	Performance Appraisal
	U.S. Department of Housing 

and Urban Development


	Employee Name:
      
	Employee’s  SSN:
    -  -    
	Organizational Segment: 

     
	Organization Code: 

     

	Position Title:

Regional Web Manager
	
	Date of Appraisal Period:
From       To      
	Date Rating Made: 

     

	 FORMCHECKBOX 
 GM (PMRS Term. Provisions)
	X GS (General Schedule)
	 FORMCHECKBOX 
WG (Wage Grade)
	 FORMCHECKBOX 
 GS-AFGE
	 FORMCHECKBOX 
 WG-AFGE

	Rating Official (Signature & Date)

X
	Employee (Signature & Date)

X

	Reviewing Official (Signature & Date)

X
	Note:  Employee signature indicates only that the rating has been discussed with the employee and does not signify agreement or disagreement with the rating.

	Element Ratings:
	Progress Review  Employee’s initials indicate only that the progress review meeting was held.  They do not indicate agreement or disagreement with the results.

	Critical Element No.
	Outstanding
	Highly Successful
	Fully Successful
	Marginally Successful
	Unacceptable
	Date
	Supervisor’s Initials
	Employee’s Initials

	1
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	2
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	3
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	4
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	5
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	6
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	7
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	8
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	9
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	10
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	11
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	12
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	


Summary Ratings

	 FORMCHECKBOX 
 Outstanding
	 FORMCHECKBOX 
 Highly Successful
	 FORMCHECKBOX 
 Fully Successful
	 FORMCHECKBOX 
 Marginally Successful
	 FORMCHECKBOX 
 Unacceptable

	Employee Comments

     



Rating Official/Reviewing Official Comments

     
Sensitive Information:  The information collected on this form is considered sensitive and is protected by the Privacy Act.  The Privacy Act requires that these records be maintained with appropriate administrative, technical, and physical safeguards to ensure their security and confidentiality.  In addition, these records should be protected against any anticipated threats or hazards to their security or integrity which could result in substantial harm, embarrassment, inconvenience, or unfairness to any individual on whom the information is maintained.

	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

1

	Critical Element Description: Local HUD Web Products are Managed and Maintained to Enhance HUD’s Delivery of Programs and Services to Local Clients   


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 the fully successful performance requirements, to meet this standard the following requirements must be met:
Local HUD Web is reviewed and edited to reflect comprehensive current and accurate local information on a bi-monthly basis;   
Quarterly Web Certifications are completed within required deadlines 95% of the time;  
Questions and issues presented by the managers within Region IX are responded to within 1 work day 95% of the time;

Content which is developed or edited complies with Department requirements 95% of the time;

Assignments given by the Supervisor, Regional Director or designee and the Departmental Web Team are completed within specified time frames or 1 work day, if no deadline is given, 95% percent of the time; 
Independently identifies and develops new ideas and opportunities to promote HUD’s strategic objectives;

More than 1 compliment per quarter is received by the Regional Director or Supervisor from the Web users, local mangers and/or the Departmental Web Team regarding the effectiveness of the local web pages.  

Fully Successful Performance Standards:  To meet this standard the following requirements must be met:
Local HUD Web is reviewed and edited to reflect comprehensive current and accurate local information on a monthly basis;   
Quarterly Web Certifications are completed within required deadlines 80% of the time;  
Questions and issues presented by the managers within Region IX are responded to within 2 work days 80% of the time;
Content which is developed or edited complies with Department requirements 80% of the time; 
Assignments given by the Supervisor, Regional Director or designee and/or the Departmental Web Team are completed within specified time frames or 2 work days, if no deadline is given, 80% percent of the time; 
Assists management to identify and develop new ideas and opportunities to promote HUD’s strategic objectives;
Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:
Local HUD Web is reviewed and edited to reflect comprehensive current and accurate local information on a monthly basis;   
Quarterly Web Certifications are completed within required deadlines 60% of the time;  
Questions and issues presented by the managers within Region IX are responded to in more than 5 work days 60% of the time;
Content which is developed or edited complies with Department requirements 60% of the time; 
Assignments given by the Regional Director or designee and the Departmental Web Team are not completed within specified time frames or more than 5 work days, if no deadline is given, 60% percent of the time; 
Does not assist management to identify and develop new ideas and opportunities to promote HUD’s strategic objectives;
More than 1 complaint per quarter is received by the Regional Director or Supervisor from the Web users, local mangers and/or the Departmental Web Team regarding the inability to affectively use the local web pages.  
Actual Accomplishments:       
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	Critical Element Description: Develop and Carry-Out Web Based Marketing and Outreach Strategies to Increase the Use of HUD’s Internet to Promote HUD’s Programs and Services to Strengthen Communities and Enhance Cross-program Partnership, Collaboration and Support. 


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 the fully successful standards, to meet this standard, the following requirements must be met:
Web clinics are designed and conducted in collaboration with and response to Field Office and Program Directors.  Supervisor or Regional Director receives no more than 1 complaint per year on the usefulness of the Clinics;  
Media inquiries are referred to the designated HUD spokesperson within 1 work day 90% of the time; 
Independently provides assistance to the Regional and Field Office Directors in the development and design of the Customer Service Survey;

Regional and local activities and announcements are posted on the local HUD pages within 1 work day of receipt 90% of the time;

Independently provides assistance to the Regional/Field Office and Program Directors to develop strategies that enhance local customer’s use of HUD’s web pages;

Always demonstrates initiative by independently developing strategies utilizing HUD’s web pages to respond to local needs.  

Fully Successful Performance Standards: To meet this standard the following requirements must be met:
HUD’s web-based registration service is promoted to all Field Office Directors and Program Directors for utilization for all conferences and similar activities;

Web clinics are designed and conducted in collaboration with and response to Field Office and Program Directors.  Supervisor or Regional Director receives no more than 1 complaint per quarter on the usefulness of the Clinics;  
Media inquiries are referred to the designated HUD spokesperson within 1 work day 80% of the time;

Assistance is provided to the Regional and Field Office Directors in the development and design of the Customer Service Survey upon request;

Regional and local activities and announcements are posted on the local HUD pages within 3 work days of receipt 80% of the time;

Assistance is provided upon request to the Regional/Field Office and Program Directors in developing strategies to enhance local customer’s use of HUD’s web pages.  

Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:
Web clinics are designed and conducted in collaboration with and response to Field Office and Program Directors.  Supervisor or Regional Director receives 2 or more complaint per quarter on the usefulness of the Clinics;  
Media inquiries are referred to the designated HUD spokesperson more than 1 work day 60% of the time; 
Does not provide assistance to the Regional and Field Office Directors in the development and design of the Customer Service Survey when requested;
Regional and local activities and announcements are posted on the local HUD pages more than 5 work days from receipt 60% of the time;
Assistance is not provided within 5 work days 60% of the time upon request from the Regional Director or Supervisor in developing strategies to enhance local customer’s use of HUD’s web pages.  
Actual Accomplishments:       
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	Critical Element Description: Manages web operations within the region effectively and efficiently, communicating and coordinating with managers and ensuring that all of HUD’s web products reflect the region’s involvement.


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 the fully successful performance standards, to meet this standard, the following requirements must be met:
Demonstrates exceptional initiative, creativity, tact, and diplomacy in working with the regional management team;

Requires minimal supervision to maintain a high level of output;

Consistently produces a high volume of work without sacrificing quality;
Many deadlines are met ahead of schedule;
Consistently anticipates and addresses issues before they escalate;
Inspires a higher level of effort from local or program staff who have not contributed to web content significantly in the past.
Fully Successful Performance Standards: To meet this standard the following requirements must be met:
Meets no less than quarterly with the Regional Director to brief him/her on web plans and activities and to receive advice/guidance on implementing Departmental web goals within the region; 
Meets with and briefs local managers, program managers, or their representatives, no less than quarterly to inform them on web strategies and activities and to gain their input and ideas; 
Works with the Regional Director’s office to establish strong local contacts for web activities in each office in the region, and keeps those contacts updated on relevant policies and procedures changes; 
Implements HUD’s web policies within the region;  
Manages the quarterly certification process to ensure that the region’s web content is current and accurate/ provides orientation and advice to designated web coordinators;
Regularly monitors the use of kiosks and HUD Answer Machines throughout the region as part of quarterly web certification, and takes action to improve the use of those performing below Department standards. Scouts and develops alternate placement in coordination with local HUD staff;
Establishes and monitors web-generated e-mail, within the region;
Provides feedback on a quarterly basis about regional web activities to the   Departmental Web Team.
Unacceptable Performance Standards:  To meet this standard two or more of the following requirements must be met:
Multiple and various violations of the Department's web policies, clearly attributable to the incumbent, can be cited;
Incumbent failed to keep the Regional Director and/or the Department Web Team informed on web activities and/or major changes;
Incumbent failed to brief local managers about web activities problems or glitches.  Several valid complaints from local managers are received by the Regional Director about lack of information on web products and activities;
After documented notification of kiosks issues, usage problems with Kiosks and Answer Machines go unaddressed, due to lack of performance by the incumbent. 
Actual Accomplishments:       
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	Critical Element Description: Supports the work of the Departmental Web Team, communicating and working with other Web Managers on special projects effectively and participating in training, meetings and conference calls fully.


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 the fully successful performance standards, to meet this standard, the following requirements must be met:
Consistently displays leadership and initiative in working with other web managers in executing special projects/assignments;

Completes 50%  of projects/assignments more timely/efficiently than was expected – ahead of schedule; 
Frequently offers ideas and suggestions for web policy or procedure improvements that reflect a holistic view of the Department’s mission and solid understanding of the Department’s strategic objectives for using the web;

Seeks opportunities to participate in outside related training efforts and shares concepts and ideas gained with other web managers;
Regularly offers to share ideas and approaches to web management that have proven successful in his/her Region, with fellow Field Managers.
Fully Successful Performance Standards:   To meet this standard the following requirements must be met:
Participates in 80% of Departmental Web Team conference calls, training sessions, and other scheduled activities [when provided with reasonable notice  e.g. 5+ workdays ]; 
Communicates with the Departmental Web Team and other Field Web Managers, in a timely manner, to alert them to problems and issues and to propose options and ideas for resolution;
Raises issues and ideas that must be resolved in Headquarters to the Departmental Web Team, in a timely manner for resolution;
Produces work products/results that are complete, well organized, and responsive to the Department's needs on schedule 80 % of the time; 
Completes projects/assignments within prescribed and/or reasonable timeframes 80% of the time;
Resolves issues in a timely manner 80% of the time on personal initiative or elevates them to the appropriate level for resolution;

Demonstrates appropriate discretion in handling sensitive information and issues.
Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:
Validated complaints from the Departmental Web Manager that the incumbent is not communicating or taking action to raise and resolve issues in a timely manner;

Incumbent failed to participate in 50%  of the conference calls, meetings and other Web Team activities without a valid reason;
The quality of routine work products was poor (information was inaccurate or poorly researched, etc.;
Results of special projects/assignments or was poor (information was inaccurate or poorly researched, etc.);
Documented instances in which supervisor has to intercede, despite complete instructions, to ensure that work products/results are timely and on target. 
Actual Accomplishments:       
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