Module 1: Introductioh

Estimated Time to 15 minutes

Complete Medule 1
Lesson 1: Welcome and Introductions

Lesson 2: The HUD Performance Management Pilot
Program

Lesson 3: Course Overview

Module Objectives At the conclusion of this module, you will be able to:

+ State the purpose of the pilot program and its
intended outcomes




Module 1: Introduction

Lesson 1: Welcome and Introductions

Notes:
Module 1:
Introduction
Introductions Notes:

» Introduce yourself to your table group
— State your name and department

Standards for Success
April 2006

PG 1-2




Module 1: Introduction

Module Objectives

+ State the purpose of the pilot program and its
intended outcomes

Notes:

Standards for Success
April 2006

PG 1-3




Module 1: Introduction

Lesson 2: The HUD Performance Management Pilot Program

The Pilot Program

* implement improved performance appraisal and
award systems that will include the following:

~ Performance plans that include criticai elements and
performance standards that are measurable

— Evidence that clear expectations are communicated
to employaes;

— Rating and awards data demonstrate that managers
effectively planned, monitored, deveioped, and
appraised employee performance

* Beta sites
— Office of Administration
- Community Planning and Development

Notes:

The President’s Management Agenda

» The Pilot Program lays the groundwork for
strong performance management

—~ Complies with the President's Management Agenda
« Beta Site implementation should include:

— Demonstration of results of system improvements
~ Management training

— Employee communication within the Beta Site

Notes:
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Module 1: Introduction

Key Milestones

Dates
March 20 — March 24, 2006

Activities
Communicate with HQ and field
employees of Admin/CPD (establish
workgroups to develop sample elemenits
and standards)

March 27 — April 7, 2006

Schedule and conduct training

April 24, 2006

Performance plans put in place for all
employees

During the month of July,
2006

Progress reviews conducted (at least 45
days)

September 30, 2006

Final ratings (minimum 90 days under
elements/standards)

October 1, 2006 —
September 30, 2007, and
each fiscal year thereafter

Rating cycle time period changes for
all HUD employees
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Module 1: Introduction

Lesson 3: Course Overview

Course Objectives

At the conciusion of this course, you will be able to:

» Conduct performance management in accordance
with the human capital standards for success

« Develop performance plans, including critical
elements, performance standards, and measures

» Rate an employee's performance

- State the requirements to monitor performance
and offer development opportunities

* Provide effective feedback
» Explain the rating system

Notes:

Course Agenda

« Welcome
+ Moduie 1: Introduction

« Module 2: Introduction to Performance
Management at HUD

+ Module 3: The Performance Pyramid: Aligning
Employee Performance with HUD's Strategic
Goals

+ Module 4: Developing Performance Plans

« Module 5: Monitoring and Developing
Employee Performance

« Module 6: Appraising and Awarding Employees ,

Notes:
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Module 2: Introduction to
Performance Management at HUD

Estimated Time to 15 minutes
Complete Module 2

Lesson 1: HUD Policies, Procedures, and Guidance

Lesson 2: HUD Performance Management Process

Lesson 3: Roles and Responsibilities in Performance
Management

Module Objectives At the conclusion of this module, you will be able to:
+ Describe the HUD performance management process

+ Identify who to contact about the policies and
regulations that outline the regulatory and procedural
requirements for performance management

+ List the roles and responsibilities of managers,
supervisors, and employees in performance
management
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Module 2: Introduction to Performance Management at HUD

Lesson 1: HUD Policies, Procedures, and Guidance

Notes:
Module 2:
Introduction to Performance
" Management at HUD
Objectives Notes:

» Describe the HUD performance management
process

« Identify who to contact about the regulatory and
procedural requirements for performance
management

- List the roles and responsibilities of managers,
supervisors, and employees in performance
management

At the completion of this module, you will be able to:
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Module 2: Introduction to Performance Management at HUD

HUD Policies, Procedures, and Guidance Notes:
* Foliowthe policies, | |7
procedures, and
guidance to ensure
compliance with
Federal and agency
requirements for
performance )
management
» Contact appropriate
personnel when in
doubt
< 1 OO U OR
For additional questions about the Beta Site,
employees can send an email to OHR Beta Site
Mailbox.
| The Users Manual for PACS can be found at:
http://hudatwork.hud.gov/po/a/ref/pacsu |
ser.pdf
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Module 2: Introduction to Performance Management at HUD

GUIDELINES FOR ME_ETING REGULATORY REQUIREMENTS: PERFORMANGCE APPRAISAL SYSTEMS PO

OVERALL POLICY

The overall policy for the agency's performance appraisal systems should reflect the following:

+ The agency has OPM-approved performance appraisal systems, and has established agency-
wide policies for the application and operation of performance appraisals for employees covered
[5 CFR 430.204(b), 430.209(a), and 430.312]

(Note: Agency must also obtain OPM approval prior to implementing changes that modify any
element of the system subject to regulatory requirements. [5 CFR 430.209(a)])

¢ At a minimum, coverage of systems includes General Schedule (GS), prevailing rate, senior
professionals (SL and ST employees), and senior executives. [5 U.S.c. 4301(2) and 5 CFR
430.202(a)(2)]

+ The agency identifies employees covered by appraisal system(s). [5 CFR 430.204(b)(2)]

¢ The agency periodically evaluates the effectiveness of its performance management system(s)
and implements improvements as needed. [5 CFR 430.311(b)]

+ The agency designates an official appraisal period for which a performance pian shall be
prepared, during which performance shall be monitored, and for which a performance appraisal
shall be prepared. [5 CFR 430.206(a)]

+ The system includes methods for ongoing appraisal, including, but not limited to, one or more
progress reviews during each appraisal period. [5 CFR 430.207(b)]

+ The agency determines the number of performance levels at which critical and non-critical
elements may be appraised. [5 CFR 430.206(b)(7)]

¢ (Note: Performance plans established under programs using only two summary levels (Pass/Fail)
shall not include non-critical elements. [5 CFR 430.206(b )(6)])

¢ The agency determines the pattern of summary levels that may be assigned in a rating of record
[5 CFR 430.208(d)]

¢ At a minimum, standards are established at the "Fully Successful" level for all critical elements. [5
CFR 430.206(8)(i)(8)]

¢ The agency establishes criteria and procedures to address employee performance for employees
who are on detail, who are transferred, or for other special circumstances as established by the
agency. [5 CFR 430.205(b)]

PLANNING

The performance appraisal systems address planning by:

+ Establishing employee performance plans including critical elements and performance standards.
[5 CFR 430.204(b)(1)(i)]

+ Communicating performance pians to employees at the begrnnrng of an appraisal period. [5 CFR
430.204(b)(1)(ii)]

L
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Module 2: Introduction to Performance Management at HUD

GUIDELINES FOR MEETING REGULATORY REQUIREMENTS: PERFORMANCE APPRAISAL SYSTEWS

¢

+ Planning and communicating performance elements and requirements that are linked with
strategic planning initiatives. [5 CFR 430.304(b)(1)]

+ Establishing an official performance appraisal period of at least 90 days, for which an annual
summary rating must be prepared. [5 CFR 430.304(5)(c)(1)]

+ Ensuring employees have current written, or otherwise recorded, performance plans based on
work assignments and responsibilities. [5 CFR 430.206(b)(3)]

+ Providing performance plans to employees at the beginning of the rating period (normally within
30 days). [5 CFR 430.206(b)(2)]

+ Ensuring performance plans include at least one critical element that addresses individual
performance. [5S CFR 430.206(b)(4)]

MONITORING

The performance appraisal systems address monitoring by:

Evaluating each employee during the appraisal period on the employee's elements and
standards. [5 CFR 430.204(b)(1)(iii}]

Recognizing and rewarding employees whose performance so warrants. [5 CFR
430.204(b)(1)(iv)] .

¢

¢ Assisting employees in improving unacceptable performance. [5 CFR 430.204(b)(1)(v)]
+ Monitoring progress in accomplishing elements and requirements. [5 CFR 430.304(b){(3)]
¢+ Completing progress reviews during the appraisal period. [5 CFR 430.207(b)]

RATING

The performance appraisal systems address rating by:

Reassigning, reducing in grade, or removing employees who continue to have unacceptable
performance, but only after an opportunity to demonstrate acceptable performance. [5 CFR
430.204(b )(1)(vi)]

Properly completing ratings of record as soon as practicable after the end of the appraisal period
based on agency guidelines. [5 CFR 430.208(a)]

Properly deriving and assigning summary rating levels. [5 CFR 430.208(b )]

Having unacceptable ratings (Level |) reviewed and approved by a higher level management
official. [5 CFR 430.208(e)]
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Module 2: Introduction to Performance Management at HUD

Lesson 2: HUD Performance Management Process

% HUD Performance Management Process Notes:

»~ « Planning work and
setting expectations

« * Continually monitoring
performance '

-+ Developing the
capacity to perform

+ Periodically rating
performance

"+ Rewarding good

performance
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Module 2: Introduction to Performance Management at HUD

Lesson 3: Roles and Responsibilities in Performance Management

Roles and Responsibilities

* Performance
management success
depends on YOU!

* Involve the employee
in the process

* Develop performance
plans

 Follow up and follow
through

Notes:
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Module 2: Introduction to Performance Management at HUD

MANAGER AND SUPERVISOR ROLES AND RESPONSIBILITIES

+ Follow the organization’s policies, procedures, and guidelines for performance
management
+ Adhere to the performance management system requirements:
o Establish clear expectations for employees and hold employees accountable for
accomplishing them
o Provide honest and timely feedback — both formal and informal
Support employees’ growth and development
o Make meaningful distinctions among employees based on performance and
contributions
o Recognize and reward desired performance
o Address undesirable performance
o Remain focused on helping employees to succeed
'+ Inform employees of the agency's mission and organizational strategic goals, plans,
and activities of the work unit, and inform employees of their related duties and
responsibilities
+ Encourage employee participation in developing performance plans
+ Adhere to laws and regulations governing merit system principles, prohibited
personnel practices, and equal employment opportunity
+ Provide leadership to employees and to help create a supportive performance
management culture
+ Be fair, reasonable, accountable, consistent, and timely
+ Document instances of unacceptable performance such as missed deadiines or poor
quality work products
+ Communicate honestly and directly
+ Ask for assistance when you need help
+ Serve as rating officials for those employees directly reporting to you. In this role, you
have the following responsibilities:
o Develop critical elements that address individual accomplishments on key
programmatic accomplishments X
o Provide employees with written performance plans that identify the critical elements
and performance standards related to their specific duties, responsibilities, and )
expected levels of performance
o Conduct and document at least one formal progress review around the midpoint ot
the appraisal period and provide written feedback to employees
o Conduct performance review meetings
o Complete appraisals which include determining and evaluating employees' actual
performance and assigning ratings
o Submit tentative rating and scores
o Conduct evaluation feedback meetings
+ Recommend personnel actions (including awards), performance-based actions, and/or
training

(¢]
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Module 2: Introduction to Performance Management at HUD

PLANNING STAGE

EMPLOYEE ROLES AND RESPONSIBILITIES IN PERFORMANCE MANAGEMENT

L4
L4

¢

Review draft performance plan
Ensure that you understand performance expectations

- Elements and standards

- Specific tasks and projects to be accomplished

- How your plan is linked to the organization’s goals and objectives
and the agency’s strategic plan

Discuss training and development

- Prepare an individual development plan

MONITORING STAGE

L

Ask for feedback

Actively participate in the progress reviews

— Accomplishments

Improvements, if necessary

Customer feedback

- Performance and training/development needs and requirements
Revise/update your individual development plan, if necessary

Initiate a progress review

DEVELOPING STAGE

+ At a minimum, discuss your development and training needs and

requirements:

~ — During performance planning

— At mid-term progress review

— At end of appraisal period

Consider:

— Immediate and long-term career goals

— Any required training — to meet certification requirements or
ongoing professional development requirements

- Training needed to develop necessary skills and competencies

~ Desired training and development to meet long-term goals

RATING STAGE

Discuss:

— Accomplishments and work samples

— Customer feedback

— Training and development needs and requirements, and if
appropriate, growth opportunities

- Individual Development Plan

Ask questions for clarification

AWARDING STAGE

Clarify your understanding of the awards that you receive
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Module 3: The Performance Pyramid:
Aligning Employee Performance with
HUD's Strategic Goals

Estimated Time to 30 minutes

Complete Module 3 _ ) |

Lesson 1: The Performance Pyramid

Lesson 2: A Method to Establish Work Unit and Individual
Goals

Lesson 3: Distinguishing Activities and Accomplishments

Module Objectives At the conclusion of this module, you will be able to:

"+ Describe the key components of the performance
pyramid and how they relate to performance
management

+ Describe how to establish work unit goals by the
cascading method

+ Formulate individual level goals that are aligned with
HUD’s strategic goals and work unit goals

+ Given a statement, distinguish between an employee
accomplishment vs. an activity

Standards for Success PG 3-1
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Module 3: The Performance Pyramid: Aligning Employee
Performance with HUD’s Strategic Goals

Lesson 1: The Performance Pyramid

Notes:

The Performance Pyramid:

Module 3 R

Aligning Employee
Performance with HUD’s

Strategic Goals

Objectives Notes:

At the completion of this module, you will be able to:
» Describe the key components of the performance

pyramid and how they relate to performance : e

management

» Describe how to establish work unit goals by the U
cascading method

» Formulate individual level goals that are aligned e e o

with HUD's strategic goals and work unit goals

< Given a statement, distinguish between an
employee accomplishment vs. an activity
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Module 3: The Performance Pyramid: Aligning Employee
Performance with HUD’s Strategic Goals

Performance Pyramid Notes:
Qutcomes
Outputs
Accomplishments — Ssifimee i e giponer. | |
Agency Outcomes Notes:

» End results of
agency'’s products

— Ensure equal
opportunity in
housing

and services Outcomes
+ Examples outputs
- lncrease . Accomplishments
homeownership
opportunities

Standards for Success
April 2006

PG 3-3




Module 3: The Performance Pyramid: Aligning Employee
Performance with HUD’s Strategic Goals

Sources of Agency Outcome.Goals. Notes:
+ HUD Strategic Plan 2003-2008
» HUD Annual Performance Plan
+ HUD Performance and Accountability Report
. _—
Work Unit Goals Notes:

» Outputs
— The products or
services produced by
the work unit
+ Examples
-~ Encourage grantee
participation in training
events
—~ Reduce skills gaps
+ Sources for Goals
- Management plan
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Module 3: The Performance Pyramid: Aligning Employee
Performance with HUD’s Strategic Goals

Individual Goals > | Notes:

» The individual
accomplishments that
contribute to the
achievement of the
agency and work unit

goals
+ Specified in the

Performance Plan
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Module 3: The Performance Pyramid: Aligning Employee

Performance with HUD’s Strategic Goals

HUD Planning and Performance Management Framework

HUD Strategic Plan

¢ Department’s mission
e Strategic goals and objectives

J L

Annual Performance Plan
e Fiscal year performance goals
¢ Outcome and output performance measures
e Means, strategies, and external factors

L

Management Plan
e Office mission and performance goals to
achieve APP commitments.
e Office strategies and resource priorities
e Action plans for accomplishing goals and
strategies -

4L

Individual Performance Plans
¢ Individual critical elements tied to higher
level goals
¢ Plans based on accomplishments, rather than
activities
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Module 3: The Performance Pyramid: Aligning Employee

Performance with HUD’s Strategic Goals

Lesson 2: A Method to Establish Work Unit and Individual Goals

Agency’s o L
Strategic Goals 1 2 : 3 . 4
i ] 1]
T
Program’s Annual B
Performance Plan Goals
Work Unit Products
and Sarvices

Individual Accomplishments

Notes:
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Module 3: The Performance Pyramid: Alighing Employee
Performance with HUD’s Strategic Goals

Lesson 3: Distinguishing Activities and Accomplishments

Activities vs. Accomplishments Notes:

+ Activities
— Actions to produce results
~ Described using action verbs
« Accomplishments
~ Results achieved as a result of the

activities
- Generally described using nouns
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Module 3: The Performance Pyramid: Aligning Employee
Performance with HUD’s Strategic Goals

Activity 3-1: Accomplishments and Activities

Directions

For each of the following activities, rephrase the statement so that it becomes an
accomplishment. You may need to add additional information.

Activity Accomplishment

1. Reviews applications for CPD programs. W Vet gty [ e

2. Answers telephone inquiries regarding
leave requests.

3. Responds to public inquiries regarding
program applications. '

4. Develops Statements of Work (SOWSs) for
required services from contractor,

5. Gathers statistical data and writes reports.

6. Prepares draft policy guidelines for field
offices.

7. Develops and makes recommendations
for the acquisition of computer software.

8. Develops technical training materials on
lender claims and claim rates.

9. Develops procedures for improved
administration of the Neighborhood Initiative
program.

10. Inputs and updates information into the
Line of Credit Control System (LOCOS).
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