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Elements & Standards

U.S. Department of Housing
and Urban Development

Dale Assigned: Reviowing Offcials T Supervisors Inials: Employees Inals: Rafing Date: Rafing: ement No.:
22-DEC-2006 Initials:

Critical Element Descriptign:
Invegﬂgalelon%anni%gngr{gqnitial Conciliation Actions

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:
The EOS exceeds the Fully Successful standards by consistently accomplishing the following at least 80% of the time:

. FquaI_O %IX Specjalist (EOS) meets the 25-d IaE igg“ﬁﬁmef me; .

: id Il three steps of
e e S e R e R evencon al trpe stopot, ) e
the respondent;s defenses are a pretext for illegal discrimination. When needed, the EOS revises the IP throughout the .

ABES N AR By 2% DR et S e oy Amother BN ay b6 ZsSanedtiowork on the

particular case for any reason. The data to be gathered, the questions to be asked, the persons to be interviewed, and
the issues to be resolved are all clearly presented in the IP.

Fully Successful Performance Standards:

In 75% of the cases assigned, within 10 days after assignment/receipt of a case, the EOS:

. IReyi ws the complaint form and no iﬁtEEtion Iettlecs f?r suﬁicient(r:a/cand afc&:racy;

- it ections com t n ation letters;

: &I)rﬂae sagygtfgr%ﬁg rsctogontac’( wn81 % conﬂ)?a'n\ag to%‘iarﬁy any ?ssues ﬁth the complaint, obtain additional
. tion, confi isting information and di Jiafion: .

ngggas'gg og Hg‘ g?osrh 28 / ar?ln?\ r'ggnat to '§°é’3r?18|%’i'ﬁ{ :2#11?15 or her supervisor; and

- oends out amen ed complaint for signature.

In 75% of the cases assigned, within 15 days after assignmentireceipt of a case file, the EOS:

- If received, reviews the respondent; s reply to the complaint, Within 7 days of receiving respondent;s reply, reviews

terial:
rPﬁr(tear;‘)aares the initial (IP) based on issues identified by the complainant and respondent in the prescribed format in
TEAPOTS. ' N
In 75% of the ca ,ef a sié;ned, within 25 days after assignment/receipt of a case file, the EOS:
- |dentifies got a "ﬂiﬂ Sses, . . . S
: e,tgrml_ s data an ocume?targ eindence needed in the investigation;
iden X Fect nma facie elements
evelops and mailso;sd'P eryleaogsﬁv&vg,t Respondent; and
edifies The on-sita |nvest|g;hon ¥ neec?ed. ’
In 75% of the cases assigned, all actions described above will be entered into TEAPOTS within 30 days of their receipt.

Completed IPs are routinely in the prescribed format, including questions to be asked of the complainant, respondent
and potential witnesses, and a list of documents to be obtained during the investjgation.

The IP routinely identifies and addresses each allegation in the complaint or by the complainant and each defense
proffered by the respondent and identifies any comparative data needed in the investigation.

In 75% or more of the assigned cases, Contacts or attempts to contact the complainant and contacts or attempts to
contact the respondent to initiate conciliation discussions. :

Whenever the EOS becomes aware of factors beyond the EOS; s control that will negatively impact the timeframes outlined
above, the EOS will immediately inform his or her supervisor in writing of the anticipated delay. The written

notification will apprise the supervisor of the reason for the delay and the anticipated completion date. Such factors
include recalcitrant respondents, the need for iegal opinions and subpoenas, special priority assignments, and excused
absences from work.

Whenever the EOS has reason to believe that a case is complex, systemic in nature, pattern and practice, or a cause
case, the EOS will immediately inform the supervisor, in writing, of his or her concerns. If the supervisor concurs with
the EOS, assessment, the case will be exempted from the timelines outlined above.

Unacceptable Performance Standards:
In 509 | f th ssigned, within 10 days afte ignment/receipt of a case, the EOS has not:
RS ot R s clon el e SR R °

13 eJ] r atfemptal??rst contact wi tﬁe cgmp ainant o c! argéa any issues’with the complaint, obtain additional
information, c{ggﬁ&n eg)?gﬁgg information rﬁnd iscuss conc|

liation;
- Riscusse r ndment to the com ain{ wntmﬂs or her supervisor; and
+ Sends out amended compYa?nTFor SImgnature. P P

I Y i , withip 1 i nt/receipt of a case fjle, EOS has not:
S e RS A i MRl Rl e 06 bor
repared the inﬁ}gflnves igation B} n (I?’t%ase on .%‘ ues |Hengﬁed by the complainant and respondent in the
prescribed format in TEAPOTS.
In 50% of the caiiesi assigned, within 25 days after assignment/receipt of a case file, the EOS has not:
- |dentified potenbal wjtnésses; | R . -

a| eptary evidence needed in the investigation;

etermi
inali e m? or Sup ory reyiew; .
Eyelfed g maled dats requctf el Resgondent; and



In 50% of the cases assigned, within 30 days after assignment/receipt of a case file, all actions described above not

been entered into TEAPOTS. .
In 50% or more of the cases assigned, the EOS does not contact or attempt to contact the complainant to initiate
conciliation discussions after receipt of a case. ’

In 50% or more of the cases assigned, the EOS does not contact or attempt to contact the respondent to Initiate
conciliation discussions after receipt of a case. SN

On a regular basis, the EOS does not immediately inform the supervisor in writing when factors beyond the EOS, control
will negatively impact the timeframes outlined above, or.if the supervisor is informed in a timely manner, the written
notification does not include the reason(s) for the delay and the anticipated completion date.

On a regular basis the EOS does not-analyze the case to determine if there is a reason to believe that a case is
complex, systemic in nature, pattem and practice, or a cause case and does not inform the supervisor, in writing, of

his or her concems.




Elements & Standards U.S. Department of Housing

and Urban Development

Bate Assigned: Reviewing Officials Supervisors infials: ‘mployees Inltlals: Rating Date: Rating: Element No.:

22-DEC-2006 Initials:

ritical Element Description:
nveg%gateo pi

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:
EOS meets the timeliness standards in the Fully Successful standards in nearly all of the cases that are not complex,
systemic in nature, pattem and practice, cause, include recalcitrant respondents, require legal opinions or subpoenas.

In nearly all of the EOSy, cases, the EOS demonstrates outstanding investigative skills by the following at least 80% of
the time:
- Uses probing techniques that result in comprehensive, nearly verbatim interview records that demonstrate that the EOS

has attempted to resolve a nsnste cies ip the tes f the witpe:
-%hen n ssar;'. d%ylelog uses chal r& Por recol mgr(?lat% as Weﬂ as analyzmg raw data, resulting in reports and

ingtions that are eas! derstand and pot subject to misinte tion
?lpg%nﬁ ly pursues e orts% ‘{Rer as much re| evanté ence'a's porgreblfe

re ulting in few cases bein andeq for substantive addjtignal work; a
rocp\?ces w‘ﬁtten produ t n} l]ea y?nterpr comp? {1 r}ssues anJ’ matters that arise during the investigation.

For that reason, the Outstanding Performer is often called upon by the supervisor to handle more complex cases and to
help other investigators complete their cases.

to support or refute the allegations

Fully Successful Performance Standards:

I? g;/d l?é ttshgr t?es assng ithin 50 dags after assgnment/reoelpt of a case, the EOS:

aII e
RIS e ke %élf“’ frgoa”usies e Jimiian Sespiting Ordar 0 or supoenas
omg) ﬁtt m| ts 0 comple on-s e m esth dé’%tlon an
Ul IS or er supervisor ri ng any ant|c1pat

0,
'gﬁtésf "?cnaief aﬁ:atﬁw§25%7°:,’arst.o%eagza@;zm:s"merﬂ%frswse tho £0S

SHiews anc analyzes information ogtain con&aﬁ s 38 necessaWa to clarify issues; and’

es or a
repares any ngededrga analysls spreads maps, ¢

In 75% of the s i in 10 days of pl uonofanlnve atjon, the EQ
R e AR TSN Dok e, o
'"A%°3?P gthgncp Irgwc?fS 31% air I%%seloskc?ash g'gn c';)rfyez;,rls:leregu\’otut:}'rrylp?I q?:?;g%%% atr%gardlng the type of documents and
aéa needeslet §E°w "ﬂ"%’aﬂ‘ée e tn?g gtn logical use of evidence to detel cause of no cause;

Re" P appropnate in ervnewmg fec?xxﬁaues ?oogsureuagequate eaccurate and unl ?:uased ini ormgt?on gaalqenng from
oomplalnants, respondents and witnesses. .
For each interview conducted, a record is prepared and entered into TEAPOTS that is detailed in nature, grammatically
correct and accurately reflects the information obtained during the interview.
The EOS attempts to resolve any issues that may have arisen during the investigation that concem HUD jurisdiction

&mcludm akm timel re%uesls for legal opinions when needed) and recommends administrative closure of
on-juns |ona complaints. .

While a case is assigned to an EOS and in the EOS;, possession, the EOS will contact or attempt to contact all
complainants and respondents (or their respective representatives) periodically to provide a status report. Each contact
or attempt to contact will be recorded in TEAPOTS in a timely fashion.

Whenever the EOS becomes aware of factors beyond the EOS;, control that will negatively impact the timeframes outlined
above, the EOS will immediately inform his or her supervisor in writing of the anticipated delay. The written

notification will apprise the supervisor of the reason for the delay and the anticipated completion date. Such factors
include recaicitrant Respondents, the need for legal opinions and subpoenas; special priority assignments, and excused
absences from work.

Whenever the EOS has reason to believe that a case is complex, systemic in nature, pattern and practice, or a cause
case, the EOS will immediately inform the supervisor, in writing, of his or her concems. If the supervisor concurs with
the EQS;, assessment, the case will be exempted from the timelines outlined above.

Unacceptable Performance Standards:

In 50% or more of the cases ass ned, withi s after l;ecelpt of a case, the EOS:
- Has no! ucted o] attempt to con uc essa terV|
as no e t nee or anq reques a s or su r?
as not colle: m#‘ o [ele] lec ocumge? %nd ece sal ora etenmnatlon
e ed on-site |

SSs" ?\o?%“r?sﬁft w& IS orq-ler stgp%orm o?t?eSS ing any anticipa eéa ﬁ ?

53(.2:/?1 gr v{’n of the caslgT SI enre?e v\vfgﬂ;{u‘, 9\8 faﬂer receipt of a case, the EOS:
as no rew we a J“% i orm Jfg
as n attem §J§° make ai? ona co cts as neces: r¥éo clcnfy issues; and
a no prepare any n data analysis sprea sheets, maps, c

in 50% or more of the cases assigned, within 10 days of completion of an investigation, the EOS has not completed all



lﬁh

TEAPOTS entries related to all activities not already noted above.
Ir}\com gys nak ngvgrs&%a'go "’ 508&93 Of ewd regu[0 r!qu?ree?n"e%g ?e"b%?ﬁf’a“ii.e type of documents and

needs hve tre:
| of evidence to dete
&B ppro te m ?K "?ob%'ggreuggequavte, accurate zan'an un |as |n Ggon gamgdng from
complainants, respondents and witnesses.

In 50% or more of assigned cases, the record of the interviews is not prepared and ehtered into TEAPOTS or ihe
information in TEAPOTS is not detailed in nature, grammatically correct and accurately reflecting the information
obtained during the interview.

In 50% or more of assigned cases, the EOS fails to apprise the supervisor of anticipated delays in completing the
investigative process.

re of stant supervisory oversight i mplete the
iInaSa e Brocass domansistng T E R Do br Ror supervisory oversight n order to comp




Elements & Standards

U.8. Department of Housing
and Urban Development

Bate Assigned: eviawing Officials
22-DEC-2006 Initials:

Supervisors initars: [ Employees Infials: Rating Date:

Rating:

Element No..

ritical Element Descri : R
ase file preparation agd%‘etermlnatlon an

d Final Investigation Repor! ii*'R)

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do

not signify agreement or disagreement.

Outstanding Performance Standards:
In at least 80% of the cases assigned:

- Case files submitted for closure by the EOS are consistently prepared according to established guidance and rarely,

if ever, returned for corrections.

- Files are not only properly formatted, but also professional in appearance with documents neatly allgned and properly

tabbed.

In addition to meeting the Fully Successful Perfformance standards, the EOSy Determinations and Final Investigative
Reports (FIRs) are grammatically correct, complete, correctly prepared in accordance with established guidance, and

require no substantive additions or corrections.

The EOS; Determinations and FIRs utilize headquarters and regional guidance matenals, relevant legal analysis, and,
when applicable, both widely accepted and novel discrimination theories and principles such as shifting burdens of

proof, relative weight of evidence, assessing credibility of witnesses, and ¢ futile gesture; theory.

Fully Successful Performance Standards:
In at least 75% of the cases assigned:
- Case files submitted for closure, regardless of type of closure, are routinely prepared according to established
guidance from the supervisor in accordance with the HUD Handbook.

- Documents have a Document Control Cover Sheet, are appropriately tabbed and placed in the appropriately designated

section of the file.
- Files will contain a Table of Contents with the case name and number that identifies all tabbed documents in the
appropriate section of the file.
- Files submitted by the EOS are not routinely returned due to failure to adhere to established guidance.
- Cases submitted for closure are not unduly delayed because of delays in properly putting a case file together.

In 75% of the cases assigned, within 20 days of completion of the investigation, the EOS routinely submits a properly
prepared draft Determination and FIR with the case file to the supervisor for review. However, if the 100-day timeframe

is set to expire within that 20-day period, the EOS makes every effort to complete the task prior to the 100 days

expinng.

In 75% of the cases assigned, the EOS makes any changes or corrections noted by the supervisor and routinely returns
the file with the corrections within 10 days of receipt from the supervisor. However, if the 100-day timeframe is set to

-

expire within that 10-day period, the EOS makes every effort to complete the task prior to the 100 days expiring.

The Determination and FIR are routinely prepared according to established criteria and in the established format.

The Determination and FIR are routinely clear, concise, grammatically correct and relevant and the Jurisdiction Section
clearly documents all elements of jurisdiction, i.e., complainant standing, timeliness, respondent jurisdiction, subject

matter jurisdiction, and exemptions under the Act.
On a consistent basis, the Interview Section of the FIR accurately summarizes all information obtained during the
interview and is clear, concise and grammatically correct.

ut|n

Atrl%resse

r‘h e Dﬁﬁﬁ%’?,"%"?s of the

ersuasjve arqumen
Sthe prope pnma facie glemen

Ec?o Justify the EOS, conclusions and recommendations; and

Unacceptable Performance Standards:
in 50% or more of the cases assigned:

- Case files submitted for closure, regardless of type of closure, are not routinely prepared according to established

guidance from the supervisor in accordance with the HUD Handbook.

- Documents do not have a Document Control Cover Sheet and are not appropriately tabbed and placed in the appropriately

designated section of the file.

- Files do not contain a Table of Contents with the case name and number that identifies all tabbed documents in the

appropriate section of the file.
- Files submitted by the EOS are returned due to failure to adhere to established guidance
- Cases submitted for closure are unduly delayed because of delays in properly putting a case file together.

In 50% or more of the cases assigned, the EOS does not submit a properly prepared draft Determination and FIR with the




-~

case file to the supervisor for review, within 20 days of completion of the investigation. The EOS makes very little

effort to complete the task prior to the 100 days expiring when the 100-day timeframe is set to expire w1th|n that
20-day penod

In 50% or more of the cases assigned, the EOS does not make changes or corrections noted by the supervisor within 10
days of receipt from the supervisor. The EOS makes very little effort to complete the task prior to the 100 days

expining when the 100-day timeframe is set to expire within that 10-day period.

In 50% or more of assigned cases, the Determination and FIR are not prepared according to established criteria and in
the established format.

in 50% or more of assigned cases, the Determination and FIR are not clear, concise, grammatically correct and relevant
and the Jurisdiction Section does not clearly document all elements of jurisdiction, i.e., complainant standing,

timeliness, respondent jurisdiction, subject matter jurisdiction, and exemptions under the Act. .

In 50% or more of assigned cases, the Documents Section of the FIR does not accurately summarize and describe the
relevancy of all relevant documents obtained in the investigation.

In 50% or more of assigned cases, the Interview Section of the FIR does not accurately summarize all information
obtained during the interview nor is it clear, concise or grammatically comrect.

cﬁes th? lRgtermmatmn does not:

% ) or m re of m
d\m! i§g rsu |ve a ume{\sts justlfy the EOS¢ conclusions and recommendations; and
ress fhe proper cie elemen




Eleme nts & Sta ndards U.S. Department of Housing

and Urban Development
Date Assigned: Reviewing Officials Supervisors mrals: Employees Inials: Fating Date: Raling: Element No.:
22-DEC-2006 Initials:

i | o
83r=m ia |§r'17§2 eer:fecr?&\?g[untary Compliance Agreements (VCAs)

Employee Initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:
The EOS meets the Fully Successful Performance standards and:

In cases successfully conciliated, the EOS generally obtains relief in three areas of concem: 1) relief for the
complainant; 2) affirmative relief for the public interest; and 3) injunctive relief appropriate for the elimination of

alleged housing practices and a statement of intent not to discriminate at least 90% of the time.

Conciliations, settlements and VCAs negotiated by the EOS consistently result in agreements which impact numerous
persons and affirmative relief obtained involves changes in Respondenty s policies at least 90% of the time.

The EOS consistently recognizes situations where bringing the parties together is most advantageous and convenes or
attempts to convene conciliation conferences at least 90% of the time.

Fully Successful Performance Standards:

In at least 75% of the cases assigned, the EOS enters into TEAPOTS all conciliation contacts, contact attempts, and
information received within 5 days of receipt.

In at least 75% of the cases assigned, the EOS maintains accurate and complete records relating to offers and
counteroffers and communicates or attempts to communicate offers and counteroffers to opposing parties within 5 days of
receipt.

Conciliation agreements routinely contain all the mandatory provisions as prescribed by HUD.

Conciliation agreements and VCAs are routinely prepared in the format prescribed by established guidance.

Unacceptable Performance Standards:

In 50% or more of the cases assigned, the EOS does not enter into TEAPOTS all conciliation contacts, contact attempts,
and information received.

In 50% or more of the cases assigned, the EOS doés.not maintain accurate and complete records relating to offers and
counteroffers nor communicates or attempts to communicate offers and counteroffers to opposing parties.

In 50% or more of the cases conciliated, conciliation agreements do not contain all the mandatory provisions as
prescribed by HUD Guidance (Investigatorss Handbook) and/or are not prepared in the format prescribed by established
guidance .

In 50% or more of the cases successfully conciliated or settied, the EOS does not submit the case file, pursuant to the
prescribed case file preparation guidance, to the supervisor within 10 days of setlement.




Elements & Standards U.S. Department of Housing *

and Urban Development

ate Assigned: Reviewing Officials upervisors s Employees Initals: Rafing Date: Rating: Element No.:
22-DEC-2006 Initials:

5

ritica) Element Descriptigp: - . . .
echn!ca‘egt‘epresenta on?Rssstance. Training, Education, Outreach and Special Assignments

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:
Exceeds the Fully Satisfactory Standard by:
- Participating as a trainer, planner, chairperson for seminars, meetings, workshops as an authoritative HUD/FHEO

subject ma rt.
: Bkord{'r\mgﬁa%mf completes assignments within agency, public and private industry officials while maintaining

rteous demeanor, with groups which have n traditionally hostile to a rograms.
o-ol!'}repansng persuasive wi -orgar‘I'llze presen et?ons or respo¥|ses io requggg%P advice or technical assistance.

- On own initiative, identifying need for and proposes ways to provide effective outreach/education to specialized
QI’Ft:FS_or ng‘grsenled J)ggulations. . . . .

: ence s fi { d fi t d .

e e i o Bosed By Sy aharon ol dr e A o AL B ting or civil rights
issues demonstrating a knowledge of programs and regulations.

Fully Successful Performance Standards:

- Gives at least one, training or informatjon session to inferested client-group.
- roﬁ es appropriate, ao%urate. an t}mefy ver%al and( wﬁﬁen respof‘l%es &at demonstrate a through knowledge of

t HU d FH rograms and policies.
r?{ﬁlﬁa?\ unalglg ?o proagepagganswer or ﬂnsure of an answer to a clientg s question is willing to talk to program staff,

FHEO co-workers and supervisor to find the answer or develop a solution to the problem.

Unacceptable Performance Standards:
B e B ospSec b serk o e caling .
. Agv?ce recefve eb¥ gne?fs of ofﬁgleﬁs? n'o‘i consurered appropn?gte, use lﬁ, respol ﬁ/e. %gaFor prompt deeming it
f no help. '
@ egns?sPent legitimate, negative comments received from public regarding EOS; s barticipation, lack of participation at

trainin: nferences, or meetings. X )
Jngfs?gn y refuses to provtfggiechnlcal assistance to other HUD program staff, grantees, tenants od the general

public.

0




Elements & Standards U.S. Department of Housing

and Urban Development
Date Assigned: Reviewing Oficials Supervisors Infials: Employees Inftials: Rafing Date: Rating: Element No.:

22-DEC-2006 Initials:

ritical El m escri
rogram lca on ach‘ Brogram Document Reviews

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:

The EOS exceeds and exceeds the Fully Successful Standards by consistently accomplishing the following at least 80% of
the time:

- Routinely completes Affimative Fair Housing Marketing Plan (AFHMP) reviews within 8 days. All reviews are well

cE er;t(ad \lin erst %%%ﬁh%rveecl |} agu ?no?tm esti ns?1 ;o& { r% d.Ionsa |m rovements.
outlyr‘{ely %omple es gﬂ er program revFews except ectlon reviews wi K the esta l1|she<§e timeframes.

- Produces high volume of work demonstrating exceptional program/technical expertise that is correctly applies to

e lished criteri: ?
en appropnate, provides innovative solutions to assist the grantee in complying with program requirements.

- Demonstrates a willingness to meet with grantees or other recipients of federal funding to review and improve
document submission.

Fully Successful Performance Standards:
- At least 75% of the completed document reviews are signed by the supervisor without requiring major technical or

substantive corrections; or modjfications
-ukt east ?5%? ?%e comp[n? J ocument reviews are signed by the supervisor without requiring major changes for

clan eII|n
Bl o R Sl oncument reviews are roviewer wihin the specified programmatc deqdlies.

- In at least 75% of the cases, upon receipt of requested additional information, EOS will review the information and

r pre| e roval le the defi thin ten da

¢ neat ea%?%%ota f?l% c;ses rEbgr I?Pg\ll'leew %ogumn{grqg tcl"ér‘é’ba#% rqulrgg correspondence regarding the review of
CAPERS, P | ated H Pl PHAA | PI ther program d thi .
-/I}F;sggnetr 4&% l&esg ncégn 28%?? apap |scat|ons g corannﬁea{eg 31 acrc?:r nce wo utwg rF'Ii's)tf:le : }-eung%s
Availability (NOFA) and management guidance. If EOS is unable to meet this deadline, within three working days, must

i €l with reasons for d
’?Wrﬁ“ﬁ p’%ﬁﬁ’ mrgamgnne?rcoﬁgglent with the handbooks and regulations with minimal grammatical errors.
Whenever the EOS becomes aware of factors beyond the EOS;,s control that will negatively impact the timeframes outlined
above, the EOS will immediately inform his or her supervisor in writing of the anticipated delay. The written
notification will apprise the supervisor of the reason for the delay and the anticipated completion date. Such factors
include complaints caseload, the need for legal opinions, special priority assignments, and excused absences from work.

Unacceptable Performance Standards:

In at least 50% of the assigned reviews, the
[go ument ré’v?efaws are not complete, i.e., they are not written, researched, and/or prepared using correct forms or

formats
: ono cover the a civil fi -r ated pr qunreme ts,
wgrovade concl ase n grogra u ons an & L;a/ "
resente rvisor re nnca subsfantive correcbor] , or modifications,
evlews resente esu NISOB major ¢l ia a%e or an or ma g’o&s
eviews requiring correctlve action by g n ee or applicant do not provide useful e uf recommendation.

On a regular basis, the EOS does not immediately inform the supervisor in writing when factors beyond the EOS;, control
will negatively impact the timeframes outlined above, or if the supervisor is informed in a timely manner, the written
nofification does not include the reason(s) for the delay and the anticipated completion date.




Elements & Standards U.S. Department of Housing
and Urban Development

Date Assigned: Reviewing Oficlals Supervisors Initlals: Employees Inials: Rating Date: Raiing: Element No.:
22-DEC-2006 initlals:

ritical Element jption:
omcpﬂ!ance aRd %ﬁg—l’{%'&gviews, i. e., Title VI and Section 504.

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:

EOS meets the timeliness standards in the Fully Successful standards in nearly all of the cases. In addition to the
Fully Successful standards, EOS routinely:

- If team leader, arranges with management, a proposed schedule for on-site portion of review and when necessary
moderates meetings with assigned staff to plan and implement the review including outreach to recipients and officials.

. jes out lead ibility i I d professi ner.

- 832?3&2 eegma?r?g?ﬁﬁggy ' ’éam%’ﬁ%‘.'r‘u‘&aﬂjﬁﬂ‘c I%%s‘:'iﬁg%? gn?%unit_y Planning and Development Division regarding
the review soliciting i d concem that divisj i e C i tee/recipient.

. E&’g\'ivr‘;v inft’llét}vg? 5?15 gg igglgeﬁg?e Tﬁevf&’fﬁ%&ﬁﬁ"&ﬂf‘éaw‘? iﬁi}?ﬁ‘lg?ﬁw reﬂa?&?ng?ranleelrecipient.

. ntact supervisors in other divisions to solicit volunteers from other divisions to patticipate Tn review.

rovides on-the-job training to other division;s volunteers
evelops a etafled won( ;ﬁan lou}o[low to aébomplf;}l compliance review and presents final document to supervisor.

Work plan includes but is not limited to information on specific individuals/positions to interview, documents to be
collected and reviewed prior to the on-site visit, develops unique forms to be completed during the review, units and

common greas to be meagyred, tenants interviewed. i
: Wprovigfng suppor{g?a#‘#or a revft’ew, Il:‘oo%ecames ouﬁeam leader; s assignments as requested. Types of
assignments could include document requests and reviews, review and analysis of recipient;s historical record, if

avgjlable: dations to team lead l i itional review or gnalysis.

~vﬁ'aQ}olJﬁt%°r91 E.Ogr?\p |a?1r<‘;§ Rgseemgrﬁ (V@R) % aré%ﬁre% idggl%?gp?}gls ‘g\?Ci arﬁ Ipresents it in final form for the
E i ignature. )

_u&%%sglrj sr%l‘l %?g tBroblems in fuffilling VCA or its deadlines, proposing solutions that are unique to issues or
recipient working with other HUD program staff, Rural Development or MN Housing staff when necessary.

Fully Successful Performance Standards: .
- If a team leader, recommends to management the what where, when for accomplishing the review in a timely manner.
Identifies files, policies, procedures, units to be measured, witnesses and building demographics to be reviewed and

anglyzed.
o m?n 25 days of selecting a recipient to review, EOS prepares letter to recipient and begins scheduling the on-site

revi
o\g% routinely completes reviews and analyses data consistent with fair housing laws, program requirements and

hc? geg:fg reviews ar?l grep?red ip advancte. t istin th .

8 ov s? Rstﬁeé’ﬁe Vérs‘soertfo o;g‘%i!eeaitlﬁ ?maé'| 3 vg ﬁ?\?é%rg‘ 1 o I'ceaw?e‘fliiivisio S,

o Works with su ervlsor o develop etaﬁe work plan to {&‘gwl{(\a accomp'?sh tompliance review. Work plan includes
but is not limited to information on specific individuals/positions to interview, documents to be collected and reviewed
prior to the on-site visit, develops unique forms to be completed during the review, units and common areas to be
measured, tenants to be interviewed.

- If in a support role, EOS carries out assigned portion of review and submits a work product which needs little

revision or review and is completed within the established time frames most of the time. Coordinates with team leader if

EOS predicts a delay in providing the necessary information.

- In completing an investigation, th S, gathering of data routinely does demonstrates: i

o Rn un ersta%ginb gﬁhg %echon aﬁdgﬁﬁé \'}Pgs staﬁiforylémf %gula ory requslrements regarding the type of
documents 1nd data n, eged to bde maijntained t1 the recipiept; . . X

[ ropnate da I? n gnd an. | Is an % ica sgopevden to determine compliance, and:

[5) ng [ appropr?gtgc;n enll?evﬁng ec?u f'ques ?o a%sureua equat'e, aggurate and un%iase ljn{c])nnau%n gathering from
recipients and others like residents.

- For each interview conducted and document reviewed, an accurate record and summary is made and included in the file.
- The Letter of Findings (LOF) is drafted for the supervisor; s review within 30 days of the completion of the

col?? Qfé‘ﬁgéery&véinpliance Agreement (VCA) is required, EOS drafts a VCA under the supervision on the supervisor,

- Closes the review in TEAPOTS.
. ﬂoni ors ﬁ'le \‘?ISX bnliIEcompIe\?ion. Upon request, informs supervisor informed of problems in complying with the VCA.

Works together with supervisor to develop alternative solutions to assure compliance with the VCA.

Whenever the EOS becomes aware of factors beydnd the EOS; control that will negatively impact the timeframes outlined
above, the EOS will immediately inform his or her supervisor in writing of the anticipated delay. The written

notification will apprise the supervisor of the reason for the delay and the anticipated completion date. Such factors

include recalcitrant respondents, the need for legal opinions, special priority assignments, and excused absences from
work.

Unacceptable Performance Standards:

- In_role of team leader, EOS routinel X
olboes not provide guidance to gupgort staff or provides guidance that is not clear.



o Does not provide work assignments, mtemew questionnaires, file or data review ques’donnaires or other review forms

g&

to support staff, .
-Sit
rge 2 %T‘ e in on ﬁremgw or analysis of information shows a lack of understanding of program

e
8 B R B AR RS R T RV TR A ey, s
() ISteJes not prepare a VCA, when compliance review deems one necessary or VCA IB of such poor quality, it must be

|'g\f)oes not maintain documentation supporting conclusions drawn during the review.
The EOS fails to apprise the supervisor or team leader of anticipated delays in completing the assigned work.

The EOS requires constant supervisory oversight in order to complete the assigned work demonstrating little Initiative

on his or her own.
EOS refuses to participate in the review as either a team leader or support staff.

N




Elements & Standards U.S. Department of Housing
and Urban Development

Dale Assigned: Reviewing als Supervisors inals: Employess Infials: Rating Date: Raling: Element No.
22-DEC-2006 Initials:
) 8

ntical Element Description:
cﬁca\eﬂépresentgt oﬂ?Rssistance, Training, Education, Outreach and Special Assignments

Employee initials indicate only that critical elements and performance standards were communicated to him/her. They do
not signify agreement or disagreement.

Outstanding Performance Standards:
Exceeds the Fully Satisfactory Standard by:
- Participating as a trainer, planner, chairperson for seminars, meetings, workshops as an authoritative HUD/FHEO

subject matter expert.

-uebordtlplagna z-:’l(*Pde completes assignments within agency, public and private industry officials while maintaining
i d an ith s which h traditionally hostile t ams.

qolyre%%l:\sng%rggua%?\zl w&[—%l:garwze'c pngggn eggnga or 2230 sgss '°re%38§{"s%ﬁ’ %ce or technical assistance.

- On own initiative, identifying need for and proposes ways to provide effective outreach/education to specialized

grﬁt;g%or nd rseR/ed J)ggulations. . . . .

. e feedback an d fi ternaj and extermal clients.

: n° e'p‘énden y researchinig"%]s gsﬂl%?\%cgcge b”%?ﬁ'!r’ﬁfv?éan slig c':? glﬂe‘n!s regal"( leng aﬁ'lﬁousing or civil ights

issues demonstrating a knowledge of programs and regulations.

Fully Successful Performance Standards:

- Gives at least one training or information session to interested client-group.
%ro\ﬁ es appropnate, acturate, anda ‘l‘?ne ly verbal an wﬁﬁen nespor-\%es ﬂlat demonstrate a through knowledge of

eleyant HUD and FH rams and policies.
" {m\en unable to pr0\'7=i?epargganswer or an'une of an answer to a client;s question is willing to talk to program staff,

FHEO co-workers and supervisor to find the answer or develop a solution to the problem.

Unacceptable Performance Standards:

-_I}efi\lsctas t% acce tI asngnmeTt to protyl/ide traini ?eto c;lier\m:s &r is unexpeﬁ-‘e}il%a?bisent or} the training day.
AdVice received by Blients of offcials 1§ Hol considered appropriste, Useful, responshe,

t
respor?suve, %ngrgfgr%rompt deeming it
ofé‘lo helg. ” . . " " T A
- Consistent legitimate, negative comments received from public regarding EOS; s barticipation, lack of participation at
trainin: nferences, or meetings.
- c;ngfsfgnt yrre'}uses t:: provtllggﬁechnical assistance to other HUD program staff, grantees, tenants od the general
public.




