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Part E:  Critical Elements and Performance Standards:  
List each of the employee’s critical elements (at least one, but not more than five) and their corresponding performance standards.  
If Benchmark standards are used, indicate “Benchmark standards are attached” in the space below, and ensure they are attached to this form. Identify the GPRA/strategic/mission goal that the critical element supports.  At a minimum, measurable criteria must be identified at the Fully Successful level.

	Critical Element 

Cooperating Association
Coordination  

	Performance Measure:  For Collateral Duty Cooperating Association Coordinator

The employee oversees and monitors operations, reports, accountability, and deposits of the cooperating association store to enable visitors to extend their visits, purchase mementos, or get more information or immersion inspired by a visit to a national park area by having access to an attractive display of thematically appropriate selection of items for sale in a cooperating association store. The employee is aware of the cooperating association's annual performance and sales goals and provides support to help meet or exceed their goals.  

These duties will be carried out in support of park interpretive plans, the NPS Call to Action,  Bureau/Region/National policies including Directors Orders policies governing the following areas:
· DO #6 Interpretation and Education: http://www.nps.gov/policy/DOrders/DOrder6.html
· DO #32 Cooperating Associations: http://www.nps.gov/policy/DOrders/DO-32.pdf 
· RM #32 Cooperating Associations [Direct link not available. See: http://www.nps.gov/applications/npspolicy/DOrders.cfm ]


	Performance Standards

	
Exceptional
	
In addition to meeting the standards described under Superior, the supervisor is routinely satisfied that the following are met: 
· Recognized Leader and Innovator: Accomplishments achieved by the employee, individually or as a part of a team, are recognized as exceptional and shared at regional, or national levels.
· Affects Systemic Change: The employee shares innovative and effective strategies at community, regional, or national levels. These methods are models adapted and used in other places in the Service or community. Serves as a catalyst; actions accelerate the spread of ideas, and encourage innovation and peer-to-peer collaboration. 
· Results Exceed Goals: The park’s goals for this work were significantly and measurably met beyond the scope of what was originally planned as a result of work directly attributed to the employee, individually or as a part of a team. 
· Experimentation: Implements regional or national pilots or experimental programs. Monitors the work, its effects, and contributes substantive feedback and analysis of these pilot programs. 
· Sales Increase: Cooperating association sales increase by 8% or more due in part to actions of the cooperating association liaison. [Note: Sale levels are based on accepted cooperating association projections for annual budgeting and sales.]


	
Superior
	
In addition to meeting the standards described under Fully Successful, the supervisor is routinely satisfied that the following are met: 
· Recognized Leader and Innovator (local influence): Accomplishments achieved by the employee, individually or as a part of a team, is recognized by others as innovative, or as providing interpretive leadership at the park or community levels. 
· Instructor: Participates as a coordinator, or instructor for at least one training session or learning and development opportunity, and trains others in cooperating association policies, guidelines, procedures, and accountability. Provides training to NPS employees to ensure they understand the value, work, and goals of the NPS-cooperating association partnership and provides orientation and training to association employees to ensure they understand resources, organization, stories, and experiences offered at the park.
· Evaluation, Adjustment, and Communication: At least annually, conducts an internal review to ensure compliance with standards in DO# 32 Cooperating Associations and Reference Manual #32 and cooperating association guidelines for handling money; takes actions necessary to comply with procedures and accountability. Regularly reports to supervisors, managers, and peers on progress and/or issues of cooperating association store, procedures, and sales with the goal to more fully and easily integrate the sales operation into park operations, increase sales, and increase the benefit of sales operations to the public. 
· Sales Increase: Cooperating association sales increase by 5-7% due in part to actions of the cooperating association liaison. [Note: Sale levels are based on accepted cooperating association projections for annual budgeting and sales.]


	
Fully Successful
	
In addition to meeting the standards described under Minimally Successful, the supervisor is routinely satisfied that the following are met: 
· Liaison: Performs as an active liaison to the park cooperating association. The cooperating association is managed and monies are collected, deposited, and documented according to cooperating association guidelines and complies with policies and guidelines outlined in DO# 32 Cooperating Associations and RM#32 with less than 5% deviation.
· Current Scope of Sales: The Scope of Sales is current and reflects park interpretive goals. 
· Seeks and Coordinates Review of Potential Sales Items: Seeks and recommends sales items for approval with the primary focus on new and creative non-book items and categories of inventory. Ensures that the cooperating association has a wide mix of products to extend the park’s messages and increase public enjoyment. The store offers a variety of sales items—especially non-book items—at multiple price points. 
· Review of Sales Items: Ensures timely (within seven calendar days) and objective review of potential sales items for accuracy and appropriateness; sales items are never evaluated based on personal preferences. Employees who repeat evaluation of sales items based on personal preferences will not be assigned to review potential items. 
· Obtains Retail and Marketing Expertise: Works through the cooperating association to get professional retail expertise to conduct reviews in order to maximize sales and efficiencies (for example, reviews of the mix and types of items, attractive retail displays to optimize marketing). 
· Procedures, Controls, Deposits, Accountability and Reporting: With cooperating association, develops streamlined procedures and controls for operating sales outlets. Completes daily, monthly, quarterly, and/or annual deposits and reports on time with minimal errors and according to cooperating association policy. Voids and discounts are documented according to cooperating association policy; shortages and overages are documented and happen infrequently. 
· Monitors: Spot-checks and monitors the performance of others in collection and documentation of sales procedures and monies; corrects any deficiencies found in a timely manner (this includes review or training with people who may make recurring mistakes in order to correct the mistakes); reports any irregularities to supervisor and cooperating association officials. 
· [bookmark: _GoBack]Inventory and Stocks Items: May manage inventory and/or stock sales items so that the store is fully stocked. 
· Communication and Relationships:  Ensures timely and frequent communications with cooperating association to ensure they are aware of special events, anniversaries, constructions projects, closures and operational changes, or other factors that potentially impact sales operations. Works collaboratively and sustains strong working relationships and regular, open communications with cooperating association personnel and managers. 
· Sales Increase: Cooperating association sales increase by 3-4% due in part to actions of the cooperating association liaison. [Note: Sale levels are based on accepted cooperating association projections for annual budgeting and sales.]


	
Minimally Successful
	
The supervisor is routinely satisfied that the following are met: 
· Cooperating Association Coordination: The cooperating association is managed and monies are collected, deposited, and documented according to cooperating association guidelines and complies with policies and guidelines outlined in DO# 32 Cooperating Associations and RM#32 with less than 10% deviation.
· Accountability and Controls: Ensures accountability, security, and controls for receipts and deposits. Makes and documents regular deposits.
· Review of Sales Items: Ensures timely (within 14 calendar days) and objective review of potential sales items for accuracy and appropriateness. Sales items are never evaluated based on personal preferences. Employees who repeat evaluation of sales items based on personal preferences will not be assigned to review potential items.
· Communication: Regularly communications with cooperating association to ensure they are aware of special events, anniversaries, construction or other factors that potentially impact sales operations. 
· Sales: With exceptions for coming out of an anniversary year or other major event where sales can be expected to peak then drop, cooperating association sales remain flat.  


	Unsatisfactory
	The minimally successful standard has not been met and the result has a demonstrable negative consequence for the organization.

	Narrative Summary

	Describe the employee’s performance for each Critical element.  A narrative summary must be written for each element assigned a rating of Exceptional, Minimally Successful, or Unsatisfactory.






	Rating for Critical Element:

[ ] Exceptional-5    [ ] Superior-4     [ ] Fully Successful-3      [ ] Minimally Successful-2    [ ] Unsatisfactory-0



