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PRECEPTS FOR PERFORMANCE STANDARDS BQARDS
A. PURPCSE

These Precepts prescribe the criteria to be used by the
Performance Standards Boards (PSBs) for determ ning whet her
an enployee is neeting the standards of his/her class.

B. GENERAL

The current Annual Evaluation Form shall be the sole source
of information upon which the Perfornmance Standards Board
shal | base its decision. The Perfornmance Standards Board
shal |l consider a Performance Board' s reasons for the
referral, but shall independently assess whether the

enpl oyee is neeting the standards of his/her class. To
determ ne whether the enployee is neeting the standards of
hi s/ her class, the Perfornmance Standards Board shall nake
two determnations. It shall find whether the enpl oyee net
hi s/ her work objectives and whet her the enpl oyee is neeting
the skills standards for his/her class. The Perfornance

St andards Board shall use the Skills Matrix to determ ne
whet her the enployee is neeting the skills standards.

C. EQUALITY OF CONSI DERATI ON

The Perfornmance Standards Board shall eval uate al

enpl oyees solely on nerit with conplete fairness and
justice. In this respect, the Performance Standards Board
shal | not discrim nate agai nst any enpl oyee, directly or
indirectly, for reasons of race, color, religion, sex, age,
di sabling condition, sexual orientation, origin or nmeans of
entry into the Agency. 1In addition, the Perfornmance

St andards Board should be sensitive to discrimnation
information or the appearance of discrimnation in Annual
Eval uation Fornms and to report such findings to either the
Chief, MHRLERPM or the IGRM |If a Board nenber believes
t hat anot her Board nenber is being unfair or biased in his
or her review of an enployee’s Perfornmance Evaluation File,
t he nmenber shall bring the matter to either the Chief,

M HR/ LERPM or the G RM for appropriate action.
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The Performance Standards Board is to ignore inadm ssible
coments made in the Annual Eval uation Fornms or Enpl oyee
Statenents. Such inadm ssible cooments are not to be

di scussed nor used as the basis for decision-nmaking.

| nadm ssi bl e comrents include the foll ow ng:

1.

10.

11.

12.

13.

Ref erence to race, religion, sex, national origin,
political affiliation, age, famly or marital status, or
sexual orientation;

Retirement, resignation or other separation plans;

Gi evance, Equal Enpl oynent Opportunity conplaint or
other third party adjudicatory proceedi ng or deci sion;

Met hod of entry into the Agency (International
Devel opnent Intern, New Entrant Professional, conversion
from anot her personnel system

Ref erence to private U.S. Citizens by nane;

Participation or non-participation in union activities,
either as a representative of the union or as a
bargai ni ng unit nenber;

Prior evaluations prepared by other Rating Oficials;
Rel uctance to work voluntary overti ne;

Leave record, except absence w thout |eave (AWOL);
Deci si ons concerning disciplinary action;

Ref erence to the use of the dissent channel, which
results in an adverse eval uati on of perfornance.

However, expressions of dissenting views on policy which
are outside the dissent channel and which raise
substantive questions of judgnment relative to the skills
matri x may be discussed in an evaluation, with specific
i nstances cited;

Negative or pejorative discussion of another enpl oyee's
per f or mance; and

Specific identification of physical disabilities or
medi cal probl ens including addictions to al cohol or



drugs, and any rehabilitation efforts. General reference
may be made to confirm know edge of a nmedical condition
to the extent that it affects job performance or ability
to accept overseas assignnents. Rated enpl oyees,

however, nmay di scuss their nedical condition in specific
terms if such condition affected performnce.

D. @i dance for Perfornmance Standards Board Revi ew of
Annual Eval uati on Forns

Successful denonstration of the Foreign Service skil
standards and the fulfillnment of annual work objectives are
the keys to retention and advancenent. Failure to achieve
wor k obj ectives and/or skill standards is evidence that an
enpl oyee is failing to neet the standards of his/her class.

1. Achi evenent of Wirk Cbjectives

When review ng an enpl oyee’s Performance Eval uation
File, the Performance Standards Board is to review only
the enpl oyee’ s current Annual Evaluation Form The

Perf ormance Standards Board nust determ ne whet her the
enpl oyee net, exceeded or did not neet the work
objectives. In performng this task, the Performance

St andards Board shall determ ne whether the work

obj ectives established in the Annual Eval uati on Form
were within the control of the enpl oyee and whet her they
were commensurate with the enpl oyee’ s personal grade.
The Performance Standards Board shall not use as a basis
for determ ning that an enpl oyee did not neet the
standards of his/her class if an enployee's failure to
nmeet a work objective was based on work objectives which
wer e beyond the enployee’s control or if the work

obj ectives were not commensurate with the enpl oyee’s

per sonal grade.

2. Foreign Service Skills Matrix

After determ ning that an enpl oyee has net his or her work
obj ectives, the Performance Standards Board shall review an
enpl oyee’ s current Annual Eval uati on Form and determ ne
whet her the enpl oyee nmet, exceeded or did not neet the
skill standards of the class. |In performng this task, the
Performance Standards Board shall refer to the Skills
Matrix. (Attachnment A)



The Skills Matrix establishes the skill standards for al
grade levels, including the Senior Foreign Service, by

whi ch all enpl oyees are expected to perform Al enployees
shal | be eval uated on each of the six skill areas. The six
skill areas are further defined in terns of key
characteristics, into which the Agency's core val ues of
custoner focus, managing for results, teamwrk, enpowernent
and accountability, and diversity, have been integrated.

The skill areas and sub-skills are as foll ows:

1. Quality of Work
a. Devel opnment Assi stance Know edge
b. Knowl edge of USAID Val ues and Systens
c. Data Gathering, Analysis and Eval uation
d. Witten Conmuni cati on
e. Technical Skills

2. Leadership
a. Direction and Vi sion
b. Initiative, Creativity and R sk-taking
c. Motivating
d. Probl em sol vi ng and Deci si on- maki ng

3. Resource Managenent
a. Strategy Devel opnent and | npl ementati on
b. Results Achi evenent, Program Monitoring and Eval uation
c. Budgeting and Fi nanci al Managenent

4. Staff Devel opnent
a. Enhancenent of Subordinate G owth
b. Diversity, Equal Enploynent Qpportunity (EEO
Know edge and | npl enent ati on
c. Performance Managenent

5. Professionalism
a. Custoner Service
b. Professional Conduct

6. Teamnork/Interpersonal Skills
Sensitivity and Respect for Diversity
Consensus Bui | di ng

Adaptability and Flexibility

Col | aborati on and Enpower nent

Oral Conmuni cation

PaooTp



After review ng an enpl oyee's Annual Eval uation Form the
Performance Standards Board is to determ ne whether the
enpl oyee is performng to the sub-skill standards
established in the Skills Mtrix, which are discussed in
t he eval uati on.

E. Decision Rule

The decisions of the Board will be by majority vote. These
deci sions shall be communicated in witing, along with
statenents justifying such Board decisions, to the Deputy
Assi stant Adm nistrator for Human Resources, DAA/M HR



