8051.1 REV-1
APPENDI X 3
SELF- EVALUATI ON CHECKLI ST

HEPMs/ HEPCs shoul d use this checklist as a nethod of
conducting a self-evaluation. |If a "no" is checked, the HEP
Manager may need to take additional action as appropriate.

YES NO
1. Position Description

a. Do | have a current
position description
whi ch accurately reflects
my HEP duties?

2. Performance Standard

a. Do | have adequate
performance standards
whi ch can be used to
assess ny performance
as a Hep manager?

b. Have | been eval uated
on ny performance as a
HEP Manager this year?

3. Individual Devel oprent Pl an

a. Do | have an approved
personal training plan
for devel opi ng program
skillts»

b. Dd1l conplete the
pl anned training this
year ?

4. Logistical Support
a. Is my work area:
0 accessible to all

enpl oyees (i ncl uding
di sabl ed i ndi vi dual s) ?
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YES

o free fromunnecessary distraction
or is space avail able
that provides sone privacy
when counsel i ng empl oyees?
o able to acconmpbdat e
ref erence and ot her
program materials?
o clearly identified as
the HEP O fice?

Do | have

o my picture, nane,
| ocation and tel ephone
nunber posted throughout
the installation?
o clerical support, when such
may be necessary?

Pl anni ng and Budgeti ng

a.

carry out the progranf

Have | devel oped an annua
work plan and estimate

resources needed to

Has the EEO Officer approved
nmy work plan and estinate of
resources?

Managenment Support

Has ny organi zati onal head
i ssued a policy statenent
whi ch covers the HEP?
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YES

Publicizing the HEP (see Chapter
2, 2-1 C. 2) Hi spanic Magazine,
Nati onal Hi spanic Reporter,

and other |ocal news nedia)



8.

9.

Have | consi dered Program
publicity in the follow ng
| evel nedia:

1. National

2. State

3. Local
Have | di scussed National,

State, or local publicity

efforts with the O fice of

Public Affairs?

Net wor ki ng

a.

Moni

Do | maintain regul ar,

contact with key agency

officials, other HEPMs and

HEPCs, and individuals in the
conmmuni ty whose support for

the HEP is c¢ritical
Is there is a local

i nter-agency or FEB, HEP

conmittee?
Am | an active nmenber and
supporter?
Is a Regional /Field office

HEP Advi sory Conmittee

est abl i shed?

toring and Eval uation

Have | prepared or
submitted to nmy EEO O ficer
peri odi c and end-of -t he
year reports on the

status of the progranf
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YES

Have | nmet regularly with

nmy EEO Officer, or his/her
desi gnee, to discuss program
i ssues?



c. Have |I checked with the

Personnel O ficer or

Regi onal Director for FHEQ

for the results of any EECC

reviews conducted in the

agency?
d. Have | checked with the

Personnel O ficer for the

results of any O fice of

Per sonnel Managenent or

ot her eval uations conduct ed

in the agency?
e. Have | nom nated any

managers, supervisors,

subordi nate | evel HEP

Managers, HEPCs or others (if

appropriate) for a HEP

Achi everent Award?
f. Have | maintai ned an

updated list of National,

Regi onal, State and | oca

Hi spani ¢ organi zati ons that

can be of assistance in achieving

t he Headquart ers/ Regi ons

recrui tnment and ot her

obj ectives?
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