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	Note:  Employee signature indicates only that the rating has been discussed with the employee and does not signify agreement or disagreement with the rating.

	Element Ratings:
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Rating Official/Reviewing Official Comments

Sensitive Information:  The information collected on this form is considered sensitive and is protected by the Privacy Act.  The Privacy Act requires that these records be maintained with appropriate administrative, technical, and physical safeguards to ensure their security and confidentiality.  In addition, these records should be protected against any anticipated threats or hazards to their security or integrity which could result in substantial harm, embarrassment, inconvenience, or unfairness to any individual on whom the information is maintained.

	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

1

	Critical Element Description: Technical Competence - Demonstrates expertise, quality and accountability in areas of responsibility; requires minimum supervision to perform assignments in compliance with HUD/Program Office policies and mandates.
Related Strategic Goal(s): B.1.04.am, FHA Initial Endorsements; B.2.03.m1, PASS; B.2.05.a, FASS; B.2.03.m3, EH &S; B.3.01.am, Section 202/811 Initial Closings; B.3.01.m1, Section 202/811 Final Closings; C.5.05, Lead-Based Paint; and E-2, Data Integrity.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 
In addition to meeting the meeting the standards for the Excellent level:
Assists management in the achievement of organizational strategies and goals.

Communications reflect expert knowledge of agency policies and programs.

Provides comprehensive technical advice that facilitates problem solving.

Makes recommendations for reconciliation of policies or procedures that appear inconsistent.

Initiates development and delivery of training.
Resolves data problems within 1 day.

Prepares ad hoc reports the same day they are requested.
Excellent Performance Standards: 

Exceeds the performance standards from the Fully Successful level but does not meet the performance standards for the Outstanding level. 
_________________________________________________________________________________________________

Fully Successful Performance Standards:

Performance at this level consistently meets the following standards:
Within areas of responsibility involving business management, business IT systems, Housing’s OTC requirements, and program/project management, achieves management initiatives, priorities, goals and objectives.

Policies, system and handbook requirements are correctly and consistently applied so that data management functions are properly performed and data problems resolved within 3 workdays.
Communication reflects general knowledge of agency policy, programs, and formats and is clear and accurate.

Provides accurate technical advice to stakeholders.

Keeps abreast of industry trends and changes in Departmental policies by availing himself/herself of available educational opportunities. 
As requested by management, provides user and Office Data Base Manager training in a manner that assures that systems users are aware of system capabilities and that each system is utilized to its maximum potential.

Accurately retrieves data system reports from REMS, FASS, PASS, and DAP, on a weekly basis, for supervisory monitoring of management plan goals and development processing.

Prepares ad hoc report from Departmental computer systems, within 2 workdays, at management’s request, to process FOIA requests or monitor the multifamily portfolio. 
Minimally Satisfactory Performance Standards:

Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level.
Unsatisfactory Performance Standards:

Performance at this level frequently exhibits any of the following standards:
Policies and procedures are incorrectly applied.

Communications do not reflect knowledge of the agency’s policies, programs or formats.

Does not provide accurate technical advice.

Does not participate in training or educational opportunities. 
Fails to accurately retrieve data system reports from REMS, FASS, PASS, and DAP, for supervisory monitoring of management plan goals and development processing.

Fails to prepare ad hoc report from Departmental computer systems, within 4 workdays, at management’s request, to process FOIA requests or monitor the multifamily portfolio. 

Fails to resolve data problems within 5 days.

Dependencies:

Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:
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	Employee’s Initials:
	Rating Date:

     
	Rating:

     
	Element No.:

2

	Critical Element Description: Individual Work Management – Works to accomplish tasks or provide services effectively and efficiently in support of the HUD’s/Program Office’s mission.
Related Strategic Goal(s): B.1.04.am, FHA Initial Endorsements; B.2.03.m1, PASS; B.2.05.a, FASS; B.2.03.m3, EH &S; B.3.01.am, Section 202/811 Initial Closings; B.3.01.m1, Section 202/811 Final Closings; C.5.05, Lead-Based Paint; and E-2, Data Integrity.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 

In addition to meeting the meeting the standards for the Excellent level:

Consistently produces accurate, complete and well-formatted work products ahead of designated timeframes.

Demonstrates initiative in the identification of problems and solutions; resolves problems independently.

Independently adjusts work schedule to meet unusual or unanticipated workload demands and keeps supervisor apprised.

Identifies, takes ownership, and independently completes tasks, including special projects, that enhance the functions and services of the Department.

Utilizes all available tools, including data systems, to enhance productivity and monitor workload.

Excellent  Performance Standards: 

Exceeds the performance standards fro the Fully Successful level but does not meet the performance standards for the Outstanding level.
Fully Successful Performance Standards: 

Performance at this level consistently meets the following standards:
Work Activities are generally organized, complete and provided within designated timeframes.

Keeps supervisors apprised of barriers to achieving timely resolution, or requests deadline extension prior to expiration.  

Offers reasonable and well-thought-out recommendations, developed from independent studies, regarding processing and data flow procedures, as well as solutions to data quality problems.

Exhibits initiative by offering assistance to coworkers, or to projects, when warranted, and providing constructive input for improving processes and procedures- especially the development of systematic and practical approaches for compiling, monitoring, and providing appropriate data for the Hub.

Uses systems, as requested by supervisors, to improve service and increase productivity and effectiveness, and participates in data quality exercises.

Minimally Satisfactory Performance Standards:

Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level.
Unsatisfactory Performance Standards:

Performance at this level frequently exhibits any of the following standards:

Work products are consistently inaccurate or incomplete or not produced within designated timeframes.

Cannot identify priorities or manage effectively multiple priorities.

Does not exhibit initiative in identifying problems, or offering recommendations to resolve problems.

Offers no constructive input on improving processes, and does not volunteer for special projects.

Does not avail themselves of tools or technology to support management of their workload.

Dependencies:

Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development
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	Rating:

     
	Element No.:

3

	Critical Element Description: Communication – Communicates in a timely, accurate, professional manner in both written and oral communication; interacts with clients, colleagues, or superiors with high degree of tact and respect.
Related Strategic Goals: B.1.04.am, FHA Initial Endorsements; B.2.03.m1, PASS; B.2.05.a, FASS; B.2.03.m3, EH &S; B.3.01.am, Section 202/811 Initial Closings; B.3.01.m1, Section 202/811 Final Closings; C.5.05, Lead-Based Paint; and E-2, Data Integrity.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 

In addition to meeting the meeting the standards for the Excellent level:

Written communications consistently are clear, concise, results-oriented and not more than 2 work products require  revisions.

Independently sources departmental policy or procedures as basis for written materials and verbal communications.

Displays expert ability to negotiate resolution and facilitate problem-solving.

Communications consistently display a high degree of tact, diplomacy and sensitivity.

Develops and delivers effective presentations at seminars and conferences.

Excellent Performance Standards: 

Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level.
_________________________________________________________________________________________________
Fully Successful Performance Standards: 

Performance at this level consistently meets the following standard:
Written communications are clear, accurate, and require minimal supervisory assistance.  Not more than 5 work products require revision to correct grammatical or organizational/structural deficiencies, internal inconsistencies or unsupported conclusions.
Accurately communicates the Department’s positions, based on research and knowledge of computer-based information systems such as REMS, FASS, PASS, DAP, LOCCS, APPS and TEAM.

Communicates to supervisor in a timely fashion any issues that may require intervention to reach an acceptable solution.

Formulates positions, prepares relevant materials and effectively engages in stakeholder meetings concerning Departmental computer systems.
Minimally Satisfactory Performance Standards:

Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level.
Unsatisfactory  Performance Standards:

Performance at this level frequently exhibits any of the following standards:

Written communications are incomplete, or inaccurate and 10 or more work products require supervisory revision.

Does not research departmental policies or procedures to use as a basis for communications.

Neither communicates problems to supervisor, nor keeps supervisor apprised of status of work assignments, necessitating either continual follow up on the part of the supervisor or significant intervention.

Dependencies:

Actual Accomplishments:       
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	U.S. Department of Housing 

and Urban Development
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4

	Critical Element Description: Customer Service – Provides professional and responsive service within mutually agreed upon timeframes; treats internal and external customers with courtesy and respect; honors commitments and deadlines.
Related Strategic Goal(s):  B.1.04.am, FHA Initial Endorsements; B.2.03.m1, PASS; B.2.05.a, FASS; B.2.03.m3, EH &S; B.3.01.am, Section 202/811 Initial Closings; B.3.01.m1, Section 202/811 Final Closings; C.5.05, Lead-Based Paint; and E-2, Data Integrity.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 

In addition to meeting the meeting the standards for the Excellent level:

Consistently demonstrates a positive demeanor toward all job functions; assists and encourages co-workers.

Feedback from customers and staff is positive and reflects favorably on the department.

Demonstrates exceptional initiative, cooperation, teamwork and problem-solving skills.

Deals effectively with all stakeholders to facilitate proactive decisions and compromises the same day. 
Provides accurate and complete responses to system users for assistance regarding computer access problems or data/information problems the same day.

Excellent Performance Standards: 

Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level.
_________________________________________________________________________________________________
Fully Satisfactory Performance Standards:

Performance at this level consistently meets the following standards:

Demonstrates a positive demeanor toward all job functions.

Valid complaints are seldom received requiring supervisory intervention.

Demonstrates cooperation, teamwork and problem-solving, especially in the area of computer-based information systems such as REMS, FASS, PASS, DAP, LOCCS, APPS and TEAM.
Follows up with stakeholders to ensure resolution of issues within 2 workdays.
Provides accurate and complete responses to systems users regarding computer access problems or data/information problems within 2 workdays.

Provides data information training to HUD staff, upon request, that in a clear, organized and informative manner. 
Minimally Satisfactory Performance Standards:

Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level.
Unsatisfactory Performance Standards:

Performance at this level frequently exhibits any of the following standards:

Performs duties in an uncooperative manner.

Demonstrates negative behavior, which generates complaints that reflect adversely on the office or the department.

Fails to cooperate, and does not engage in teamwork or problem-solving, but erects barriers to resolution.

Deals ineffectively with problems and stakeholders, resulting in unsatisfactory resolution or significant delays.
Fails to provide accurate and complete responses to system users for assistance regarding computer access problems or data/information problems within 4 workdays.

Does not provides data information training to HUD staff in a clear, organized and informative manner. 
Dependencies:

Actual Accomplishments: 
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