Performance Management - APPENDIX A <+ For Appraising Non-supervisory Employees

PART A @ PERFORMANCE PLAN

John Doe Susan Jones-Robinson
EMPLOYEE NAME (AS /T APPEARS ON PAYROLL) RATER

Office Support Level Il Administrative Services Manager
EMPLOYEE TITLE TITLE

123456 XYZ Department

EMPLOYEE IDENTIFICATION NUMBER (EIN) DEPARTMENT

Performance Management Cycle / Effective Dates (min. 90 calendar days) ~ From (mm/fyy)  02/16 To (mmlyy) 02/17

PROGRESS REVIEW DISCUSSION (MINIMUM ONE PER CYCLE - RECOMMENDED QUARTERLY) |

Anticipated Progress Review Discussion date(s)  (mmlyy) 05/16  (mmiyy) 08/16  (mmlyy)<11/16 . (mmlyy) 01/17

Actual Progress Review Discussion date(s) (moldaylyr) (mo/day/yr) (molday/yr) (mo/day/yr)

Performance Plan B Section 1: Development Opportunities

LIST TARGFTED TRAINING & DEVELOPMENT GOALS FOR THIS PERFORMANCE MANAGEMENT CYCLE OR INDICATE >NONE” .

AREA(S) OF DEVELOPMENT METHOD OF DEVELOPMENT DESIRED OUTCOME

Filing / Record Keeping Attend Records Management training. | Enhance knowledge of and skills in
organizing and maintaining file systems in
the Records Division.

Performance Plan B Section 2: Performance Improvements

LIST AREAS IDENTIFIED IN THE PREVIOUS\CYCLE THA T REQUIRE IMPROVEMENT, OR INDICATE ”NONE”.

AREA(S) REQUIRING IMPROVEMENT EXPECTATIONS TIMELINE

Proficiency with XYZ Software Program. | To achieve less than a 1% error rate. Immediate and sustained improvement is
expected throughout this Performance
Management Cycle.

Performance Plan B Section 3: Organizational Conduct

Attendance and Punctuality (the degree ta which the employee can be depended upon to be available for work and to fulfill position
responsibilities)

» Time off is requested and scheduled in advance

p Work is begunon time

p Partial and full day.absences are kept within guidelines

p Job responsibilities are covered when absent

Interactions with Others (the extent to which the employee shows understanding and sensitivity to the needs and problems of others
internal to the organization or doing business with the County, such as contractors, consultants, etc.)
» Working relationships are effective

p Positive image of self and others is displayed
» Respectful and cooperative demeanor is observed

Work Habits (the manner in which the employee conducts himself or herself in the work environment)
» Applicable laws, rules, policies and directives are observed
p Safety standards and procedures are followed
» County equipment is properly used and maintained
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Performance Management - APPENDIX A < For Appraising Non-supervisory Employees

Performance Plan M Section 4: Customized Performance Dimensions

INCLUDE A MINIMUM OF THREE / MAXIMUM OF FIVE DIMENSIONS FOR THIS PERFORMANCE MANAGEMENT CYCLE

Adaptability (the efficiency with which the employee works under stress and responds to change)
+ Changes in assignments, supervision, work schedules or locations are well received

* Professional demeanor is observed in tough situations

+ Competing demands are effectively handled within the scope of the position

Communications (the extent to which the employee applies routine oral and written communication skills
in daily work assignments)

+ Unfamiliar terms and instructions are clarified

* Appropriate individuals are kept adequately informed of changes or new information

+ Oral and written communications are clear and easy to understand

Customer Service (the degree to which the employee provides effective front-line services to external
customers)

+ Customer confidence is increased through education

+ Customers receive accurate guidance in service processing

+ Customers are provided information consistent with.the complexity and nature of their needs
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Performance Management - APPENDIX A <+ For Appraising Non-supervisory Employees
Performance Plan B Section 5: Sighatures

Performance Plans must not be retroactive, therefore the month / year following the Rater’s and Employee’s signatures below
must match the beginning month / year of the Performance Management Cycle effective dates.

Rater: | met with the employee and discussed this Performance Plan.

Rater’s Signature (Signs first, immediately after discussing plan with Date (mo/day/yr plan discussed with
employee) employee)

Employee: | was given the opportunity to discuss the content of this Performance Plan with my Rater. | understand that | will receive an
appraisal at the end of this appraisal cycle.

Employee's Signature (Signs second, immediately after discussing Date (mo/day/yr plan discussed with Rater)
plan with Rater)

Reviewer: | concur with the content of this Performance Plan.

Reviewer’s Signature (Final approval - signs last, after Date (mo/day/yr)
Employee/Rater meet and sign)

A copy of the issued and Reviewer-signed Performance Plan is given to the employee. The original is maintained in the department
personnel file. Please do not send a copy of the Performance Plan to Human Resources.

To print Performance Plan only: print pages 1-3 (please consider the environment and print double-sided)
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Performance Management - APPENDIX A + For Appraising Non-supervisory Employees

PART B @ PERFORMANCE APPRAISAL

John Doe Susan Jones-Robinson

EMPLOYEE NAME (AS /T APPEARS ON PAYROLL) RATER

Office Support Level I Administrative Services Manager
EMPLOYEE TITLE TITLE

123456 XYZ Department

EMPLOYEE IDENTIFICATION NUMBER (EIN) DEPARTMENT

Performance Management Cycle / Effective Dates » »  From(mmlyy) 02/16  To(mmlyy) 02/17

(Min 90 calendar days / max approx. 1 yr)

Type: Annual Appraisal Actual Date Appraisal Issued to Employee:

(mo/daylyr)

Performance Appraisal ® Section 1: Development Opportunities

TARGETED TRAINING AND DEVELOPMENT GOALS FOR THIS PERFORMANCE MANAGEMENT CYCLE IF ANY.

AREA(S) OF DEVELOPMENT METHOD OF DEVELOPMENT DESIRED'OUTCOME

Filing / Record Keeping Attend Records Management trainings, | Enhance knowledge of and skills in
organizingand maintaining file systems in
the Records Division.

RATER'S COMMENTS (TO BE COMPLETED AS PART OF ARPRAISAL)

John has really applied himself over the course of this performance management cycle. He no longer requires constant
supervision; his error rate is acceptable, and allwork is completediin a timely manner. Al filing duties are completed on time
and he is managing his workload consistently and expeditiously.

Performance Appraisal ® Section 2: Performance Improvements

AREAS IDENTIFIED. IN THE PREVIOUS CYCLE THAT REQUIRE IMPROVEMENT, IF ANY.

AREA(S) REQUIRING IMPROVEMENT EXPECTATIONS TIMELINE

Proficiency with XYZ.Software Program. | To achieve less than a 1% error rate. Immediate and sustained improvement is
expected throughout this Performance
Management Cycle.

RATER’S COMMENTS (TO BE COMPLETFED AS PART OF APPRAISAL)

John's error rate has improved dramatically during this Cycle; managers and coworkers have commented on his high level of
accuracy and productivity. John takes pride in his work and strives to continually improve his work performance. All memos,
reports, forms and correspondence are completed on time with minimal errors.
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Performance Management - APPENDIX A < For Appraising Non-supervisory Employees

Performance Appraisal ® Section 3: Organizational Conduct RATING
Attendance and Punctuality (the degree to which the employee can be depended upon to be available for work and O SURPASSES
to fulfill position responsibilities) @
» Time off is scheduled in advance SUCCESSFUL
» Work is begun on time O
» Partial and full day absences are kept within guidelines INCONSISTENT
P Job responsibilities are covered when absent O
UNACCEPTABLE
Interactions with Others (the extent to which the employee shows understanding & sensitivity to the needs and O SURPASSES
problems of others internal to the organization or doing business with the County, i.e., contractors, consultants, etc.) @
P Working relationships are effective SUCCESSFUL
» Positive image of self and others is displayed O
P Respectful and cooperative demeanor is observed INCONSISTENT
O UNACCEPTABLE
Work Habits (the manner in which the employee conducts him or herself in the work environment) O SURPASSES
» Applicable laws, rules, policies and directives are observed
p Safety standards and procedures are followed @ SUCCESSFUL
» County equipment is properly used and maintained O
INCONSISTENT
O UNACCEPTABLE

CATEGORY NARRATIVE (REFLECTS AN OVERVIEW OF PERFORMANCE CATEGORY RATINGS FOR SECTION 3)

John consistently arrives to work on time. He never misses work.without prior approval and appropriate notification; he has had
no unscheduled absences during this rating period. “"dohn consistently maintains effective working relationships with his
coworkers and supervisor. His demeanor is pleasant.and courteous. He complies with work rules and procedures as directed
and follows physical lifting safety procedures established:for staff working in the Records Division.

Performance Appraisal ® Section 4: Customized Performance Dimensions | RATING
PLEASE RATE THIS EMPLOYEE FOR FACH DIMENSION LISTED
Adaptability (the efficiency with which the employee works under stress and responds to change) O
+ Changes in assignments, supervision, work schedules or locations are well received SURPASSES
* Professional demeanor is observed in tough situations @ SUCCESSFUL
+ Competing demands are effectively handled within the scope of the position O
INCONSISTENT
O UNACCEPTABLE
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Performance Management - APPENDIX A < For Appraising Non-supervisory Employees

Performance Appraisal ® Section 4: Customized Performance Dimensions (cont'd) RATING
Communications (the extent to which the employee applies routine oral and written communication skills O
in daily work assignments) SURPASSES
+ Unfamiliar terms and instructions are clarified @ SUCCESSFUL
* Appropriate individuals are kept adequately informed of changes or new information O
+ Oral and written communications are clear and easy to understand INCONSISTENT
O UNACCEPTABLE
Customer Service (the degree to which the employee provides effective front-line services to external O
SURPASSES
customers)
* Customer confidence is increased through education @ SUCCESSFUL
+ Customers receive accurate guidance in service processing O
o . . : . . INCONSISTENT
« Customers are provided information consistent with the complexity and nature of their needs
O UNACCEPTABLE
O SURPASSES
O SUCCESSFUL
O INCONSISTENT
O UNACCEPTABLE
O SURPASSES
O SUCCESSFUL
O INCONSISTENT
O UNACCEPTABLE

CATEGORY NARRATIVE (REFLECTS AN OVERVIEW OF PERFORMANCE CATEGORY RATINGS FOR SECTION 4)

John adjusts well to changes in the workplace. He looks for ways to streamline procedures to improve efficiency and customer
service. He sets priorities and adjusts them as needed when unexpected situations arise. John takes messages, writes
correspondence, deals with customers and coworkers with sufficient attention to detail. His reports are accurate and well written
using proper grammar and punctuation. John maintains a competent and professional demeanor in dealing with clients and the

public. He is courteous and knowledgeable and answers all questions promptly and accurately.
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Performance Management - APPENDIX A < For Appraising Non-supervisory Employees

Performance Appraisal ® Section 5: Signatures

Rater: | conducted at least one progress review discussion with the employee during the Performance Management Cycle. | also discussed

the performance appraisal ratings with the employee and, if needed, explained job expectations, areas needing clarification, or performance
issues requiring improvement.

Rater’s Signature (Signs first, immediately after discussing appraisal Date (mo/day/yr appraisal discussed with
with employee)

employee)

RATER'S COMMENTS (OPTIONAL):

Thanks, John for your contribution to the work unit and its clients. You have demonstrated your ability to be an effective team

player and your commitment to providing quality service is evident in the manner in which you communicate with clients,
coworkers, customers and staff.

Employee: | was given the opportunity to discuss the content of this appraisalwith my Rater. | understand that | may:

+ Respond to the appraisal in the space provided below or submit a'single-sided typewritten or legibly handwritten response within five
calendar days (following receipt of my appraisal) and/or

+ Submit a request for reconsideration of ratings to my Appointing Authority or Designee with my written response within five calendar
days (following receipt of my appraisal).

| also understand the completed appraisal will be forwarded to'Human Resources for inclusion in my official personnel file.

Employee's Signature (Signs second, immediately.following appraisal
discussion with Rater or may sign and submit within five'calendar days)

Date (mo/day/yr - within five calendar days of
appraisal discussion with Rater)

EMPLOYEE'S COMMENTS (OPTIONAD:

*

It'is advisable to wait for the employee response period (five calendar days)
to elapse before submitting the appraisal to the Reviewer for final approval.

+ The optional employee response is the only appraisal attachment permitted.

Reviewer: | have reviewed and concur with the Rater's appraisal ratings and narratives.

Reviewer’s Signature (Final approval - signs last, after Date (mo/day/yr)
Employee/Rater meet and sign)

To print Appraisal only: print pages 5-8 (please consider the environment and print double-sided)
Original - Human Resources (Part B: Performance Appraisal only)

Copies - Department Personnel File & Employee
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