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

	TEMPLATE – For Critical Elements for Standard, Sample EPAPs
[bookmark: _GoBack]This is a critical element template that can be tailored for specific job series.  The strength and success of this system is that the language and the bars for achievement are consistent and aligned across levels and disciplines. Notes appear below in purple, below (and the notes should, of course, be cut from the final EPAP).



Part E:  Critical Elements and Performance Standards:   
List each of the Supervisory 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 

Title of the Critical Result Goes Here
	Performance Measure: 

The employee…  [Description of the performance measure is listed here.] A measure of success for the employee is… [list the major outcome here (Note: describe outcome, not process or output) See Interpretation for examples].   

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:
· List applicable Director’s Order-level policy here. DO #xx Title: web link to the DO
· List applicable Director’s Order-level policy here. DO #xx Title: web link to the DO 

	Performance Standards

	
Exceptional
	
In addition to meeting the standards described under Superior, the supervisor is routinely satisfied that the following are met:
NOTE: These are the four standard critical results for Exceptional performance.  To align with other series and grades, It is recommended that these be retained as a group to describe Exceptional performance.
· Recognized Leader and Innovator (regional or national influence): Individually or as a member of a team, employee is recognized as an innovator and leader at regional or national levels. 
· Affects Systemic Change: Accelerates the spread of ideas and strategies for improvement, encourages innovation, and practices peer-to-peer collaboration across the division, park, community, region, or NPS. These methods are models adapted and used in other places.  
· Results Exceed Goals: The goals were significantly and measurably met beyond the scope 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, park, or community pilots or experimental programs. Monitors the work, contributes substantive feedback and analysis of these pilot programs. Applies lessons and failures to recommend improvements.

NOTE: Listed below is an optional substitution for “Recognized Leader and Innovator” for employees under the GS-05 level in their initial year(s). It gets at the same type of outcome, but is expressed in a simpler way. The caution, however, is that it makes it inconsistent with language of other EPAPs and a strength of this system is alignment and common goals.  
· Contributes at Broader Levels: Contributes to at least one external group or committee at the community, park, region, or national level. 

	
Superior
	
In addition to meeting the standard described under Fully Successful, the supervisor is routinely satisfied that the following are met:
NOTE: These are the two standard critical results for superior performance.  
· Leader and Innovator (local influence): The work, collaboration, and/or outreach performed by the employee, individually or as a part of a team, is recognized by others as innovative, or as providing leadership at the park or community levels. 
· Instructor: Participates as an instructor, coordinator, or lead for at least one training session or learning and development opportunity, especially when this takes place outside of the division. Coordinates park-wide, regional, national, or community training session(s) or course(s). 

NOTE:  
· If the nature of a series’ work can accomplish a significant priority for the park/region/NPS, one (maximum of two) tailored elements may be added here to describe a Superior rating. 
· This must reach the bar of describing Superior work rather than merely accomplishing a task. 
· This tailored element should also be reviewed at least annually as it will likely change depending on changing management priorities and initiatives.


	
Fully Successful
	
In addition to meeting the standard described under Minimally Successful, the supervisor is routinely satisfied that the following are met:
NOTE:  
· The elements for Fully Successful are generally more technical in nature than the other levels. (For examples, see the park ranger series.)
· The elements are written to describe the desired future condition for success of that series’ work.  
· In some cases the outcome described isn’t much different for different GS levels; what’s different is the scope and span of control /effect of the work. 
· Elements for supervisors should recognize that because supervisors’ work is done through employees, employee success is a factor that measures success of a supervisor.  There are exceptions for poor performers, of course, but generally, a supervisor is successful when his/her employees are successful.

· Title of Activity: Describe Fully Successful outcome in technical aspects of the job.  
· Title of Activity: Describe Fully Successful outcome in technical aspects of the job.

The following are elements that can apply to a range of positions and can be included in Fully Successful along with the more technical elements.
· Standard Operating Procedures: Follows Standard Operating Procedures (SOPs) with minimal deviation; uses agreed-upon systems and functions as a member of the larger team.  Supports colleagues and consistently works productively with them to ensure smooth operations. 
· Balances Customer Needs:  Balances needs of customers and colleagues especially during busy or stressful times. 
· Troubleshoots and Reports: Potential issues are communicated to peers and supervisors so that they may be resolved in a timely manner and at the lowest possible level. Works proactively to anticipate, troubleshoot, and resolve and/or report any issues that potentially affect the work and/or the work unit. Any breeches in security or security procedures are reported as soon as possible or as soon as operationally feasible.
· Current Information: Materials are up-to-date and are distributed and/or posted on applicable sites; navigation through the materials is a simple and user-friendly as possible. 
· Data Driven:  Decisions are data-driven. Collects, analyses, and applies data in a consistent and systematic fashion. There is evidence that evaluation results and data are regularly applied to make changes, recommendations, and decisions. 
· Relationships: Models productive relationships with colleagues, customers, partners, and the public.   
· Collaborative Decision-Making: Seeks feedback from others at all levels, internal and external customers (when appropriate), to arrive at well substantiated and supported decisions and involve others in the decision making process. Fosters an atmosphere of experimentation followed by analysis of lessons learned. 
· Evaluation and Adjustment: At least annually, evaluates materials, communications, and accomplishments and makes adjustments and improvements to improve customer service. 
· Strategic Alignment and Planning: Short and long-term planning are aligned with and support national, regional, and park goals. Planning is flexible and proactive. Recommendations are realistic, sustainable, and achievable. Choices are based on goals and priorities, rather than on individual employee preferences. There isn’t an attempt to do everything, rather, to make informed choices matched to park/regional office circumstances and strengths to deliberately and strategically dedicate resources to achieve goals. Some recommendations stretch and grow the organization and include creative experimentation.      
· Standards and Recordkeeping: Follows law and NPS standards and protocols. Statistics and other information are regularly and legibly recorded and reported according to established procedures.
· External Awareness: Applies knowledge of external trends and influences. Recommendations take a holistic view rather than advocating only for the division. 
· Leverages Resources (Partnering): Contributes ideas and implements actions which leverage employee, division, and partner strengths, resources, skills, and capacity.  


	
Minimally Successful
	
The supervisor is routinely satisfied that all of the following are met:
· Title of Activity: List what is minimally successful here. Note: this is not unsuccessful, but the minimum to be successful. 
·  Title of Activity: List what is minimally successful here. 

The following are elements that can apply to a range of positions and can be included in Minimally Successful along with the more technical elements.
· Communication: Communicates clearly to ensure smooth experiences for internal and external customers. Supervisor is kept informed. Effectively communicates with colleagues. Establishes and maintains open, productive, two-way communications with others (other divisions, parks, community partners, neighbors, regional office, etc.). 
· Relationships: Maintains positive relationships with colleagues, partners, stakeholders and the community. 
· Diplomatic about Policy: Actions are based on NPS and park policy. Pleasantly, sensitively, and diplomatically explains the rationale behind policies—especially when those policies are not working for colleagues or customers in the moment. May suggest a range of other options as an alternative.
· Operations: Follows standard operating procedures (SOPs).
· Recordkeeping and Reporting: Timely submission of work and assignments; work is completed by deadlines.


	
Unsatisfactory
	The minimally successful standard has not been met and the result has a demonstrable negative consequence one or more park teams requiring the removal or reassignment of the chief of interpretation from the group.

	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





 

