the pratection af ¢assined natonal secuiity nfarmation) carries out Basic tasks in
accordance with these, As directed, develops jobs skills that facilnates achieving results. Gathers sufhicient data to
ascertain the essential facts required to complete assignments. Ensures thal inlarmation collected is complete,
accurale, and sulficiently well-arganiZzed Lo be readily retrievable and free ol erros and omissions; proalreads and
appropriately formats work pnor (o delivery. Prepares (ogial data analyses that address essential issues and sources
of information.

« Achieved Excellence Successfully applies basic knowledge and skills (including use of technology and tools)
o perfarm more ragtine Assgnments for their accupananal specialty with mimmal supervision, Demaonstrates an in-
depth understanding af the organizatian’s tission, funehons, values, and relevant policies/procedures (o include, as
approphate, respanstilives taward the pratection of ¢lassihed nanenal Sécurity intarmalion); cardes aul 1asks in
dccordance with these. Cantinually brasdens and enhances job skills, resulung in performing more cormplex work
activities, Gathers campreheniive data congistently, researches relévant sources, explores leads thoroughly, and
presents indings in a clear, logical, and irmparaal manner 1o an appiopriate avdience, Ensures that inlarmation
collected 15 consstently compléte, accurate, free of errarg and amussions and sufliceatly well-orgamneed 1o be readily
retrievable; pranfreads and apprapriately formarts wark prier 1o delivery. Prepares precise, Ipgical data analyses that
Address essential 1ssues, and draws valid, suppartable conclusions. ldenilies SSues and provides SolUkens 1o
SUPErvisars; suggests pracess and systems changes that reduce the possibility for error and increase the early
iencheanan af problems,
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Core Competency 7: Supervisory Skills

Creales a positive work environment by encouraging mutual respect, communication, and mnovalon and manages conflict
constructively, Crganizes and facilitates teams skillfully to accomplish mutual goals, Administers performance management
responsibiilies including completion of perfermance plans, perforimance appraisals and ratings, rewards, prowvision of
meaningful feedback, and taking appropriate measures to address performance and conduct issues. Involves team members
in decisions and problem solving, Communicates infarmation an perlormance, work status, changes, sssues, and resulls
effectively. Leads, develops, and manages a high performung, diverse workforce, ensuring employment practices are
administered in @ lair and eguitable manner. Promaotes and fosters an nclusive workplace where diversity is valued and
leveraged 1o achigve the vision and mission of the argamzanon, Recruits, ires, 1ransitions into Federal service, and retains
gqualified employess, as apphcatle,

Perfarmance Standards

- Achieved Expectations Respands ta, and manages suborsinates’ inlerpersonal conflicts: brings the potential
for conflicts and/or disputes o thair atkentinn; works with sutordinates 1o ansure that conficts and/or disputes do
not have a destructive effect an workplace morale and productivily, Supports subardmales in learning and applying
newe skills; provides cantinual, direet, observation-hased, ang construetive feedback 1o ensurs team facus,
malation, and perfarmance, Davelaps and sustains consistently cooprative workmg relalionships with
subardinates and peers. Estabilishes and elearly communicates wark unit goals (o ream members, Delegates
responsihility and caommensurate agthonty appropriately to others  Completes perfarmance management
responsibilities, prowides meaningful feedback, and addresses employee performance problems according to
estabhshed procedurés. Bulds a high pécforming, diverse workipree and ensures laraess i leadership practices by
recruiting, hinng, promanng, andfor praviding develapmenial opperiunities in a tair angd equitable manner. Pramptly
addresses allegavans of harasament of dischiminanan, Laking appropHate action; 1akes acnon 1o prevent future
similar issues. Enables a wark environment and arganizational culture that values and promotes diversity (of both
peraans and points ot wigw) and callabaration and where pmployess ate allowed 1o express ther indiidual views
toward improving wark araducts, services, pracesses, teamwerk, and the waork envirenment itself; cemenstrales
mn¢lugiveness and sensivvity to individual differences, Supports and parlitipates in TSA dwversily programs and
niiatives; encourages emplayee participatian in diversity-related activities, events, groups, and erganizations, when
dwdilale. [mplements cecrutrnent, retennan, and develapmental strategies and polines thal support organcalional
perfarmance abjectives, agency hiring goals. Plans current and future worklorce requirements, based an
arganicauanal goals and budget considerations. Fully invelved in e mrng process moding identilying skills
required for the job, engaging actively in the recruitment process and, f applhcable, the interviewing process,
proper scragning of the applications.

« Achieved Excellence anticpates, recogmizes, respands ta, and mangges subordinales’ interpersonal canflicts;
birings the potential for conflicts and/fue disputes o theic atlention; works with subiordinates te engure that contlicls
and/or disputes do nail have a destrucuve elfect on workplace morale and productnaly. Motivores subordinotes and
davalops statl caompetancgs proactively by actively dentifying gevelopmental and teamng needs and providing
creative opportumties such as job ratations or specral assignments, as well as more vadibonal appreaches. Facilates
ang leads a cooperative working arvvirgnment chat allaws ideas (0 be shared, people 10 be heard, and working
refatiunships maintained, Invalves team membery in estabhshing work umil goats ond in the detision-making, process,
motivates the team tg develon a sense of ownership tor team successes, and identibes areas for IMPprovement,
Delegatas tugh-level respongiilives, (asks, projects, and commensurate aulbory apprepriztely W capable employees;
mentors employees (o aid in their carear development and petentiz! fow promalion. Compleles perfoimance
management respansibiltgs, provides meaningfyl feedback, addresses emerging employee perfenmance problems and
resolvas the problems befare they adversely effect work umt performance Shares experence, expertise, and other
mformation in order (0 enhancg overall team atnlity and pedormance. Thltuses complex, sembilive, and potentally
volatile situations using diplomacy, tact, and persuasion by respondming appropriately lo diverse audiences, Monitors
the work gnviranragnt o dentify siteations which gould poleptipily lgad to allegations of barassment or giscermination
and establishes practices to attempt to prevent such allegations. Establishes practices to ensure diversity and
coltabgration within the grganization and where employees aie encouraged 10 express Lheir individual viewes toward
improving wark products, services, pracesses, teamwark, and the work envirgnment iself; warks with staff to
effactively leverage diverse thoughts, apmons, expenences, and backgrounds to pghiove the vision and mission of the
orgamization; serves as a role model for respectful and incluswe behaviors to others. Actively promotes TSA diversity
programs and indtiatives, highlightng the Agency's commmtment 1o diversdy angd its value (o the grganization,;
facilitates participation in dwersity-reldted programs and imtiatives. Makes self and employees aware of any programs
that support diversity, such as employee groups, educatwnal entitizs, or professional Dssociotions, serving as o
mentor/coach, parncipating in sutreach/recrutment 2lfocs, or Similar means.
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Each performance goal must be assigned a share to equal 100% and, topether, makeup 60% of the overall parformance rating, For
aexample, if the emplayee has 3 goals, they might he weighted as fallows: 256%, 25%, and 50%. The core competencies makegup the

other 405 of the gverall performance ratng and appear under the Core Compelencies section of thas document,

* 5« Achieved Excellerte. The ermployees perforrmed as described by the "Athieved Excellence” standards.

» 4 - Excerded Expectations. The emplaoyee perfarmed at a level between “Achieved Excellence” standards and the “Achieved

Expectations” standards.
» 3 - Achieved Expectalions. The employee performed ar as descnbed by the “Achieved Expectations” standards.
. T Unaceeptabile, The employea perfarmed Delow the “Achibved EXpetlonons” standards! corrsctive action 5 raquired.

For each goal performance standard, descrite the levef of performance ar the Achieved Expectations and Achieved Fxcelieace lovel by

using such terms as quality, quantity, imelinéss, and cast effectivenéss.

Parformance Goal 1 (Outcomes/Results):

Insert the higher level goal, objéctive, i misdion af the argamzanon andfar of the superwiser te which this yoal aligns
Weight: %

Artueyed Expectationg,

Achioved Excellente:

Performance Goal 2 (Qutcomes/Results):

Inserl the higher level goal, abjecuve, ar missian of the argamaatian andfar of the supervisor 1o which this goal ahgns:
Weight: %

Achigved Expactonons:

Achieved Excellence:

Parformance Goal 3 (Qutcomess/Results):

Insert the higher level goal, ubjecive, or russion af 1he arganization andfor of the superviser te which this goal aligns:
Weight: %

Achieved Dxpeclatinns:

Achieved Exrellence:

Performance Goal 4 (Dutcomes/Results):

Ingert the higher level goal, objective, or mission af the organigation andfar of the supervicor o which this goal akgns:
Weight: %

Achieved Expectations;

Achisved Excellence:

Ferformance Goal 5 {Outcomes/Results):

Tnsert the higher level gosl, objective, or mission of the grganization and/ar of the superyisor to which this goal aligas:
Weight; %h

Achieved Expectations:

Achieved Exceflence:
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1 have discussed my performance plan with my Rating Offlclal.

Employee Signature Date
Employees Comments:

I certify that these goals have been reviewed and approved by the Reviewing Official.

Rating Official Signature Date
Rating Official Comments:
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T certify that the formal mid-cycle progress review and discussian occurred,

Employes Signature Date
Empliyes Comments:

Rating Official Signature Dake
Ratng Qlficial Commenis:
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T have provided my progress review,

Employes Signature Date
Employes Comments:

Rating Official Signature Dake
Ratng Qlficial Commenis:
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An Interim Evaluatlon discussion nocurred.

Employee Signature

Date
Employee Comments:

Ratmg Official Signature

[ate
Rating Official Comments:

DHS Form 335 {09/09) TSA Hometangd F.1 Supy Page 11 0f 13

TSA 15-00014 - 009948



2011 Department of Homeland Security Performance Plan and Appraisal

Core Competency Ratings (409% of overall rating)

Competency 1;
Competency 2.
Competency 3
Compatency 3.
Competency 5:
Competandy 6
Competensy 72

COverali Competency Raring:

Performance Goal Ratings (609 of overall rating)

Performance Goal |
Performance Goal 2
Performance Goal 3
parfarmance Goal 4
Pertormance Goal §
Performance Gaal §
Performance Gaal 7
Perfarmance Goal &
Performance Goal 9
Performance Gaal 10

Overall Performance Goal Raung:

Overall Performance Rating

COverall Ferformance Roting:

The Annual Appraisal discussion occurred.

Reviewing Official Signature

Weight: %
weight: %
Weight; )
Weight: %a
werght: L
Weight: k)
Weight: %
Weight: W
wWaight y
Weight: Yy
Date

Raung:
Rastitg:
Rating:
Ratimg:
Rating:
Rating:

Rating:

Reviewing (fficial Comments:

Employee Signature

Date

Employee Commenls:

Rating Official Signature

Data

Raling Glfigial Commeanis:
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Raling:
Rating:
Rating-
Raling:
Raung:
Raling;
Raling:
Rating:

Rating:
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<Write addinonal goals here, Please follaw farmat ahove =
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