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DISTRICT 19 COMMUNITY SERVICES BOARD
GUIDELINES FOR
EMPLOYEE PERFORMANCE PLANNING AND EVALUATION

It is the policy of D19 CSB to provide an effective means for evaluating the work performance of employees.  Regular review and evaluation of each employee’s work is necessary for effective manpower management.  The form provided should help the Supervisor arrive at a clear and accurate evaluation of work performance.  There are five degrees of performance and the rater should indicate one choice per "Results Expected/Performance Standard."  The rating degrees are as follows:


PERFORMANCE DEFINITIONS
Exceptional
(5)
(4.51 - 5.00)

Generally above requirements
(4)
(3.51 - 4.50)

Fulfills requirements
(3)
(2.51 - 3.50)

Generally below requirements
(2)
(1.51 - 2.50)

Substantially below requirements
(1)
(1.00 - 1.50)


SPECIFIC INSTRUCTIONS FOR COMPLETING PARTS I - IV OF

THE D19 CSB EMPLOYEE PERFORMANCE EVALUATION
The Performance Evaluation provides the following uses and advantages:

-
Serves as a rational foundation for recognizing and rewarding varying levels of performance.

-
Guides in making promotion decisions.

-
Helps in supervising poor work habits, determining knowledge gaps and increasing efficiency.

-
Identifies individuals who may need special training.

-
Gives supervisors and employees a sense of participation and feedback when involved in the performance review.

-
Provides less subjective results through the use of standards which offer more validity to the review process.

-
Provides a measure of quality, quantity, timeliness and cost and a means of appropriately rewarding good performance in these areas.

BEFORE YOU BEGIN:
The following terms are used in these instructions and these specific definitions apply:

Results Expected: An activity that an employee is expected to complete.  This can be a responsibility as cited in a formal Job Description or it may be a special assignment outside the realm of the Job Description.

Examples of Results Expected Are: "Provides prescreening evaluations for voluntary and involuntary hospitalizations"; or "Provides education to new clients in the area of Substance Abuse."

Performance Standard: A specific result that is expected from the employee.  Performance standards are generally stated in terms of goals or conditions that will exist after activities have been performed.  Examples are: "Type 60 words per minute by March 1, 1996" or "Assure treatment plans are started on new clients within one week of admission."

Results Achieved: This refers to what it was that the employee actually did (i.e. what was accomplished).  Where quantitative facts and figures are available, they can be used to describe such results.

Performance Evaluation: An assessment of performance by the Evaluation as to whether the results attained meet job requirements, exceed them or are below such requirements, etc.  Such an evaluation is made for each Results Expected/Performance Standard; and an OVERALL RATING is indicated after taking all parts of the job into account.


RECORDS OR DOCUMENTS THAT WILL ASSIST

IN COMPLETION OF PARTS I - IV
Documents and records that will assist the employee and supervisor in completing Parts I & II include:

1.
The most recent version of the employee’s Job Description.

2.
Copies of any "Results Expected/Performance Standards" assigned to the employee during any portion of the "Evaluation Period."

3.
Any specific notes of this employee’s behavior during the period in question (specific examples of exceptionally effective or ineffective performance may be entered in the supervisor’s desk files and may be thought of as "Performance Record" or supervisor’s "Diary").

4.
Any other letters, memoranda, etc. which address the employee’s performance during this period.

COMPLETING THE PERFORMANCE EVALUATION FORM

Information identifying the employee must be filled in the appropriate space on the top of Page 1 as indicated.  Remember that the performance cycle is November 1 through October 31 of each year.

COMPLETING PART I - MAJOR PERFORMANCE STANDARDS
Step 1:  (Discuss Results Expected/Performance Standard of Job)

The employee discusses his/her job description, class specification and other documents and records with Supervisor and they agree on employee’s major duties.  The major content of the job is referred to as the job’s "Results Expected/Performance Standards."

In establishing "Results Expected/Performance Standards," the supervisor should focus on establishing several tasks which are consistent for employees with the same job title .  For example, supervisors who are appraising employees with the same job title might list several tasks which are identical for each employee with the same job title.  The weights might be identical as well.  Other tasks listed to comprise the remaining 100% might be position specific for the individual employee.  However, all tasks listed would be from the approved job description.

Disability/ Division Directors, or Clinic Directors, may wish to focus on establishing "Results Expected/Performance Standards" which are facility specific or disability specific (standards).  Attention should be focused on establishing "standards" only if they are applicable to the employee being appraised.

It is conceivable that one or two statements of "Results Expected/Performance Standards" will describe the entire job.  A typical job will probably contain four or five statements of "Results Expected/Performance Standards" (which will also be called tasks in these instructions).  Part I allows a listing of up to eight such tasks for a given job; attach additional pages if needed.  When deciding upon which tasks of the job to record in Pat I, remember the entire evaluation period.

Step 2:  (Weighting)

Out of a total of 75%, weight each "Results Expected/Performance Standards" in relation to its overall importance to the job.  Each task listed should be at least a 5% weight.  The total of the tasks in Part I should equal 75%.  Part II comprises the remaining 25% of the weighting.

Step 3: (Establish Performance Standards)

For each Performance Standard, employee and supervisor establish targets of accomplishment for a specified period of time.  Performance Standards should be specific, stated in terms so that at year end achievement can readily be determined.

FOR EXAMPLE - 
	
DON’T SAY                             
Improve Typing
	
	SAY SPECIFICALLY
Type 60 WPM by March 1, 1996.

	
	
	

	Improve Charting, Diagnosis
	
	Have current charts brought up-to-date by 9-15-91.

	
	
	


Step 4: (State in Writing "Results Expected/Performance Standards")

After discussion and agreement between supervisor and employee as to "Results Expected/ Performance Standards", the employee should submit a written draft to their supervisor of the Performance Evaluation Form consisting of the tasks of the job with targets, if applicable.  The employee and supervisor must develop full understanding and agreement as to the importance of each "Results Expected/Performance Standards" and target with its priority, and the amount of the supervisor’s involvement in helping to achieve the subordinate’s goals.  Checkpoints are set up at appropriate intervals so that progress can be evaluated.  For example, a project completion date will provide a suitable checkpoint.

Upon final agreement by the employee and supervisor as to the "Results Expected/Performance Standards," targets, and checkpoints; the supervisor revises the Evaluation Form to reflect any changes in the draft.  The supervisor should provide the employee with a copy of the "Major Performance Standards" (pages 2 and 3 of the Performance Evaluation Form) at the beginning of the evaluation period.

Step 5: (Review Employee’s Progress)

On established checkpoint dates the supervisor reviews progress toward targets with employee.  Targets are revised where necessary.  Less than satisfactory progress may indicate the need for coaching by the supervisor.

Step 6:  (State in Writing the Results Achieved)

At the end of the evaluation period, normally one year, the employee and supervisor discuss stated "Results Expected/Performance Standards" and targets.  The supervisor describes in writing as specifically as possible what results were achieved.  Answer the question "What has been accomplished during the evaluation period?"  Be as brief and concise as possible.  State facts, giving figures where available.

If it happens that the "facts" do not tell the whole story, please make note of any extenuating circumstances which may have made results significantly easier or more difficult to attain than might be typically expected.  (This is where the expert knowledge of the supervisor must be brought to bear in interpreting results.)

Step 7:  (Evaluating Performance on Each "Results Expected/Performance Standards")

Considering the Results that are stated for each separate job task, the supervisor determines a performance rating which most accurately describes performance.  In deciding whether performance "Consistently Exceeds Requirements", etc., the supervisor should take into account the relative difficulty of any annual or project Performance Standard which was assigned to this individual.  Also, consider the context in which the performance took place.  Were the things that occurred primarily within or outside the control of the employee being appraised?

COMPLETING PART II - CRITICAL PERFORMANCE FACTORS
Part II is a total weight of 25%.  The directions on the Performance Evaluation and Appendix A (Critical Performance Factors Supplement) will guide you through this part.  The attached sample Performance Evaluation describes the scoring.

COMPLETING PART III - OVERALL EVALUATION
To determine the appropriate "Overall Evaluation," add PART I Total Score (from Page 2) and PART II Total Score (from Page 3).  The sum is total score (PART I + PART II).  Circle the appropriate overall rating and enter on Page 1.  Again, the attached sample performance evaluation form is for your reference.

PART IV - OVERALL PERFORMANCE SUMMARY
Part IV should be completed by the supervisor at the end of the evaluation period.  Question #1 relates to performance related strengths, question #2 relates to performance related weaknesses.  Question #3 relates to establishing a "Development Plan."  The "Development Plan" should state concrete methods by which the employee can improve on performance.  The methods for improvement should be discussed by the supervisor and employee at the time of the evaluation.  Examples of ways to improve performance could be to attend a class, receive training within the agency by someone who is very good in performing the task the employee is deficient in, spending less time on telephone.

ESTABLISHING NEW "RESULTS EXPECTED/PERFORMANCE STANDARDS"

A new set of "Results Expected/Performance Standards" with applicable targets should be established for the next performance cycle.  (See steps 1 through 4 in Part I.)

SIGNATURES
At the time that the final Performance Evaluation is discussed with the employee being appraised, the employee should be given an opportunity to make a written entry onto the form in the "Comments" block (Page 1).  Whether the employee wishes to make such an entry or not, the appraised employee must sign the form to indicate that he/she has seen the document.  As is noted on the form itself, signature does not necessarily indicate agreement with the evaluation.

Upon completion of the Employee Performance Evaluation, retain a copy of the Evaluation for program file, provide a copy to the evaluated employee, and send the original form to the Human Resources Office.
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