Performance Appraisal Program Agreement

County of Santa Clara

and

Service Employees International Union (SEIU) Local 521 (Formerly 715)
I. Preamble

This performance appraisal program has been developed by a Joint Labor Management Committee (JLMC) pursuant to Section 6.10 of the contract between the County and SEIU Local 521 (formerly 715). This program applies to workers in coded classification listed on Appendix A and to workers as specified in Section V.6 of this agreement. 
Effective June 19, 2006: this program applies to all workers represented by the Union, with the exception of extra help employees unless otherwise required based by regulation or law. 

II. Purpose

The purpose of the annual performance appraisal program is to provide a system of periodic review and constructive feedback to enhance the development of knowledge, skills and abilities of workers and to contribute to providing quality services.

The performance appraisal is intended to be a positive tool for worker development. Restricting the use to worker development will assist in promoting a non-threatening process and to encourage cooperation between the appraiser and the worker.

III. Implementation

1. Performance appraisals shall be implemented for approximately seventy-five percent (75%) of workers represented by SEIU Local 521 (formerly 715) effective March 2003. The covered positions and an implementation schedule are shown on Appendix A. Effective June 19, 2006: all workers are covered by the program. The appraisal form to be used is Appendix B.
2. All participants shall be provided training prior to performance appraisals being conducted.  The parties agree that ongoing training shall be provided to newly appointed supervisors and/or managers.

3. Within thirty (30) days of implementation with in each department, appraisers shall review the specific duties for each covered worker based on the job specification.  A meeting with the appraiser and the worker may be scheduled, if requested by either party, to plan for the annual appraisal.

IV. Process

1.
The appraiser will provide the worker with at least ten (10) working days notice of the date of the appraisal meeting.  The worker will complete a self-appraisal prior to the meeting date.

2.
The appraiser will review and complete the performance appraisal form prior to the meeting date. 

3. 
The appraiser and worker shall jointly complete the final appraisal.  The separate review and completion will ensure that the final appraisal can incorporate any support and training needs identified by the worker as well as by the appraiser.

4. 
The appraisal must include an overall rating for each appraisal area.  Please note the following additional guidelines:


a)  If an appraisal area does not apply to a particular classification “not applicable” is to be marked.

b)  The appraiser must provide comments for areas with an overall rating of “Improvement Needed”. The comments should include a brief description of further training and/or specific goals that may assist the worker achieve a rating of “Meets Standard” by the next appraisal.

c)  The appraiser must provide comments for areas with an overall rating of “Above Standard”.

d)  The Appraiser does not need to provide comments on ratings of “Meets Standard”.

e)  The “Unsatisfactory” category is only to be used for participants in the Health & Hospital System (HHS).

5. The appraiser and worker will discuss each appraisal area on the appraisal form. This will provide an opportunity for the worker to communicate his/her training and support needs.

6. The appraiser will complete the appraisal and provide the worker with a finalized copy. Additional forms may be attached to the appraisal form to evaluate competency and/or satisfy other regulatory requirements.

V. Guidelines

1. Performance appraisals should be conducted on an annual basis within thirty (30) calendar days of the worker’s salary anniversary date or as required by licensing, accreditation or other official regulatory board. The appraisal date may only be modified based upon mutual agreement of the worker and the appraiser.

2. SEIU Local 521 (formerly 715) Bargaining Unit members shall not conduct annual appraisals. Clerical Leads are excluded from providing feedback to Supervisors.
3. The annual performance appraisal will not be used in the County disciplinary process, for the purpose of lateral transfers or for the purpose of promotions.

4. A copy of the annual performance appraisal shall be filed in the worker’s departmental personnel file. Performance Appraisals shall be removed from the file if a hiring authority or management requests to review the file for the processes or purposes stated in V.3 above.

5.  The county shall not require a worker to provide a copy of performance appraisal/s for the purposes of lateral transfers or promotions. The County shall not consider performance appraisals for the purposes of lateral transfers or promotions;
6. All workers on original probation shall receive a performance appraisal prior to completion of their probationary period. These workers shall then continue to receive an annual appraisal regardless of any future changes in classification, position or Agency/Department.

7. Performance appraisals are excluded from the grievance process.

8. Workers shall have the right to provide a written response to the performance appraisal. At the request of the worker, this response may be attached to the appraisal.

9. A worker may request a meeting with the evaluator’s immediate supervisor to review the evaluation, if there are any areas of dissatisfaction. The appraiser’s immediate supervisor will meet with the appraiser and the worker to discuss the appraisal within ten (10) working days of the request. Any changes shall be made on the form and a copy of the finalized appraisal form shall be provided to the worker. The reviewer’s decision shall be final regarding the appraisal.

VI. Program Review

The County agrees to provide the Union with reasonable notification if performance appraisals are mandated for workers not covered by this agreement pursuant to licensing requirements, accreditation, funding and/or other legal or regulatory requirements. Following such notice, either party may request to meet and confer to discuss any impact/s on the appraisal program.

It is further agreed that the parties may meet on an annual basis to review the appraisal program. This meeting shall be held if requested by either party. The purpose of this meeting/s will be to further refine and/or adjust the program.

Note: Copies of original signatures of the March 2003 program agreement can be obtained from Labor Relations or SEIU Local 521 (formerly 715).

Appendix A

	Department
	Budget Unit

	Children’s Shelter & Custody Health
	414

	Communications
	190

	Community Outreach
	418

	County Counsel
	120

	County Library
	610

	Department of Revenue
	148

	District Attorney – Crime Lab
	203

	District Attorney – Criminal
	202

	Department of Alcohol & Drug
	417

	Environmental Health Department
	261

	Finance
	110

	Information Systems Department
	145

	Medical Examiner – Coroner
	293

	Mental Health
	412

	Office of Affordable Housing
	168

	Parks & Recreation
	710

	Planning & Land Use
	260

	Probation
	246

	Public Defender
	204

	Public Health
	410

	Purchasing
	118

	Registrar of Voters
	140

	Roads & Airports
	603 & 608

	Sheriff’s Office
	230

	Sheriff’s Services
	231

	SSA, Children’s Shelter
	501

	Valley Health
	725

	Valley Medical Center
	921

	Vector Control
	411

	                                                     Classification

	Information Systems Technician

Information Systems Analyst
	Countywide


Rev, 10/ 2007


