Module 4: Developing Performance
Plans

Estimated Time to 270 minutes

Complete Module 4 :
Lesson 1: Overview of Performance Planning |

Lesson 2: Developing Critical Elements for Performance
Plans

Activity 4-1: Selecting and Writing Critical Elements

Lesson 3: Developing Performance Standards

Lesson 4: Guidelines for Writing the Standards

Activity 4-2: Writing Performance Standards

Activity 4-3: Writing Your Own Performance Standards

Lesson 5: Communicating Expectations to Employees

Module Objectives At the conclusion of this module, you will be able to:
¢ Describe HUD requirements for an employee
performance plan

+ Develop critical elements and performance standards
for an employee performance plan

+ Discuss performance expectations effectively with
employees
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Module 4: Devéloping Performance Plans

Lesson 1: Overview of Performance Planning

Notes:

Module 4:
Developing Performance Plans

Objectives Notes:

At the completion of this module, you will be able to:

+ Describe HUD requirements for an employee
performance plan

» Develop critical elements and performance
standards for an employee performance plan

» Discuss performance expectations effectively with
employees
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Module 4: Developing Performance Plans

Planning Means... Notes:

+ Setting performance
expectations and goals
for groups and individuals P I

to channel their efforts s

toward achieving wesie  Performance Q et e
. . , . s Management -

organizational objectives.

- Establishing the @ P
measures that will be el
used to determine
whether expectations and
goals are being met

System

Why Performance Plans? Notes:

- = An increased emphasis on aligning individual
work with mission

"« A commitment to acknowledging and rewarding
performance so that those who are contributing

v+ the most are rewarded appropriately

; * An ability to distinguish levels of performance
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Module 4: Developing Performance Plans

Purpose of Performance Plans

Clarifies priorities for the performance cycle

Establishes performance criteria that empleyees

will be accountable for achieving

Clarifies for staff what is important and what will
 be rewarded
Demonstrates the commitment to organizational

effectiveness

Adheres to the focus on RESULTS-based
jeadership

Notes:

Critical Element

A work assignment or responsibility so important

that failure to perform it successfully can be
grounds for removal from the position,
All elements at HUD are critical elements

Standards for Success
April 2006
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Module 4: Developing Performance Plans

PACS EPPES

H Performance Plans Under PACS and EPPES

« Critical elements are » Critical elements

uniform and based on established by

strategic goals supervisor

« Performance » Standards are
standards for the different for each
elements are uniform critical element

« Specific goals forthe « Objectives are not
year are written as included
objectives

Standards for Success
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Module 4: Developing Performance Plans

PACS

0SPACSAQ0101

Performance Accouniability and Communication
System Summary Rating Form

Employee Information

Employee Name

Title / Pay Plan - Series / Grade

Organizational Code / SON / NFC Code

Rating Period
From: To:

Planning Discussion

Progress Review

Rating Official Signature/Date

Rating Official Signature/Date

Employee Signature/Date

Employee Signature/Date

Review Official Signature/Date (for Unsatisfactory)

Comments printed on separate page.

Comments

Rating

Critical Elements

Progress Review Final Rating

Departmental Goals and Objectives

NROEFSMSU NR O E FS MS U

Accountability

Embrace High Standards of Ethics, Management, and

and Support

Engsare Cross-Program Partnerships, Collaboration,

Summary Rating

D Qutstanding D Excellent D Fully Successful[] Min Satisfactory D Unsatisfactory

Rating Official Signature/Date

Reviewing Official Signature/Date (for Unsatisfactory)

Acknowledgment

Employee Signature/Date

My signature on this form does not imply agreement or disagreement with the rating received.

Standards for Success
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Module 4: Developing Performance Plans

ee deadlines on priority s:gnts. ly genenally caused by factors utslde executive's control. -

routine 1ts by established due date or req
Continues to make progress toward completing other assigned, lower priority work.

Exhibits an understanding of and support for organizational objectives.

Work products are plete, thorough, and comply with established policies and procedures.

Treats all customers, internal and external, with respect and courtesy.

Provides advice and guid to internal and external customers.

Is resourceful in providing options and alternatives.

Coordinates with all affected parties to establish realistic goals and time frames.

Responds promptly te teleph calls, e-mail messages, inquiries, and requests for assistance.

Written products are clear, complete, organized, responsive, and accurately reflect program policies and
procedures.

Oral communications provide understandable information to staff, clients, and the general public.
Responses, both oral and written, are provided within established time frames.

Brings issues or conflicts with staff or clients to the supervisor’s ion promptly.

Shares expertise and provides information, suggestions, and dations to enh the overall
performance of the team.

Delivers on commitments to other team members in a timely manner.

Consi 1y assists in resolving cross-program issues.

Anticipates and resolves normal problems.

Develops, evaluates, and advocates altematives to resolve problems.

Involves higher management as appropriate.

Monitors assigned program areas with sufficient frequency to identify potential problems.

Standards for Success
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Module 4: Developing Performance Plans

Fosters tnamwork commitment, and quality service to customers.
Provides encouragement, guidance, and direction to teams and individuals.

Helps employees improve work performance through effective coaching.

Provides employees with opportunities for growth and cross training.

Uses available resources to help employees accomplish work objectives.

Establishes clear and realistic employee performance measures; evaluates employees’ performance
objectively.

Recognizes and rewards good performance.

Deals effectively with deficient performance.

Provides frequent, timely, honest, and constructive feedback.

Negoti conflicts effectively.

Establishes work objectives linked to organizational objectives.

Develops long-range plans.

Allocates and/or adjusts resources in p to workl
Communicates cffecuvely with employees and
Provides clear vision and direction to staff. Consxstmtly explains goals, objectives, and decisions.

Plans and organizes unit work effectively.

Manages resources Lo ensure program operations are efficient and avoid waste.

Utilizes financial and management systems to make responsible decisions.

Establishes/utilizes risk management and intemal control processes.

E timely resolution of audit ﬁndin

Takes actions and makes decisi 8 g hiring, p work training, Upward
Mobility, and other personnel and administrative matters that further the Depanm&'s EEOC and AEP policies
and foster diversity within the HUD work place.

Treats all employees and clients F.A.LR.ly. Actions taken in ging subordi staff are i ly free
of discrimination.

Attends EEO, special emphasis, and diversity programs and activities conducted at the workplace during work
hours.

Identifies and attempts to resolve intemal problems before they give rise to formal complaints or grievances,
using Alternative Dnspute Resolution techmques where appropriate.

Adheres to agency req for dation of employees religious observances and of
needs of employees with disabilities.

Advises senior management of any EEO/Affirmative Action/diversity issues that may negatively impact
accomplishment of goals and objectives.

jpricrity ch
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Module 4: Developing Performance Plans

EPPES Q
performance Appraisal U.S. Department of Housing

and Urban Development

Employee Name: Ernployee’s SSN: Qrganizational Segment: Organization Code:
Pasition Title: Series and Grade: Date of Appraisal Period: Date Rating Made:
From To
(] GM (PMRS Term. Provisions)  [] GS (General Schedule) [ JWG (Wage Grade) [0 GS-AFGE O wWG-AFGE
Rating Official (Siignature & Date) Employee (Signature & Date)
X o X
Reviewing Ofticial {Signature & Date)
Note: Employee signature indicates only that the
rating has been discussed with the employee and
does not signify agreement or disagreement with the
X rating.
Progress Review Employee’s initiais indicate only
that the progress review meeting was held. They do
Element Ratings: not indicate agreement or disagreement with the
results.
Critical Outstanding Highly Fully Marginally Unacceptable Date Supervisor's Initials  Employee’s
Element No. Successful Successful Successiut Initials
1 [ |
2 a 0 O a 0
3 0 | 0 0 O
4 | 0 O 0 d
5 d | a.. a a
8 d a O a d
7 O a O 0 |
8 0 0 W] O 0
9 ] o O 0 O
10 O 0 O a |
11 0 0 0 g 0
12 | ] O ] 0
Summary Ratings
D Outstanding D Highly Successful D Fully Successful D Marginally Successful D Unacceptable

Employee Comments

Rating Official/Heviewing 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.
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Module 4: Developing Performance Plans

Elements & Standards

U.S. Department of Housling

and Urban Development

Date Assigned:

Reviewing Official’s
Initials:

Supervisor's Initials:

Employee's Initials:

Rating Date:

Rating:

Element No.:

Critical Element Description:

Employee’s inltlals indicate only that critical elements and performance standards were communicated to himher. They do
not signify agreement or disagreement.

Outstanding Performance Standards:

Fully Successfyl Performance Standards:

Unacceptable Performance Standards:

Actual Accomplishments:

Standards for Success

April 2006
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Module 4: Developing Performance Plans

Lesson 2: Developing Critical Elements for Performance Plans

4 | Notes:
Sommunicate/C -
| with employe
8 - -
Aligning Performance with Goals Notes:

* Performance plans must be
derived from, aligned with, and
linked to one or more of the
following:

- Presidents’ Management Agenda
HUD's organizational goals and
strategic plan
— Agency performance plans

Department work plans and
management plans

~ Budget pricrities
» Focus on results that are
measurable and attainable

NERCY MOZWEAGQGTAMD S w
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Module 4: Developing Performance Plans

Developing Critical Elements Notes:

» Must have at ieast one critical element that
is related to a HUD strategic goal

« Should have between 3 and 7 critical
elements -

Selecting Critical Elements Notes:

* Major component of the employee's work

» Describes work assignments and responsibilities
within the employee's control

= Plays a significant role in accomplishing desired
work unit outputs _

- Consistent with employee's position and grade
level

Standards for Success PG 4-12
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Module 4: Developing Performance Plans

Job Aid
Drafting Critical Elements (1012

What is a critical A performance element tells an employee what they have to
element? perform on the job. A critical element is an assignment or
' responsibility of such importance that unacceptable performance in
that element would result in a determination that the employee's
overall performance is unacceptable.

How many critical Generally, each employee may have one to seven critical elements
elemlents does gn in his or her performance plan. Every employee’s performance plan
employee need? must include one critical element that is related to the achievement

of the department’s strategic goals.

What resources When establishing an individual’s critical elements, it is useful to

contribute tothe (¢ 116t only to the employee’s position description, but also to

content of critical broader group and organization goals. This practice supports goal

elements? alignment throughout the agency and creates a more effective
organization.

» Organizational Goals
Refer to HUD goals in annual performance plans for the agency
and in strategic plans.

» Work Unit Outputs
Depending upon your work unit, desired outputs may be
documented differently or not at all. If they have not yet been
documented for your work unit, consider: What are the critical
steps in your work process? What products/services do your
customers expect? Contribution to these items will be good
candidates for critical elements of employee performance.

» Position Descriptions
Use position descriptions to help match key
duties/responsibilities of individual employees with the desired
work unit outputs.

Standards for Success PG 4-13
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Module 4: Developing Performance Plans

Job Aid
Draftlng Crltlcal EIements (2012

What should VOU » Isita major component of the employees work"

consider in
selecting critical
elements?

If a task or duty constitutes a primary responsibility of the
employee, comes with significant consequence for error (safety,
high cost, etc.), or is required under a regulation, then generally it
should be a critical element.

» Does it describe work assignments and responsibilities that
are within the employee's control?

Unacceptable performance is defined in section 4301(3) of title 5,
United States Code, as failure on one or more critical elements,
which can result in the employee's reassignment, removal, or
reduction in grade. Therefore it is crucial that these elements
address individual performance that is within the employee’s
control.

» Does it play a significant role in accomplishing desired work
unit outputs?

If employee error on the element would affect the work unit’s
ability to meet its goals, the element is likely to be critical. See
contributing resources above for more information on aligning
with organizational goals.

» Is it consistent with the employee’s position and grade level?
Review employee position descriptions to ensure consistency.
Employees in like positions and with like position descriptions
will ordinarily have like elements; be prepared to explain and
justify any differences.

What should you » Reflects accomplishments rather than activities

consider in writing Activities are the actions to be taken to produce results and are

critical element ~ generally described using verbs (e.g., filing documents,

statements? developing software, and answering customer.questions).
Accomplishments are the product or service results of those
actions and are generally described using nouns (e.g., files that
are orderly and complete, a software program that works, and
accurate guidance to customers). Accomplishments set clearer
expectations for employees; therefore, measuring and rewarding
accomplishments, rather than activities, often improves results.

» Clearly, accurately, and specifically defines the expected
accomplishment to minimize interpretation errors.

All elements should be either quantifiable or verifiable by the
supervisor.

Standards for Success PG 4-14
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Module 4: Developing Performance Plans

Example of Cascading Goals to the Performance Element Level

HUD Strategic Goal

Administration Management
Plan

National Performance Goal

SES Performance Objective

HR Specialist Critical Element

Embrace high standards of ethics, management, and
accountability

+ Rebuild HUD’s human capital and further diversify its
workforce

Improve the hiring cycle for Senior Executive Service (SES)
and non-SES employees

The average monthly recruitment time for non-SES
positions will stay within the OPM standard of 45 days
recruitment time from announcement closing to candidate
offer.

Ensure an average of all recruitments completed within 45
days

Recruitment

‘Activity 4-1: Selecting and Writing Critical Elements

Activity 4-1

* Directions

Participant Guide, including:
» HUD strategic goals

CPD

— Review the material provided in your
« Management plan excerpts for Admin and CPD
« Position description for a position within Admin or

— In your groups, develop a list of critical
elements that could be used for the position

Notes:

12

Standards for Success
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Module 4: Developing Performance Plans

Activity 4-1 Selecting and Writing Critical
Elements

Directions:

1. Review the material provided in your Participant Guide, including:

+ HUD strategic goals
¢ Management plan excerpts for Adminand CPD
+ Position description for a position within Admin or CPD

2. In your groups, develop a list of critical elements that could be used for the position.
You may need to make some assumptions in order to complete the exercise.

3. Complete the worksheet on the next page.

Standards for Success PG 4-16
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Module 4: Developing Performance Plans

Activity 4-1 Worksheet

HUD Strategic Goal:

Management Plan Goal:

3

Critical Element 1:

HUD Strategic Goal: .

Management Plan Goal:

Critical Element 2:

HUD Strategic Goal:

Management Plan Goal:

Critical Element 3:

Standards for Success
April 2006
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Module 4: Developing Performance Plans

HUD's Strategic Framework — FY 2006 Annual

Performance Plan

Mission: Increase homeownership, support community development, and increase access to
affordable housing free from discrimination.

INCREASE HOMEOWNERSHIP PROMOTE DECENT AFFORDABLE

OPPORTUNITIES

HOUSING

STRENGTHEN COMMUNITIES

¢ Expand national
homeownership
opportunities

¢ Increase minority
homeownership

¢ Make the home buying
process less complicated
and less expensive

¢ Fight practices that permit
predatory lending

¢ Help HUD-assisted renters
become homeowners

¢ Keep existing homeowners

4 Expand access to
affordable rental housing

¢ Improve the physical quality
and management
accountability of public and
assisted housing

¢ Increase housing
opportunities for the elderly -
and persons with disabilities

¢ Transition families from
HUD-assisted housing to
self sufficiency

¢ Provide capital and
resources to improve
economic conditions in
distressed communities

+ Help organizations access
the resources they need to
make their communities
livable

¢ End chronic homelessness
and move homeless
families and individuals to
permanent housing

¢ Mitigate housing conditions
that threaten health

from losing their homes

_ Cross-Cutting Strategic Goals

ENSURE EQUAL OPPORTUNITY IN
HOUSING

EMBRACE HIGH STANDARDS OF
ETHICS, MANAGEMENT, AND
ACCOUNTABILITY

PROMOTE PARTICIPATION OF FAITH-
BASED AND COMMUNITY
ORGANIZATIONS

¢ Provide a fair and efficient
administrative process to
investigate and resolve
complaints of discrimination

¢ Improve public awareness
of public housing laws

¢ Improve housing
accessibility for persons
with disabilities

4 Rebuild HUD’s human
capital and further diversify
its workforce

4 Improve HUD's
management, internal
controls and systems, and
resolve audit issues

¢ Improve accountability,
service delivery, and
customer service of HUD
and its partners

¢ Ensure program
compliance

¢ Improve internal
communications and
employee involvement

4 Reduce barriers to
participation by faith-based
and community
organizations

4+ Conduct outreach and
provide technical
assistance to faith-based
and community
organizations to strengthen
their capacity to attract
partners and secure
resources

¢ Encourage partnerships
between faith-based/
community organizations
and HUD’s traditional

"~ __grantees

Standards for Success
April 2006
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Module 4: Developing Performance Plans

Community Planning and Development — FY 2006 Management Plan
(excerpts)

The Office of Community Planning and Development (CPD) seeks to develop viable
communities by promoting integrated approaches that provide decent housing and a suitable
living environment, and expand economic opportunities for low- and moderate-income persons.
The primary means towards this end is the development of partnerships among all levels of -
government and the private sector, including for-profit and non-profit organizations.

Mission. The mission of CPD is to support state and local partners, residents, program recipients,
and communities in the efficient and effective delivery of HUD programs; to protect the
investment of the taxpayers; and ensure the highest standards of ethics and accountability.

Secretary's Priority. Each field office local action plan must include strategies and efforts to
support the Secretary's priorities of ending chronic homelessness in ten years, and helping the
homeless find permanent housing and achieve self-sufficiency.

Local Action Goals. In FY 2006, local action goals will include strategies to address the
following HUD strategic goals ‘

¢ Increase homeownershlp opportunities
¢ Promote decent affordable housing

¢ Strengthen communities

Field Local Action Goals. For each strategic goal identified below, CPD field offices should
select appropriate action items(s) to address the strategic goal. Performance statements should be
measurable and outcome-focused, with target dates.

Standards for Success PG 4-19
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Module 4: Developing Performance Plans

Community Planning and Development — Strategic Goals

Strategic Goal: Promote Decent Affordable Housing

This strategic goal is a central part of HUD's mission. HUD seeks to expand access to
affordable rental housing, improve the physical quality and management accountability of
public and assisted housing, increase housing opportunities for the elderly and persons with
disabilities, and help HUD-assisted renters make progress towards self-sufficiency. CPD's
activities under this strategic goal will help expand access to affordable housing.

Examples: -

* Assess grantee performance and encourage increased productivity of decent affordable
housing for renters and purchasers

= Coordinate technical assistance needs of grantees

s Target technical assistance to community housing development organizations (CHDOs)
to increase their capacity to develop and produce decent affordable housing

* Encourage grantee participation in training events

* Collaborate and participate with other Departmental disciplines at housing seminars or
workshops that promote affordable housing

Strategic Goal: Embrace High Standards of Ethics, Management, and Accountability

This strategic goal encompasses a wide array of objectives that impact families, individuals, and
neighborhoods. CPD programs support community and economic development in America's
low- and moderate-income communities. CPD's strategies for success at the community level
under this goal include: providing capital and resources to improve economic conditions in
distressed communities; helping organizations access needed resources to make their
communities more livable; ending chronic homelessness; moving homeless families and
individuals to permanent housing; and mitigating housing conditions that currently, or in the
future, threaten health. :

Examples:

* Encourage the targeting of program resources to strengthen neighborhoods and
communities

* Ensure use of performance measurement by formula grantees

* Review formula grantees’ Consolidated Plans, Action Plans, and Consolidated Annual
Performance Reports (CAPERSs) for performance outcome measures

* Encourage formula grantees to use the new Conplan tool (CPMT) to develop their next
five-year Consolidated Plan

* Encourage entitlement grantees to establish HUD-approved Neighborhood Revitalization
Strategy Areas (NRSAs) where there are qualifying areas

Standards for Success PG 4-20
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= Facilitate access to technical assistance providers to assist local communities in
implementing and eliminating lead-based paint risks in rental and homeownership
housing

* Participate in efforts by local governments in developing strategies for expanding
affordable housing and ending chronic homelessness

= Provide direction and assistance to entitlement Community Development Block Grant
(CDBG) grantees to ensure that the number of grantees that become newly untimely -
either decreases, or where appropriate, does not increase

Strategic Goal: Promote Participation of Faith-Based and Community Organizations

One of HUD's goals is to break down the barriers and substantially strengthen and expand its
partnerships with faith-based and community groups to take full advantage of their capacity to
provide quality services to communities and families.

Examples:

* Encourage grantees to provide equal access to CPD resources for faith-based and
grassroots non-profit organizations

=  Provide information on CPD programs at meetings and workshops sponsored by faith-
based and community organizations

= Participate in HUD-sponsored, faith-based conferences to provide technical assistance
and training on CPD programs

= Encourage formula grantees to report faith-based funded activities in the Integrated
Disbursement and Information System (IDIS)

Strategic Goal: Ensure Equal Opportunity in Housing

This strategic goal focuses on working with stakeholders in promoting the fair housing laws to
help ensure that all households have equal access to rental housing and homeownership
opportunities. HUD is committed to ending the practice of discrimination through enforcement
of fair housing laws, as well as through educating lenders, real estate professionals, housing
providers, and residents in complying with the laws.

Examples:

= Encourage efforts by formula grantees to take actions to overcome impediments to
accessible housing

* Promote the Fair Housing Initiati'ves Program (FHIP) and the Fair Housing Assistance
Program (FHAP) as resources to entitlement grantees for fair housing and equal
opportunity (FRED) training

* Educate grantees on fair housing requirements and other applicable civil rights laws
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* Provide technical assistance or other appropriate actions to help grantees increase the use
of Minority Business Enterprises and Women Business Enterprises (MBEs/WBEs)

= Collaborate with FHEO to sponsor training session(s) for grantees on Section 3 and
Section 504 requirements

Strategic Goal.: Increase Homeownership Opportunities
This strategic goal focuses on HUD's activities to expand homeownership opportunities for
minorities and low- and moderate-income families. CPD's activities under this strateglc goal will
help make homeownership more accessible and less expensive for families.

Examples:

= Support strategies for increasing homeownership opportunities

* Provide appropriate technical assistance to grantees using tools such as the HOME
Performance Snapshot

= Assess performance of HOME participating jurisdictions (PJs) and CDBG entitlement
communities on activities to promote homeownership

Standards for Success PG 4-22
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Sample Position Description for CPD

POSITION DESCRIPTION

COMMUNITY PLNG & DVLPMT SPECLST, GS-0361-12

BN IR Koo | | My BATE s |orMoners

P FLAN s | won) atiee | PAYIASE | Peamen [N CLASE] KA
WORK TITER | COMMUNITY #1LKE & DVLINTE SI0LET

Man Fxwrot SNTOOn Adzin phiie 300 [E VIR 2 :

CLASSIFER | Dnnya Welkiw )

CLASE STANINGELN] 1S D0 MISTELLANDIUE ADMINISTHATIVE AND PUDORAK SHRIES, D5-301, T5-34, JAK 4. IS ORI
ATMINISTRATIVE AKALYSIS SHADE EVALEIATIING D01, TTD ALRE 91, TSA1

MAJOR DUTIES
A Maintzins information sysiEms for the propar invenbory 2nd routing of spplications and related
comrespanvdence for assipgnad economic development programs.

B. Caries out all pre-award respeasibilities for grant manazement for assigned aconomic
development programe.

C. Advises the Office Diréctor on pre-award and post-award problems and issues specificaily
ivolving Coneressiopally ed grames.

D. Reviews applicaticns and program reperts for assipned CPD programs. Modifies sexior level staff
oo any dx.spuﬁe ar deﬁc&mzpit; and zﬁ?amandi solutions.

E. Anzwers inquiries by latters or salephone relating w CPD programs from available maserial or
Eiitarial moode SEIAbE by e DAS e IEEealE Drpae rpors Shd SLea) Sa i
cenformeance with HUD Headquarters or Field Offices requirements,

lfm F.(e:s . ‘%fsi“ole for mpurting acd updating information into the Line of Credit Cantrol System

G. Provides oral and wrinter pridance concerning direct interpretation of policies and procedures,
inrluding direct commumication with field offices, graptee, public intetest groups, lobbyists, and
Congressional staff.

H. As assigped, develops procedures for improned administradon of the Neighbarhood Inidative and
Congressionally targesed spacial purpose grant programs, and other programs as assigmad.

L Gathers informaticn to respond to Freedom of Tnformation Act Requests.

J. Analyzes appropriate datz 1o develop and recommend operations policy and procadurzl option o
coarplex tssues relating io tompemian?mmgmm and mﬂ systems for éED DIOgrans.

E. Ensures rasponses to complex wriner and ot inguiries from Congrass, State and local
government officials. nor-profit organizations avd citizens are comsistent with cuTent policy.

L. Negotiates solutions to complex program problers with HUD staff. grantees; other Heaadgnarters
offices and recommends position to santor level Headgaarters staff

M. Interprets policies and procedures, which are accepted by zrencess and EUD staff as final.
Factor . Knowledge Required by the Position

Brovide knowledge and suppoet in ail mwajor CPD area inchuding comeymity development, economic
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COADMUNITY PLNG & DVLPMT SPECLST, G5-0301-12

developaent 2nd housing indtiztives, This ensails working on geals, objeciive:, and policy
preparatien for QED.

Enowledge and skill ic applyicg analviizal and evaluative methods and appiying writing skills o
program develepment and operational issues ipvolving the development of progiam gustance and the
Frovisions of techuical assistanca,

Enpwledge is used to zasist in the developmers:, wanagerrent and comnplesion of program competitions,

the manzeement of programs through the field offices.
Eaowledge of CPD regalations, handbook

Ablity Yo serve in 2 team effort 10 implemerting or evalustng & pfzggm Tasks and evaluaton
stwdies typically require krowiadza of the mzjor issues, program geals and objecttes, work
Frocesses and adsenisratve operaton of the office

Enowledge is used to plan, schedide and conducs acalytic fasks snd evaluadons aed the resuits of
these effor: are expected 1o iovolve recorrmendations for ways to improve the sffactveness and
efficiercy of HUD programs, operatng pokcies and mazagerent procedures. The assigmments require
knowledge and skill ir sdaptng analyaca! techniques and evaluatica cmtesia i the coliacion.

review and assessment of performance data.

-, Dotices and policies.

A9y

Enowledge is applad iv developing new approackes or evaluation tools or metheds 1o gain betier
understandips of HUD systems, parformance objectives, client benafizs, partmerships with Stase acd
local governmeats and neaprofit cozavizaticns, the use of relatad rescurces and collabomtions wits
cther Federal programs in the effectiva dalivary of program suppest.

Factor 2. Supervizory Conmols

The mcumben: repocts dizecdy to and receives general diracrion from the Supervisory Crant Program
Cfficer or semior level ztaff. The incumbent takes a sizpificant degres of indapendent action 2nd
Initiative 1 ensre the function: Zssizned are performed effectively and efficiently. Complecad
work is reviewed in terms of effectiveness @ achieving program goals estblished for the TAS and
the Deparment 2nd the ability to develey and ackieve solutoms i complex problams. The emploves
Plaes, coordinates, and cazzies out the swocessive steps in St ficding and amalysis of issues
LeCessary io cm_n?a’te exh phase of assignad projects. The incumbenis also work closely with the
zenior sff, which provides guidamce on joine prosacts.

Factar 3. Culdelices

Craidelives include verbal and wniten fnstactions, Depanimentzl Eacdbooks, Commmity Fadem!
Fegalations (CFRs) Cuidelines are not always availzble and the mcumbem: must ofter interpret
gaidelives and imstuctions which aze not always avatlable, 1o mez the needs of CPD's managenent
The tncumbent must wse judsmers: @ researching regalatiors, and it dessrmirice the relatonship
benwesn guidelives and organizadona) efficiency, progrem sffactvensss, o productvity.

Factor 4. Complexiny

Frovides wriiren and oral guidence and assiztance where required conceming the interpratation of
palicies, males acd reguiztory provisions. This includes diec: commwndcasion and cormespondence
with fiald saff reprasenmtives of public 2nd private intezest sroaps and stz acd local

governeer: officials and lobiyiae:. The incwewdert bandles 2 vanety of mattar: simalaneously,
involving different mathiod: aAd grocedunes, and mast maks deciziobs regarding appropriae pietheds
o uze.

Factor 3. Scope and E&fert
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COMMUNITY PLNG & DVLPMT SPECLST, G5-0361-12

The purpose of the wark is to contribute 1o the improvement of resparsiveness. effectivensss, and
efficiency i HUD programs operations and of administative support activiges. Work imvolves
establishicg criteria to maasare and or predict the arainment of policies, orgamizationad poals

and objectives of the OED's programs. Work affects the plans, goals, and effectiveness of HUD's
mggnn and program:. Work may afect the pature of administrative work done . componests of
oiber agencies.

Factor 6. Persopal Contact

Personal contacts are with HUD employess, supervisars, and HUD clients. Directors and other staff
1n noepeofit rzations of stare and local government, as well as consuliants, coniractors,

Erantess and Federal agencies in the moderately unstructured setting. Cootacts may inchade
comtacts with the head of thu%i.g, office manager) or program officials (e.g. Directors

Factor 7. Purpose of Coatacts

Contacts are made to influence manapers or other officials to implement the requiresnests of Federal
programs, findings and recommmendafions on grants manageeent compliance of effactiveress. May
ercounter Tesistance due to such issues as organizatioral conflict, competing objectives. of

resource problems.

Factar S. Physical Demands

The wotk is primarily sedencary, although some slight phvsical effort may be regaired.

Factor ¢ Wark Envirorment

Waork is typicaliy performed in an adequately lighted and climare conmolled office. May require
occasioral mavel.

JOB COMPETENCIES (The full range of competencies for the oc iomal sertes iz prowidad for
Lli:tgmamn and developement purposes: Lot BVRly COmpetency d:sp&aycgﬁg reguired at the individual posfion
=t ’:]

EVALUATION STATEMENT
1-7 1350

24 450
34 450
34 125
54 225
63 €0
73 120
8- 5
g-i 5

Toml 2760 = GS-12 (2755 - 31504
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Office of Administration — FY 2006 Management Plan (excerpts)

Mission, Customers, and Principles

The Assistant Secretary for Administration is responsible for carrying out all administrative
support functions that enable our workforce to execute HUD's mission. This includes
responsibility for all activities related to human capital management, employee training and
development, space management, records management, protection/security of HUD personne]
and property, and grants management. Field administrative staff provides daily administrative
and human capital support services to HUD's program staff in more than 80 field offices and
service center locations.

The Secretary has made a commitment to provide excellent services and results, and to improve
performance in program management that reflects the highest standards of ethics, management,
and accountability. The Office of the Assistant Secretary for Administration places the highest
priority on these principles. The Office of Administration will:

* Deliver timely, reliable, and high quality services and products
* Manage human resources effectively
= Strengthen HUD's knowledge and skills capacity
= Establish accountability across the board for achieving mission-critical goals

Overview of FY 2006 Objectives and National Performance Goals

The Assistant Secretary for Administration plans to complete the following objectives and
national performance goals that support the Department's FY 2006 Management and Annual
Performance Plans. The objectives and goals also contribute to achieving the objectives
established in the President's Management Agenda for Strategic Management of Human Capital.
Major areas of Office of Administration national focus during FY 2006 include:

* Continue implementing the Departmental Strategic Human Capital Management Plan by:
¢+ Implementing the departmental workforce plan, which contains strategies for
reducing skill gaps in mission critical occupations
+ Improving the hiring cycle for Senior Executive Service (SES) and non-SES
employees
¢+ Increasing the level of employee satisfaction on the employee survey
* Developing a comprehensive test, training, and exercise (IT &E) program, as required by
Federal Preparedness Circular Number 66, to ensure that the Department's Continuity of
Operations Plans (COOP) are complete and executable
* Improving communications on major initiatives within the Department
= Implementing recommendations from evaluators to improve the level of services
provided
* Implementing the e-Government goal of making competitive grant applications available
online
= Utilizing the space in the Department in a more efficient manner
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* In coordination with the Office of the Chief Information Officer (OCIO), issuing HUD
Contingency Plans in accordance with National Institute of Standards and Technology
(NIST) and Homeland Security guidance

* Improving content and design of Administration's Web pages

* Achieving timely audit management decisions and final actions

* Reducing leased space over the 2005 baseline

* Issuing and implementing the HUD Integrated Human Resources and Training System
(HHRTS) Communications Plan :

'LEAD NATIONAL PERFORMANCE GOAL FY 2006
NATIONAL
TARGET

Training | Reduce skills gaps. Reduce technical skills gaps in one mission 10 percent
critical occupation in the four core areas (PIH, CPD, Housing, and reductions
FHEO) by 10 percent.

OHR Recruiting cycle. The average monthly recruitment time for non-SES | 45-day
positions will stay within the OPM standard of 45 days recruitment time | average
from announcement closing to candidate offer.

OHR Workforce planning. Complete workforce analysis and plans for the 4 workforce
following four offices: Office of Administration; Office of CFO; Policy, plans
Development, and Research; and GNMA.

OHR Improve SES hiring cycle. The average quarterly recruitment time for | 61 days
SES positions will be 61 days from announcement closing to candidate
offer.

OHR Improve employee satisfaction. Analyze the survey results from the | 9/30/06
previous FY survey, provide recommendations, and develop action ’
plans to further improve employee satisfaction.

OSEP | Exercise continuity plans. Conduct annual training of the HQ COOP 80 percent
Emergency Relocation Group members and achieve an 80 percent level of
level of participation. participation

Grants | On-line grant applications. Seventy-five (75) percent of competitive 75 percent
grant applications will be available electronically through the Internet. :

Grants | Grants outreach plan. HUD will issue a grants management One plan
departmental outreach plan that will outline an outreach strategy for
Grants.gov.

OMAP | Timely audit management decisions and final action. Reduce the 50 percent
number of audit recommendations where final action is more than 12
months overdue by 50 percent.

OAMS | Tenant satisfaction survey. Analyze survey results from the previous | 9/30/06
FY survey, establish baselines, make recommendations, and develop
action plans to further improve employee satisfaction.

oPSs HIHRTS Communications Plan implementation. Complete 90 90 percent
percent of the goals included in the HIHRTS Communications Plan
within the established timeframes.
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Sample Position Description for Administration

POSITION DESCRIPTION
PROLG SPECLST, G5-0301-13
SETE BRip s rniR - | stapio BatE o | erowasee | GPaMcRETS
rarrLsk | os e L anabe 1 PR BASE | e aooam | PR CLASS| KA
Fia p— pwtooh | adeis BRUTE | %o PR e Sier | Aswreprad
CLASHIIER | Darne Wil -
CLASS STAN DRI

T8 O TS MISCRLLANDOUS wwmman'mum I”MRWSWIIWMU@I TS24 ITD TAN 1999, 105 O T975

DATECLAGATIED | S10a Ak,

MAJOR DU’IES

The moumben: plans, 4 coadacts, resezrches, and 5eports O & wide variety of human capital
Imitiatives. Remeves, m:. and reparts via statistical and qualitative amalysis of data,

reszarch and evaluztion methodologies. Servas as a human capital dzvelopment, orzavizational needs
acd skil's needs azsecsmant aduisor and speciakist. Consalis witk and adiises management. employes
ceveloporent, and traivieg staff besed on Endings, research, and benchmarking data.

Provides managers and supervisors with acoarate, compbete, useful, and tmaly kumac camzal dacx,
Leads activities with program masazers and admeniserative officers to datermina app

activities to achieve the Depanment; s human capital srasegias mm&ralzp:m teat’wﬁ::
keadoaarters and fald locations,

Ceaducts studzes and examjnes mamgemem icforriation daia to assess the appropriate sapervisory
soae of controd for az program ofices. Pamticipases i varions aciivides in the Ofice of
Humar Rssources 1o Gatermine the Wapm@e supefwisor to emplyes ratio for EUD.

ﬂmmat::mmmﬁ: ars, Traint S-mme;mﬂmmufﬁu&]smmdmssbam

Ezsues peniaining m a:ses:mem of skalks zaps and imbafances, tarpesad employee
n.evelopmem_ and tarzeted recrisitment. Maintains a clear focus on established workforce placaing
sirategies for the ingivigaal prograra offices snd the Depamment. Pamicipates azgressively In
TAnoUs maxg_wes to adress skl gaps identified in program office workiome plans. Warks with
program: staff to coordinate mainieg pmumn& maezmmmw assigument; competitve sourcing
opticns and possible E-Gov ,ohamglt‘a comprehepsive workforce plapning.

ancma 5 beavily in the Diepartment;s strategic workforce pianning effort, including
coardinating with the comtractor and human resources staffs, Departmenr-wide. As assizned,
performs a ;Desk Officer; suppart function with program: offices to support the accomplishwsnt of
workforce analysis acrivides fead by the conector. Establishes and mamrairs program
uo_cflém:-ﬂwm regarding siznificart support senvices providad fo program offices and contracice
pezformance

.41:’5 arts and essiss EUD s stafficg and recuimment specialsts and manzgers in idertifying aad
evaluaing ourside wmt«ﬂz:; msnrmons, rofessional associztions, colleges, r.:m

meemnia g?anamnms appropriazz for EUD), s functions to identify talent poots, biain
infeemation and datz comceming kamar capital deve]npmem ozining, Tazearch and methodoliogies to
prepare paople for careers.

\;glﬁn;& current imm ledge oii EIED] orgzmizatior and functions. anmmof -the-ant ské;le < oo
x =# in hamac capital development organization assessueats, yrce plamming 5 a0
techrologic adramemgms Estaplishes a reference resoumce, which inctudas historic

dorumentatior regarding the Human Capital Strategic Wim its suhasguem Impiementation plzm;
individmal Frogram office wezkfme olans; 5 'ummnr-ic rtal Worksorce Analvsis Report,
Deparorenta] Warkforce ®am, and Humzn Capital mfanﬁb’lh Assessment Plar.” Provides suppott to
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PROG SPECLST, G5-0301-13

the HUD Exeruzine Steericg Convrines for Human Capital Management regardice thess pizns acd

recaired acdon Stems.
Analyzes 2nd devalops ﬁmce:’iuraa and policy prapasals, directives, 2it, 1o support effaoive buman
capital maozgemert in EUD. Conducts research and facecasting in order to provida program offices
with best pracrices ard advanced tsighes for workfarce placning and succassion planrivg. Designs
survey mstuments; project plans, and prepazes reports.

Establishes end mzintains confact with Federal, State and local agepcies, as well as professionat
oTZarizations a1 bocl, state, and nationzl Jevels 1o keep abreast of Inovative approaches for
workforce and successioa plamning and to jdanrfy best practices for recnuimisnt and retemtion.

to provids informarion, answer questions, znd pian Diepanimental actions ta respond to HUD 5
crersight pasners oa bamac c&pqil;nl issuaz. Barforms odbver duties as assigred.
FACTORI. EWNOWLEDGE REQUIRED BY THE POSITION (Level 1-8, 1530 poinrs)

Macztery knowledze of program evaluation methodologies, mckuding survey, rasearch, and statistical
mﬁuﬂi as well 25 2 broad mmze of research: designs 1o bead orzamzational needs assessments;
deaizr 2nd evabuate measaremen insinements; and evaluars vanmows Mran resources MApasFrMen
programs and activides with respoasible managers and supesvisaes.

Comprehensive krowledse of the principles of human resousces and personnel systems, processes,
mgm_\ and daxtabases to apnropriately request, retrieve and analyes related statistics and data.
Ability to develop, maintain. and anaiyze datsbase information and skilks ipventories.

Know of the Department, struchue, missicn, aperating programs and p lme? imm&grhe
strategic objectives, Runaal performance gg mduax:ikx?gg ré%aﬁs ﬁtr‘muznpégﬁ s the ess of
resident;s Mansgement Agenda (PW %

kamae capital activities. Knowledge of g
policies and procedures, HUD):s buman capital palices and related guidance. Krowledza of the PMA

Capital: and the Humar: Capital Assessment and Accoantabéity Framewark.

Regular znd recwrzing azsizoenents regaire & working knowledze of program priotites, mission
crifical fimcrioms; relxbed skill and compatency gaps; workforce plancing Mitatives and
pricrities; and mcreased emphasis on competiive sourcing raquirements and E-Gov sohutions.

Skill in corarmumicaring orally; presens briefinzs and new concepts, persuasivaly.

Ability to commumicste iz Writing to prepare project plans; m‘.ﬁm[pllans; assessment toals; cmf
policies; teckmical guidance; advize and provide consuitation to all levals of management and
stadE, end gaie appeoval of new assessment processes, project plaes and proposzls.

FACTOR. II. SUPERVISORY CONTROLS (Laved 1%, £30 poinrs)

The incumbent receives general supervision from the Director of the HOM Sl Assipmments are

received in trms of broad program goals and ganeral odjectives. Generally, the innerdant works

indeperderly to compiate prodects withoat tech megu.dm.e in aralyzing problers znd idsnsifving
acs and procedures. The supervizor §s keps inf of progzams, problerss, ard sohuticns.
mebai wok is reviewed for achisvement of ohjectives it compliance with approved policies and

effectivensss in meeting the needs of the orgacizanon.

FACTOR III. GUIDELINES {Leval 3-4, 450 points) ’

Guidelives include HUD mission and function smemgms,‘gam policies and proceduares; Office of
Perzopnel Mamazement policies snd guidelives regarding the PMA, which are wsually noc spacific for
tne actions to be taken by the agenries. Due to the zanme of the resular and recurring wock of

the position, the employes responds 1o guidance from the OPM Liatsen and OMB oversight parmens
that ars very broad, federal bamar capifal memazement aed related actions to be tzken within the

'Purﬁcigmtes in briefings, meemgi and conferences with executives and other manazement officials

£, heman capita?
scorecart; OPM Humzn Capital Dimensiogs and Crirical Success Factors; GAO Cornerstones for Fimman
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PROG SPECLST, GS-0301-13

agency w0 deronstate compliznce. This regires considaranle interpratation and or adzptasior for
apolicatioa to the agencies proalems and issues that impact the azercy; s commpliance with the PMA
redurerents. Significac: Sudzriert ts required to tear spenifc 155aes gt prablems; research

Tencs, paterns and bast practces; develop new methods; propose wew policies and procedures or
raodify existing mamagament pizns and practices, 5o that program offices can be provided clear
direcdeas en compliamce actions. Corseqaendy, emploves i tacked to devaloy Zuidance for progrm
offices which affect actioes concernirg maining to close skill gaps; knowledze 1@1&555:;5-’9?@5%
orgarization and position mansgement, and succession plamume. This guidence &5 ] and
preserted in tha form of propoesed action and project plars.

FACTOR IV. COMPLEXITY {Lesal £-3, 323 poirts} )

The incumbent providas analysis of inrarralated tssues concerning kumap cagiial management and
workforce plarning for individuad program: offices. Employes must be atle to idertify and recommeand
sol:tions to complex and multifaceted human capital marazement problers a.fﬁen;% workload
forecasting and workload management; staif dﬁjmem. plmmm}:m 1 caresr echarcemeent,
recriitment znd retention. The position requires that priorities are ¢ v chanzed, and _
iepomiant studies must be performed and accomplished concurrently, along with fraguent exacutive
mAagerert censaliatons. The incumbent has critical respansibilities for interfacing with all

st moived in the workforce analyzis and all ather uran capital mitiatves, &.g., progrm

priorities; mission critical fanctions; related skill and competency &E%e sNCcession planning

Imitiatives and accoumeabéity. The work fnvolves coordinarion with the Training Services ang the
Office of the Chief Fimancial Officer, and jnformation teckmology siaff to promote the increased
emphasis on training, comypesitive sourcing opporimitiss, and viabis E-Gov soluticns.

EACTCR V. SO0PE AND EFFECT (Level 3-3, 125 points) )

Thie incumbent;s work direcdly impacts the efficiency and effaciiveness of program operztions and
orzacizatonal zoals for effecave humac capital m%m The purpose of the work is 1o

promoie the Depariment;s huznan capital strategies and ¢o implersent workforce and succession
plaoning programs. The ncumbent copducts stadies to analyze deficiencies or to determine the need
50T new pﬁo%—m ensure compliznce with the requiremenis of the Proud-To-Be document znd othes
President s Marazemert Agenda nitiatives. The work contritates to the efficient accomplishment of
the buman capital objectives, ensuring thar the workforce is able to meet both Jong and sharr-ienm
humar capétal needs for the ﬁ:m?flmngs 1misséoa. 1On: 2 regular and recurming basis, the wock
involves idanrifying ways to resolve problems or cope with issnes, which directly affect te
Departments kamae capitl gozls. Employes deve mmg;&mgﬁrxgmmsah: drafts action placs and
policy guidance and participates in management se:sions wherein HUL s cversight parners are
azsessing the apency; s accomplishmens: Tor sabsequent reporticeg to fhe HUD Secretzry.

FACTOR VL PERSCHAL CONTACTS [Eeval 3)

Coatacts include afl lewels of emplovees of the Depertment; staff in other Federal agencies; State,

local 2nd privare agencies, pezarding bumar capital memagerrent. Employes coordnatas with other
oezacizations, such as educagonal insdmtions, kuman resources offices, Ton-goverament

comraciors, and private indusmy resowrces.  Employee has racurring coatacts with HUD exatusives

who ara members of the  Executive Sieering Cormitrss for Human Capital Marazement, azamcy Haison:
at OPM and occasional contact with HUD ;s oversight partners &t OMEB.

EACTCR VIL PURPOSE OF CONTACTS (Level 3 ; ¢, 180 points) _
Contacis are nommially made to ressarch or enchanee inSormation: provida advice, suidence and
techrical assistance. Comtacts with HUD memagers and supervizors are to make recommeandation:,
comctact studies, discuass smﬁ' results, coordimate plans and praposals, develop worksorce planring
siratzgies, irterpeet PV.A and octher major humean resgurces policias, ar 1o irpleraert approved umen
capital strazamies. Most contacts are to infhuence marasars and other offictals to accept and
implement himwn capital and wockrorce planpirg stratspies and actiors for compliance with PMA
regairements. In addition, these cootacts may be to facifitate 3 déscnssion of program: office
accomplishments updar established action plans ar other specific assigpments, Employee is often
coafreated with resistance, as program officials are distressed by the pressinz workload thar steras
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Lesson 3: Developing Performance Standards

SMART Standards Notes:

» Specific

¢ Measurable
» Attainable
* Relevant

* Time-bound

CHECKLIST FOR WRITING SMART OBJECTIVES (GOOD MEASURES)

Specific: In detail, what will be accomplished? Is it concrete?
Measurable: How will you know your requirement is achieved? Can the result be determined? What is the evidence?
Achievable (attainable): Do you have the resources, tools, time, and support to make it happen?

Realistic (relevant): Is the requirement relevant to the mission and organizational goals, and can you actually get it
done? )

Time (time-bound): Did you identify a completion date, scheduled milestones or some other way to determine when
the requirements need to be completed?
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Measures Notes:
* General « Specific
- Quality — Number
— Quantity — What to look for when
- Timeliness no numeric
- Cost-effectiveness measurements apply
— Cther
14 _'
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Lesson 4: Guidelines for Writing the Standards

» All standards must be written as “fully
successful”

» Consider how the standards might be exceeded

» Avoid the appearance of requiring perfection
rather than excellence

™ Five Levels of Performance Notes:
« Non-supervisory » Managers/Supervisors
- Qutstanding — Outstanding
~ Highly successful — Excellent
— Fully successful — Fuily successful
— Marginally satisfactory — Minimally satisfactory e
- Unacceptable — Unsatisfactory
13
When Writing Standards... Notes:
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Absolute Standards

» Absolute standards allow NO room for
errors

* Merit System Protection Board (MSBP)
bars absolute standards unless failure to
perform results in death, injury, breach of
international security, or great monetary
loss

« Avoid the use of “all,” “never,” “every,” etc.
in writing standards.

Notes:

Performance Standards for Beta Test

« At least one element should be related to
strategic goals (more if possible)
« Standards should be results-oriented

* 60 to 80% of the standards should be
SMART

Notes:
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Job Aid

Developing Performance Standards

What is a . A performance standard tells an emplovee how they have to
performance perform their job tasks. It describes in writing how each critical
standard? element will be measured at the Fully Successful level and may

suggest specific ways to exceed that level.

Step 1: Determine » What is the key measure of performance for the
General Measures. element - is it quality, quantity, timeliness, cost-

effectiveness or other judged manner of performance?

Quality addresses how well the work is performed and/or
how accurate or effective the final product is.

Quantity addresses how much work is produced.

Timeliness addresses how quickly, when, or by what date
the work is produced.

Cost-Effectiveness addresses dollar savings to the
Government or working within a budget.

Step 2: Determine » How can the general measure be assessed numerically?

Specific Measures. Think about a number that can be tracked. Consider
measures such as:

Percentage of accurate output,

Number of allowable errors,

Number of units produced or services performed,
Timeframe of performance, and

Percentage of cost savings, time savings, or waste
reduction.

» If no numeric measurements apply and the element can
only be judged, who can judge that the element was done
well2 What factors would they look for? ‘

The first-line supervisor is often the best person to judge
performance, but there may be situations, depending on
what is being measured, when a peer or the customer
receiving the product or service would be the best judge.
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For example, if the element is “Meetings Scheduled,”
judges might include both the meeting leader and attendees,
and factors might include satisfaction with room size, set up
by the deadline, and receipt of a notice.

Step 3: Write the » All HUD standards must be written as Fully Successful,
standard. meaning;

e Work is completed in a timely fashion according to priority
and produced in normal quantities. ‘

e Work products are complete, thorough, consider all
appropriate aspects of the assignment, are consistent with
established policies and procedures, and reflect sound
knowledge of the relevant subject matter.

¢ Levels of performance are realistic, achievable, and based
on sound rationale such as historical information (i.e., last
year, a similar level was achieved), comparative analysis
(workers in a similar work setting and position were
achieving this level), or job-specific procedures.

» Consider how the standards might be exceeded. Though you
_ need only document ways to exceed if an employee requests it,
consider this when you write standards. HUD encourages
supervisors to discuss with employees how their standards may
be exceeded. Ways to exceed could include:

e More, better, or faster performance than the standard,

e Performance plus (i.e., performing other related duties or
projects in addition to those required), and

¢ Notable or exceptional initiative, creativity, innovation,
commitment, or notable/exceptional impact of activities and
ideas.

» Writing standards with numeric measures. If a specific
measure for an element is numeric, list the units to be tracked
and determine the range of numbers that represents Fully
Successful. The standard should be high enough to be
challenging but not so high that it is not achievable. Allow
some margin for error. Generally, avoid words such as “all,”
“never,” or “each,” that can imply an absolute standard.

Example. Element: Technical Assistance. Standards:

e No more than 3-8% errors per quarter, as determined by the
Supervisor.

e Atleast 60-80% of customers agree the employee is willing
to assist and the information provided is helpful.

¢ Employee initially responds to customer requests for
assistance within 1-8 working hours of receiving request.
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Step 3: Write the

3
standard

Writing standards with descriptive, judged measures.
If the specific measure is descriptive, you would identify the
judge, list the factors that the judge would look for, and
determine what he or she would see or report that verifies
that Fully Successful performance for that element had been
met.

Example:
Element: Analytical Results and Specifications. Standards
- The Research Manager is routinely satisfied that:
The method measures the appropriate variables.
The results are relevant.
The method is scientifically sound.
There is a well-written protocol.
The method is accurate, precise, reproducible, fast, and
cost-effective.

Step 4: Check your Review the standards you’ve created. Do they:

work. 3
- 3

Clearly and simply state the specific measure of performance?

Reflect the Fully Successful level (the level expected of a fully

qualified, competent employee) and make clear how that level

can be exceeded?

Take into account administrative factors such as policy

adherence, cost effectiveness, or compatibility with other work

in the organization?

Objectively identify performance that can be observed,

measured or verified on fact?

Reflect appropriate expectations for the employee’s position

and grade level?
Standards should challenge employees to perform quality
work under the normal supervision expected of the grade
level. At higher grade levels, less technical supervision is
required.

Show flexibility and allow a reasonable margin of tolerance?
Remember, a Fully Successful standard should be possible
to exceed.
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Job Aid

Reviewing a Performance Plan

Once you have developed a performance plan, checking your work is always a good idea. Use
the checklist below to ensure that the elements and standards you developed to'include in the
performance plan are effective and meet regulatory requirements:

» Are the critical elements truly critical? Does failure on the critical element mean that the
employee’s overall performance is unacceptable?

Is the range of acceptable performance clear?

Are the performance expectations quantifiable, observable, and/or verifiable?

Are the standards attainable? Are expectations reasonable?

v v v w

Are the standards challenging? Does the work unit or employee need to exert a reasonable
amount of effort to reach the fully successful performance level?

» Are the standards fair? Are they comparable to expectations for other employees in similar
positions? Do they allow for some margin of error?

» Are the standards applicable? Can the appraiser(s) use the standards to appraise
performance? Can the appraiser(s) manage the data collected through the measurement
process?

» Will work units and employees understand what is required?

» Are the elements and standards flexible? Can they be adapted readily to changes in resources
or objectives?

» Is the Fully Successful standard surpassable? Is it possible for an employee’s performance to
exceed it?
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Example of Writing Standards for Critical Elements

HUD Strategic Goal Embrace high standards of ethics, management, and
accountability

+ Rebuild HUD’s human capital and further diversify its

workforce
Administration Management Improve the hiring cycle for Senior Executive Service (SES)
Plan and non-SES employees.
National Performance Goal The average monthly recruitment time for non-SES

positions will stay within the OPM standard of 45 days
recruitment time from announcement closing to candidate
offer.

SES Performance Objective Ensure an average of all recruitments completed within 45
days

HR Specialist Critical Element  Recruitment
Fully Successtul Performance Standards:

80% of all recruitments are completed within 45 days of
closing of job announcements.

Outstanding Performance Standards:

90% of all recruitments are completed within 45 days of -
closing of job announcements.

Unacceptable Performance Standards:

Less than 50% of all recruitments are completed within 45
days of closing of job announcements.
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Module 4: Developing Performance Plans

Activity 4-2: Writing Performance Standards

Activity 4-2 Notes:

Directions

— Work with your group to write performance

standards for the critical elements you have
developed in Activity 4-1
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Module 4: Developing Performance Plans

Activity 4-2: Writing Performance Standards

Directions:

Work together in your groups to develop performance standards for one of the critical
element(s) that you have developed in Activity 4-1. Spend about 30 minutes on this
exercise. When you have completed writing your standards, assess them against the

checklist.
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Writing Performance Standards Worksheet
HUD Strategic Goal:

Critical Element Description:

Fully Successful Performance Standards

Outstanding Performance Standards

Unacceptable Performance Standards
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‘Writing Performance Standards Worksheet
HUD Strategic Goal:

Critical Element Description:

Fully Successful Performance Standards

Outstanding Performance Standards

Unacceptable Performance Standards
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Module 4: Developing Performance Plans

Writing Performance Standards Worksheet
HUD Strategic Goal:

Critical Element Description:

Fully Successful Performance Standards

Outstanding Performance Standards

Unacceptable Performance Standards
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Module 4: Developing Performance Plans

Example of Performance Standards for Non-supervisory Employees
Human Resources Specialist, GS-0201

Element

*Standards

HR Policy Products
(e.g., written
guidance, reports,
overviews,
workshops,

formal
presentations)

NOTE:
We have purposely
listed the Minimally
Successful standard
last to emphasize
performance that is
Fully Successful and
higher more than
performance that is
less than Fully
Successful.

Fully Successful Standard: (T'o meet this standard, the employee must meet all of
the following requirements.)

Qualiry:
T Written products generally follow plain English principles, including logical

organization, descriptive section headings, simple terms, and good use of tables,
lists, graphics, and white space.
= Assigned presentations and workshops are generally well-organized with a logical
flow, a use of simple terms, and graphics that illustrate concepts to help audience
understanding. The overall audience rating of any presentation given is at least
acceptable.
* Products usually reflect sound analytical thinking and present recommendations
consistent with sound HR principles and supportive of Administration initiatives.
Quantt
Produces (or does significant work for)
a) atleast one major product (e.g., a workshop; a complex paper or report,
often over 10 pages long)
b)  atleast three intermediate-in-scope products (e.g., topic papers 3-10 pages
long)
c)  atleast five minor products (e.g., articles or 1-2 page papers)
d) acombination of these.
(To meet the definition of ‘“produces,” the report or paper at least must be cleared
by the Division Chief.)
Timeliness:

= Draft written products are usually completed and submitted for review by the

date agreed to at initial assignment. Revisions are usually done and returned
within the agreed-upon time frame.

Outstandmg Standard:

Produces more than two major products, more than five intermediate-in-scope

products, more than eight minor products, OR a combination of these.

=  Exceeds the quality and timeliness criteria.
*  Plus meets at least three of the following:

a) On own initiative, proposes the subject of the product.

b) Completes extensive research to complete the product.

c) Develops applicable, understandable models and examples.

d) Synthesizes complex issues and condenses and explains them so that they
are understandable to a general audience.

e) Product content provides leadership in the program, fits the HR policy into
the big picture of management, links HR policy to organizational goals,
and/or highlights the links of HR policy with other management functions.

f) Develops original understandable graphics that illustrate the concept being
presented.

Minimally Successful Standard: The employee accomplishes the work described at
the Fully Successful level except that intermediate and minor products of a routine
nature are produced with moderate but not excessive rework.

*Exceeds Fully Successful falls between the performance described for Fully Successful and that described for

Qutstanding.
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Activity 4-3: Writing Your Own Performance Standards

» Directions

Activity 4-3

— Work individually to write critical elements and
performance standards for at least one of the
persons you supervise. Apply the prmc:ples
used in Activities 4-1 and 4-2.

20

Notes:
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Module 4: Developing Performance Plans

Activity 4-3: Writing Your Own Performance
Standards

Directions:

Work individually to write critical elements and performance standards for at least one of
the persons you supervise. Apply the principles used in Activities 4-1 and 4-2.
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Writing Performance Standards Worksheet
HUD Strategic Goal:

Critical Element Description:

Fully Successful Performance Standards

Outstanding Performance Standards

Unacceptable Performance Standards
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Writing Performance Standards Worksheet
HUD Strategic Goal:

Critical Element Description:

Fully Successful Performance Standards

Outstanding Performance Standards

Unacceptable Performance Standards
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Module 4: Developing Performance Plans

Writing Performance Standards Worksheet
HUD Strategic Goal: ‘

Critical Element Description:

Fully Successful Performance Standards

Outstanding Performance Standards

Unacceptable Performance Standards
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Module 4: Developing Performance Plans

Lesson 5: Communicating Expectations to Employees

Notes:

* Discuss and reach
mutual understanding
on the employee's

contribution/
performance and

desired
outcomes/results for

the coming year
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Module 4: Developing Performance Plans

Job Aid
Tlps on Communlca’ung Expectatlons

Consider the following guidelines for communicating expectations to employees:

» Involve employees in the performance plan process as much as you can to provide more
communication opportunities. -

» Be clear and concise when describing how you want work to be done.

» Check for understanding; ask questions, and get them to restate objectives, work steps, and
standards.

» Listen; remember that two-way communication is the best; take notes if it seems helpful.

» Be as positive as you can about your expectations for their ability to do the work.

» Communicate your high expectations through tone of voice, facial expression, and other non-
verbals. )

» Communicate your high expectations verbally -- don't be afraid to say, "I'm confident you
can do this."

» Check to be sure that past experience isn't having too great an influence on your
expectations.

» Separate differences between values and performance.

» Avoid setting up a self-fulfilling prophecy (especially with low performance) which results in
over or under expectations.

» If there is a disagreement between you and the employee about performance standards, work
together to try to establish expectations you can agree upon. If the difference of opinions
cannot be resolved, you may need to elevate the case to the next level and/or consult with the
Agency’s Performance Management Policy Staff to achieve resolution.
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