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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 

Fee Program Coordination

	Performance Measure:  For Collateral Duty Fee Program Coordinator

The employee manages and ensures accountability and security in collection, deposit, and tracking fees that visitors pay when they enter a national park, use park facilities, or participate in park activities. The program is managed based on positive, professional customer service.  

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 #22 Recreation Fees: http://www.nps.gov/policy/DOrders/DO-22.pdf
· RM #22A Fee Collection Reference Manual: http://classicinside.nps.gov/documents/Aug2014RM22aMASTER8.21.14.pdf


	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. 
· [bookmark: _GoBack]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. Applies lessons and failures to recommend improvements.


	
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, or trains others in fee collection policies, guidelines, procedures, accountability, and personal safety. 
· Evaluation and Adjustment: At least annually, conducts an internal review to ensure compliance with standards in DO# 22 Recreation Fees and RM# 22A Fee Collection Reference Manual. Takes actions necessary to comply with fee policies and guidelines.  


	
Fully Successful
	
In addition to meeting the standards described under Minimally Successful, the supervisor is routinely satisfied that the following are met: 
· Fee Collection: Fees are collected and the park fee program is administered according to policies and guidelines outlined in DO# 22 Recreation Fees with less than 1% deviation. 
· Accountability and Controls: Ensures accountability, security, and controls for receipts and deposits. 
· Deposits: Makes regular deposits.
· Secures Accountable Property: Securely manages accountable property (federal passes and other property) and maintains equipment as outlined in DO #22 and RM # 22A.  
· Prepared for Audits: Ensures that bookkeeping is accurate and in shape to be audited at any time. 
· Monitors: Spot-checks and monitors the work of others in collecting fees; reports and 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 officials.  
· Fee Exemptions: Processes educational fee exemptions and other exemptions according to guidelines in RM #22. 


	
Minimally Successful
	
The supervisor is routinely satisfied that the following are met: 
· Fee Collection: Fees are collected and the park fee program is administered according to policies and guidelines outlined in DO# 22 Recreation Fees with up to 10% deviation from the policies and guidelines.


	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




