Employee Appraisal Handbook - September 2009 (previous edition obsolete)		
DI-3100S NPS/NER Updated (June 2012) version 10-24-2012

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 

Technology, Web, 
and 
Social Media Coordination

	Performance Measure:  For Collateral Duty Technology, Web, and Social Media Coordinator

The employee uses technology as a means to introduce, inform, broaden and invite engagement, and strengthen relationships between the public and their national parks. Content is current, accurate, engaging, attractive, and professional, contributes to public understanding of the National Park Service, and encourages exploration and stewardship of the resources under its care. 

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 # 11C Web Publishing: http://www.nps.gov/policy/DOrders/DO-11C.pdf 
· DO # 52A Communicating the National Park Service Mission: http://www.nps.gov/policy/DOrders/DOrder52A.html  
· DO # 52B Graphic Design Standards:  http://www.nps.gov/policy/DOrders/52B--60-day.pdf 
· DO # 52D  Use of the Arrowhead Symbol: http://www.nps.gov/policy/DOrders/DO-52D--45-day.pdf 
· Internet and Intranet Publication Manual: http://www.nps.gov/policy/Internet-Intranet_Manual.pdf 
· Policy Memorandum 11-2 Social Media Interim Policy: http://www.nps.gov/policy/Socialmedia.pdf 
· Harpers Ferry Center Editorial Style Guide:  http://www.nps.gov/hfc/pdf/hfcstyleguide_july2013.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, national, or community 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 technology, web, or social media applications, standards, policies, or guidelines. 
· Collaborative Contributions: Participates as a formal or informal member of a team or community, regional, or national collaborative messaging effort or network.  


	
Fully Successful
	
In addition to meeting the standards described under Minimally Successful, the supervisor is routinely satisfied that the following are met: 
· Technology, Web, and Social Media: Contributes to park-wide website, social media and/or technology efforts that provide relevant, engaging, accurate, and current content. Content matches the spirit, tone, and intent of a particular medium to be as engaging as possible. Content meets NPS standards including accessibility standards. 
· Standards: Follows NPS standards and protocols including web and social media protocols, graphic identity standards http://www.nps.gov/policy/DOrders/52B--60-day.pdf; use of the arrowhead symbol http://www.nps.gov/policy/DOrders/DO-52D--45-day.pdf ; Harpers Ferry Center Editorial Style Guide http://www.nps.gov/hfc/pdf/hfcstyleguide_july2013.pdf  and other applicable standards. 
· Writing: Writing is clear, engaging, to the point, and generally is edited to be as brief as possible to increase impact; writing meets the norms for the particular medium. Ensures that spelling and grammar are correct; corrects spelling, grammar, or typos as soon as possible after they are noticed or reported.  
· Design: Design and organization of material is visually attractive and based on generally accepted design principles. 
· Visual Literacy: Images are of good quality; used to illustrate and in a way that they tell stories in and of themselves; and are appropriate to use (for example, images are in the public domain; the NPS obtained rights to use the image;  written permission was obtained and on file for photographs of minors). Images are appropriately sized and do not appear stretched or otherwise distorted. 
· Regular Updates, Current Content: Social media and other technology and virtual products are given priority and regularly updated to remain current. For example, depending on circumstances and medium, but generally at minimum, content is updated at least 2-3 times per week. 
· Engagement: Social media posts are engaging, have visual interest, and are designed to encourage public interaction, rather than one-way communications. Posts are relevant to anniversaries, current events, and other areas that engage public interest.
· Researches Trends: Employee researches and stays current on technology trends and is able to compare, contrast, and advise park staff, supervisors, and managers on issues related to technology-based communications. Regularly monitors or shares successes, issues, and “misses” with peers throughout the NPS. May participate in online social media communities as a means to stay current.   
· Data Driven and Evaluation: Analytics and other data and evaluation and feedback is regularly reviewed; communicated to supervisors, management, and peers; analyzed; and applied to make adjustments and improvements. Analytics and data are also used to (re)allocate attention and/or resources for technology-based interpretation. 
· Sustainability and Planning: May help to develop, refine, or advise about park web, social media, or other technology plans or goals. Technology and social media efforts are planned and designed to be realistically sustainable given park capacity and employee skills. If a medium can’t be sustained or updated at fairly regular intervals, or at expected levels of quality or engagement within the norm for that medium, the employee helps the park reexamine priorities for communicating through social media and technology. (For example, it is preferable to focus efforts to produce quality products rather than to try to do everything but fall short in doing it well). Employee advises supervisors and others on sustainability, and other aspects of park media and technology outreach efforts. Employee’s work helps to meet park and national goals (such as Call to Action goals). 


	
Minimally Successful
	
The supervisor is routinely satisfied that the following are met: 
· Meets Standards: Material complies with all applicable NPS standards and protocols.
· Timely Posting:  News, updates, special events, programs, educational resources, and other materials are posted in timely manner on park website and according to NPS standards.


	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




