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	Critical Element Description: Civil Rights Related Program Requirement submission reviews - quality
HUD Strategic Goals and Objectives  

B: Promote decent affordable housing
B1: Expand access to and availability of decent, affordable rental housing.

B3: Improve housing opportunities for the elderly and persons with disabilities.

C: Strengthen communities
C2: Enhance sustainability of communities by expanding economic opportunities.

D: Ensure equal opportunity in housing
D3: Improve housing accessibility for persons with disabilities.
D4: Ensure that HUD-funded entities comply with fair housing and other civil rights laws.

E: Embrace high standards of ethics, management, and accountability
E2: Improve HUD’s management and internal controls to ensure program compliance and resolve audit issues.
E3: Improve accountability, service delivery, and customer service of HUD and its partners. 

Critical Element Goals:

Provide high quality Civil Rights Related Program Requirement submission reviews for CPD, PIH, and Housing programs. Civil Rights Related Program Requirements include requirements under program statutes and their implementing regulations and HUD policies, and the Fair Housing Act, Title VI, Section 109, Section 504, the Americans with Disabilities Act, and Section 3, and their implementing regulations and HUD policies.


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

Outstanding Performance Standards: 

Document reviews are complete; are written, researched, and analyzed well; cover all necessary Civil Rights Related Program Requirements; provide appropriate conclusions based on HUD regulations and policy; and provide useful and appropriate recommendations for grantee changes and improvements where necessary. 

1. At least 80% of document reviews signed by supervisor during the fiscal year are signed without requiring major technical or substantive correction or modification.  

2. At least 90% of document reviews signed by supervisor during the fiscal year are signed without requiring major correction or modification for clarity, grammar, usage, spelling, or arithmetic.  
3. In addition to meeting the Fully Successful standard for recommendations –  the employee, in reviewing submissions that raise complex and unusual civil rights issues, frequently provides innovative recommendations designed to assist the grantee in resolving the issues in an efficient and efficacious manner.
Fully Successful Performance Standards: 

Document reviews are complete; are written, researched, and analyzed well; cover all necessary Civil Rights Related Program Requirements; provide appropriate conclusions based on HUD regulations and policy; and provide useful and appropriate recommendations for grantee changes and improvements where necessary.  

1. At least 60% of document reviews signed by supervisor during the fiscal year are signed without requiring major technical or substantive correction or modification.  

2. At least 75% of document reviews signed by supervisor during the fiscal year are signed without requiring major correction or modification for clarity, grammar, usage, spelling, or arithmetic. 
3. In reviewing submissions that raise civil rights issues requiring corrective action – makes useful recommendations, and makes an effort to provide innovative recommendations, designed to assist the grantee in resolving the issues in an efficient and efficacious manner. 
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Unacceptable Performance Standards: 

Document reviews are not complete; are not written, researched, and analyzed well; do not cover all necessary Civil Rights Related Program Requirements; do not provide appropriate conclusions based on HUD regulations and policy; and/or do not provide useful and appropriate recommendations for grantee changes and improvements where necessary.  

1. More than 60% of document reviews signed by supervisor during the fiscal year require major technical or substantive correction or modification.  

2. More than 60% of document reviews signed by supervisor during the fiscal year require major correction or modification for clarity, grammar, usage, spelling, or arithmetic.  
3. In reviewing submissions that raise civil rights issues requiring corrective action – does not provide useful recommendations.
Actual Accomplishments: 
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	Critical Element Description: Civil Rights Related Program Requirement submission reviews - timeliness
HUD Strategic Goals and Objectives  

B: Promote decent affordable housing
B1: Expand access to and availability of decent, affordable rental housing.

B3: Improve housing opportunities for the elderly and persons with disabilities.

C: Strengthen communities
C2: Enhance sustainability of communities by expanding economic opportunities.

D: Ensure equal opportunity in housing
D3: Improve housing accessibility for persons with disabilities.
D4: Ensure that HUD-funded entities comply with fair housing and other civil rights laws.

E: Embrace high standards of ethics, management, and accountability
E2: Improve HUD’s management and internal controls to ensure program compliance and resolve audit issues.
E3: Improve accountability, service delivery, and customer service of HUD and its partners. 

Critical Element Goals:

Provide timely Civil Rights Related Program Requirement submission reviews for CPD, PIH, and Housing programs. Civil Rights Related Program Requirements include requirements under program statutes and their implementing regulations and HUD policies, and the Fair Housing Act, Title VI, Section 109, Section 504, the Americans with Disabilities Act, and Section 3, and their implementing regulations and HUD policies.



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

Outstanding Performance Standards: 
1. For document reviews with critical FHEO submission deadlines during the fiscal year (including but not limited to DHP reviews and PHA Plan reviews), at least 90% of drafts are submitted to supervisor fully completed, at least 5 working days in advance of the FHEO deadline; with exceptions permitted where an extension has been requested by the employee and granted by the supervisor, or where grantee non-cooperation or other factors outside the employee’s control has made it impossible to submit 5 days in advance and the employee has notified the supervisor.

2. At least 90% of checklist reviews for Addendum B during the fiscal year and for other checklist-only reviews as identified by the supervisor during the fiscal year are completed correctly and submitted independently no more than 60 days following receipt, unless an exception has been granted by the supervisor due to other priority workload items.
3. During the fiscal year, ITS entries are completed appropriately at every stage of review, with supervisory corrections not exceeding an average of 2 per quarter.
Fully Successful Performance Standards: 

1. For document reviews with critical FHEO submission deadlines during the fiscal year (including but not limited to DHP reviews and PHA Plan reviews), at least 75% of drafts are submitted to supervisor fully completed, at least 5 working days in advance of the FHEO deadline; with exceptions permitted where an extension has been requested by the employee and granted by the supervisor, or where grantee non-cooperation or other factors outside the employee’s control has made it impossible to submit 5 days in advance and the employee has notified the supervisor.

2. At least 75% of checklist reviews for Addendum B during the fiscal year and for other checklist-only reviews as identified by the supervisor during the fiscal year are completed correctly and submitted independently no more than 60 days following receipt, unless an exception has been granted by the supervisor due to other priority workload items.
3. During the fiscal year, ITS (internal tracking system/risk management database) entries are completed appropriately at every stage of review, with supervisory corrections not exceeding an average of 2 per month.
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Unacceptable Performance Standards: 
1. For document reviews with critical FHEO submission deadlines during the fiscal year (including but not limited to DHP reviews and PHA Plan reviews), fewer than 50% of drafts are submitted to supervisor fully completed, at least 5 working days in advance of the FHEO deadline; with exceptions permitted where an extension has been requested by the employee and granted by the supervisor, or where grantee non-cooperation or other factors outside the employee’s control has made it impossible to submit 5 days in advance and the employee has notified the supervisor.

2. Fewer than 50% of checklist reviews for Addendum B during the fiscal year and for other checklist-only reviews as identified by the supervisor during the fiscal year are completed correctly and submitted independently no more than 60 days following receipt, unless an exception has been granted by the supervisor due to other priority workload items.

3. During the fiscal year, ITS (internal tracking system/risk management database) entries are not completed appropriately at each stage of review, with supervisory corrections exceeding an average of 10 per month.
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	Critical Element Description:   Improve accessibility for persons with disabilities

HUD Strategic Goals and Objectives  

B: Promote decent affordable housing
B3: Improve housing opportunities for the elderly and persons with disabilities.

D: Ensure equal opportunity in housing
D3: Improve housing accessibility for persons with disabilities.
E: Embrace high standards of ethics, management, and accountability
E2: Improve HUD’s management and internal controls to ensure program compliance and resolve audit issues.
E3: Improve accountability, service delivery, and customer service of HUD and its partners. 

Critical Element Goals:
In conducting submission reviews and monitoring for CPD, PIH, and Housing programs, ensure that HUD’s accessibility requirements under the Fair Housing Act, Section 504, the Americans with Disabilities Act, are adequately addressed.



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

Outstanding Performance Standards: 
1. Without major supervisory guidance, appropriately addresses issues of accessibility in at least 90% of reviews and monitoring reports prepared during the fiscal year for which such issues are relevant.
2. Without major supervisory guidance, appropriately analyzes disability issues in at least 90% of DHPs assigned and due during the fiscal year.
3. Where appropriate, provides effective recommendations for improving equal opportunities for persons with disabilities.
Fully Successful Performance Standards: 

1. Without major supervisory guidance, appropriately addresses issues of accessibility in at least 75% of reviews and monitoring reports prepared during the fiscal year for which such issues are relevant.
2. Without major supervisory guidance, appropriately analyzes disability issues in at least 75% of DHPs assigned and due during the fiscal year.
Unacceptable Performance Standards: 

1. Issues of accessibility are appropriately addressed in fewer than 50% of reviews and monitoring reports prepared during the fiscal year for which such issues are relevant.
2. Disability issues are appropriately analyzed in fewer than 50% of DHPs assigned and due during the fiscal year.
Actual Accomplishments: 
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	  Critical Element Description:  Technical Assistance, Representation, and Customer Service
HUD Strategic Goals and Objectives
D: Ensure equal opportunity in housing
D2: Improve public awareness of rights and responsibilities under fair housing laws.

D4: Ensure that HUD-funded entities comply with fair housing and other civil rights laws.

E: Embrace high standards of ethics, management, and accountability

  E3: Improve accountability, service delivery, and customer service of HUD and its partners.
Critical Element Goals:

Represent FHEO to other HUD offices, to program grantees, to local governments, to advocacy organizations, and to the public, providing information, education, outreach, and technical assistance on fair housing and on HUD’s civil rights related program requirements, by telephone, mail, and e-mail, and/or in person. 



Employee’s 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 addition to meeting the fully successful standards:

1. Provides technical assistance without supervisory help for at least 50% of the requests answered during the fiscal year, by researching issues independently and discussing them with FHEO colleagues and local CPD, PIH, and Housing staff. (Technical assistance that is incorrect does not count toward this standard.)

2. Provides correct answers to fair housing and civil rights questions without supervisory assistance for at least 60% of the questions answered during the fiscal year, by researching issues independently and discussing them with FHEO colleagues and local CPD, PIH, and Housing staff.

3. Keeps track of technical assistance provided and answers to questions given during the fiscal year, using a chart or spreadsheet provided by supervisor.

4. Continues to bring questions and technical assistance issues to supervisor whenever unable to answer them by independent research and discussion with other HUD staff, or if unsure of the correct answer.

5. Makes an average of not less than 1 highly effective or innovative technical assistance recommendation per quarter during the fiscal year, designed to assist a grantee in resolving civil rights issues or problems in an efficient and efficacious manner; and discusses it with supervisor.
6. If so assigned by supervisor, makes at least 3 oral outreach presentations during the fiscal year. (The required number may be reduced based on the number of oral outreach presentations assigned by supervisor.) 

Fully Successful Performance Standards: 

1. Provides technical assistance to other HUD program offices and to program office grantees. Such technical assistance is generally correct and in accord with HUD regulations and policies, and is provided promptly, clearly, politely, tactfully, and appropriately for the level of knowledge of the person being assisted. Makes an effort to provide such technical assistance without supervisory assistance, by researching issues independently and discussing them with FHEO colleagues and local CPD, PIH, and Housing staff.

2. Answers fair housing and civil rights questions from local governments, advocates, and the public. Such answers are generally correct and in accord with HUD regulations and policies, and are provided promptly, clearly, politely, tactfully, and appropriately for the level of knowledge of the person being assisted. Makes an effort to answer questions without supervisory assistance, by researching issues independently and discussing them with FHEO colleagues and local CPD, PIH, and Housing staff.

3. Keeps track of technical assistance provided and answers to questions given during the fiscal year, using a chart or spreadsheet provided by supervisor.
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4. Brings questions and technical assistance issues to supervisor whenever unable to answer them by independent research and discussion with other HUD staff, or if unsure of the correct answer.

5. Makes an effort to develop highly effective and/or innovative technical assistance recommendations designed to assist grantees in resolving civil rights issues or problems in an efficient and efficacious manner; and discusses them with supervisor.
6. If so assigned by supervisor, makes at least 1 oral outreach presentation during the fiscal year. (This standard will count toward the rating only when a least 1 presentation has been assigned.)

Unacceptable Performance Standards: 

1. Fails or refuses to provides technical assistance to other HUD program offices and to program office grantees; or such technical assistance is not generally correct and in accord with HUD regulations and policies; or it is not provided promptly, clearly, politely, tactfully, and appropriately for the level of knowledge of the person being assisted. 

2. Fails or refuses to answer fair housing and civil rights questions from local governments, advocates, and the public; or such answers are not generally correct and in accord with HUD regulations and policies; or they are not provided promptly, clearly, politely, tactfully, and appropriately for the level of knowledge of the person being assisted. 

3. Fails or refuses to keep track of technical assistance provided and answers to questions given during the fiscal year, using a chart or spreadsheet provided by supervisor.

4. Fails or refuses to bring questions and technical assistance issues to supervisor whenever unable to answer them by independent research and discussion with other HUD staff, or if unsure of the correct answer.

5. Fails or refuses to make at least 1 oral outreach presentation when assigned by supervisor. (This standard will count toward the rating only when a least 1 presentation has been assigned.)
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	  Critical Element Description:  Monitoring under Civil Rights Related Program Requirements
HUD Strategic Goals and Objectives  

B: Promote decent affordable housing
B1: Expand access to and availability of decent, affordable rental housing.

B3: Improve housing opportunities for the elderly and persons with disabilities.

C: Strengthen communities
C2: Enhance sustainability of communities by expanding economic opportunities.

D: Ensure equal opportunity in housing
D3: Improve housing accessibility for persons with disabilities.
D4: Ensure that HUD-funded entities comply with fair housing and other civil rights laws.

E: Embrace high standards of ethics, management, and accountability
E2: Improve HUD’s management and internal controls to ensure program compliance and resolve audit issues.
E3: Improve accountability, service delivery, and customer service of HUD and its partners. 

Critical Element Goals:

Provide high-quality grantee monitoring, either remote or on-site, under HUD’s Civil Rights Related Program Requirements when needed for CPD, PIH, and Housing programs. Civil Rights Related Program Requirements include requirements under program statutes and their implementing regulations and HUD policies, and the Fair Housing Act, Title VI, Section 109, Section 504, the Americans with Disabilities Act, and Section 3, and their implementing regulations and HUD policies.


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

Outstanding Performance Standards: 

Performs civil rights monitoring for CPD, PIH, or Housing grantees when assigned by supervisor, and prepares written monitoring reports; also, recommends monitoring based on independent evaluation of grantee issues.

1. On the basis of independent evaluation of grantee issues, recommends at least 1 monitoring during the fiscal year.
2. Designs monitoring to cover appropriate issues as needed (full monitoring or focused monitoring).

3. Monitoring reports are complete; are written, researched, and analyzed well; cover all necessary Civil Rights Related Program Requirements; provide appropriate conclusions based on HUD regulations and policy; and provide useful and appropriate recommendations for grantee changes and improvements where necessary.  

4. In preparing monitoring reports for grantee programs that raise complex and unusual civil rights issues, frequently provides effective recommendations designed to assist the grantee in resolving the issues in an efficient and efficacious manner.

5. At least 80% of monitoring reports signed by supervisor during the fiscal year are signed without requiring major technical or substantive correction or modification. (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)

6. At least 90% of monitoring reports signed by supervisor during the fiscal year are signed without requiring major correction or modification for clarity, grammar, usage, spelling, or arithmetic.  (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)
7. During the fiscal year, at least 90% of drafts are submitted to supervisor fully completed, by the established deadline, with exceptions permitted where an extension has been requested by the employee and granted by the supervisor, or where grantee non-cooperation or other factors outside the employee’s control has made it impossible to submit by deadline and the employee has notified the supervisor.  (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)
8. Monitor FHAP agencies administrative closures (Conciliation agreements, withdrawal with settlement, withdrawal without settlement withdrawals, failure to locate complainant, complainant failed to cooperate, unable to locate respondent, unable to identify respondent, and untimely filings).  Ensure the completion of 80% of the Admin closures.  

Fully Successful Performance Standards: 

Performs civil rights monitoring for CPD, PIH, or Housing grantees when assigned by supervisor, and prepares written monitoring reports.

1. Monitoring visits and reports cover appropriate issues as assigned (full monitoring or focused monitoring).
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2. Monitoring reports are complete; are written, researched, and analyzed well; cover all necessary Civil Rights Related Program Requirements; provide appropriate conclusions based on HUD regulations and policy; and provide useful and appropriate recommendations for grantee changes and improvements where necessary.  

3. In preparing monitoring reports for grantee programs that raise complex and unusual civil rights issues, makes an effort to provide effective recommendations designed to assist the grantee in resolving the issues in an efficient and efficacious manner.

4. At least 60% of monitoring reports signed by supervisor during the fiscal year are signed without requiring major technical or substantive correction or modification. (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)

5. At least 75% of monitoring reports signed by supervisor during the fiscal year are signed without requiring major correction or modification for clarity, grammar, usage, spelling, or arithmetic.  (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)
6. During the fiscal year, at least 75% of drafts are submitted to supervisor fully completed, by the established deadline, with exceptions permitted where an extension has been requested by the employee and granted by the supervisor, or where grantee non-cooperation or other factors outside the employee’s control has made it impossible to submit by deadline and the employee has notified the supervisor.  (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)
7. Monitor FHAP agencies administrative closures (Conciliation agreements, withdrawal with settlement, withdrawal without settlement withdrawals, failure to locate complainant, complainant failed to cooperate, unable to locate respondent, unable to identify respondent, and untimely filings).  Ensure the completion of 75% of the Admin closures.  

Unacceptable Performance Standards: 

1. Monitoring fails to cover appropriate issues as assigned (full monitoring or focused monitoring).

2. Monitoring reports are not complete; are not written, researched, and analyzed well; do not cover all necessary Civil Rights Related Program Requirements; fail to provide appropriate conclusions based on HUD regulations and policy; and/or fail to provide useful and appropriate recommendations for grantee changes and improvements where necessary.  

3. In preparing monitoring reports for grantee programs that raise complex and unusual civil rights issues, does not make an effort to provide effective recommendations designed to assist the grantee in resolving the issues in an efficient and efficacious manner.

4. More than 60% of monitoring reports signed by supervisor during the fiscal year require major technical or substantive correction or modification. (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)

5. More than 60% of monitoring reports signed by supervisor during the fiscal year require major correction or modification for clarity, grammar, usage, spelling, or arithmetic. (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)
6. During the fiscal year, fewer than 50% of drafts are submitted to supervisor fully completed, by the established deadline, with exceptions permitted where an extension has been requested by the employee and granted by the supervisor, or where grantee non-cooperation or other factors outside the employee’s control has made it impossible to submit by deadline and the employee has notified the supervisor.  (Required percentages may be adjusted, depending on the number and complexity of monitorings assigned.)
7. Monitor FHAP agencies administrative closures (Conciliation agreements, withdrawal with settlement, withdrawal without settlement withdrawals, failure to locate complainant, complainant failed to cooperate, unable to locate respondent, unable to identify respondent, and untimely filings).  Ensure the completion of 70% of the Admin closures.  
Actual Accomplishments: 
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