	PERFORMANCE STANDARD
	INSTRUCTIONS: Refer to FSIS

 Directive 4430.1
	1. APPRAISAL PERIOD

   From:                   │     To:         

	2.  NAME (Last, First, Middle)
    
	3. OFFICIAL POSITION TITLE

   
	4. PAY PLAN/OCCUP. SERIES/GRADE/STEP

   

	5. PMRS FUNDING UNIT

   
	6. ORGANIZATION

   
	7. DUTY STATION (City, State)

   

	8. PERFORMANCE ELEMENT Enter element name up to 35 characters. The duty or responsibility for which                   employee is responsible may also be briefly described.

Policy and Program Development 

	9. Check one
  CRITICAL (If critical, must be reflected                         in employee's position description.)
    NON-CRITICAL




10. STANDARD (Describe the level expected for Fully Successful performance. Description of Exceeds or Does Not Meet fully successful levels is optional.)
Fully Successful
With few exceptions: 

Analyzes the impact of policies, procedures, and practices to include participation or conduct in studies, taskgroups or other research efforts.  Develops recommendations and implements new or revised policies and programs assuring appropriate regulations and guidelines are followed.  Analysis should demonstrate awareness of civil rights and results should consider the impact on diverse constituents.  Timelines for completion of policy formulation projects are consistent with customer and division needs.

Provides timely and accurate guidance, develops current and appropriate issuances assuring thorough, adequate and well-reasoned research.  Makes necessary contacts internally and externally in order to accurately deliver services and ensures accurate data is reflected.

Designs programs and makes recommendations in a nondiscriminatory manner, which consistently demonstrates fairness, cooperation, and respect to all people.  Manages assigned actions/cases and projects to ensure quality and timely service.  Conducts necessary research and adjusts distribution of work or systems to ensure accuracy.  Correspondence and advice is responsive, well reasoned, accurate, and complete with an emphasis on nontechnical user-friendly delivery.

Projects and data are submitted to supervisor or customer in a timely manner.  Keeps customer or supervisor informed of progress and negotiates adjustments to timelines to ensure customer buy-in/support.

Provides leadership and expertise in the functional program area to ensure new or revised programs are consistent with program goals and consistent with timeframes in the Division and Civil Rights Strategic Plans.   
	11. EMPLOYEE'S SIGNATURE AND DATE


	12. SUPERVISOR'S SIGNATURE AND DATE


	13. REVIEWER'S SIGNATURE AND DATE



	14. PROGRESS REVIEW (Initial and date.)
    (One mid-cycle review is required.)
	EMPLOYEE                     │  SUPERVISOR


	EMPLOYEE                    │  SUPERVISOR




15. ELEMENT RATING (At the end of rating period, compare the employee's performance with standard and assign element rating.)
      EXCEEDS                                                MEETS FULLY SUCCESSFUL                    DOES NOT MEET

16. DOCUMENTATION OF ACCOMPLISHMENTS (Document accomplishments for elements rated Exceeds or Does Not Meet. No documentation is needed for elements rated               Meets Fully Successful. Documentation can be recorded on a separate sheet and attached.)
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