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The goal of the appraisal is for the manager and the employee to have a conversation that supports the goals of the individual, the manager, the department and the county.

BASIC ASSUMPTIONS

Employees are our greatest asset!!

Employees want to have superior performance; this happens when managers and employees have a true partnership based on honest and constructive communication.

Performance Appraisals help employees to grow and develop skills that can help meet their career aspirations. They are also designed to help those who are happy in their current positions continue to learn and grow within that position. 

It is also designed to give employees the opportunity to communicate the support and resources they need from their managers in order to reach their career goals and have the highest degree of satisfaction possible.

The appraisal process is separate from and not used in the disciplinary process nor in the oral board (qualifying exam) process. Specifically, this means that a performance issue may be addressed in both the performance appraisal and the disciplinary documents; however the documents may not refer or build on the other.

PERFORMANCE MANAGEMENT

When looking at performance management it is important to look at both the behaviors (“how” a job is done) and results (‘what’ is accomplished) of an employees’ performance. 

An employee may meet a goal or objective, get the results or the “what”, but does so at the expense of their relationships with other employees or departments, the “how”. The opposite may also be true; that an employee may have a positive relationship with other employees and be well liked, but fail to meet their goals.

The “how” and the “what” are also important when providing performance appraisals to employees. Take time to plan what you say and how you deliver the appraisal information. Communicating with The Basic Principles, as in the Leadership Program, allows you to maintain a positive attitude toward the employee and take constructive view of his/her performance.

CEMA Performance Appraisals may not be used by a manager or employee in the disciplinary process or with oral board (qualifying) examinations.
THE APPRAISAL TOOL
PART I
· Performance Expectations: State the MAIN expectations of the position.  What is expected of the employee? 

· Relevant Measures: How is performance measured?  Are reporting mechanisms in place? If so, state them. 
· Additional / Unplanned Accomplishments: Were there any special, unplanned, one-time projects that should be included?

PART II

(1)
Review each skill category with the bulleted statements. If needed, modify the statement to accurately reflect the employee’s responsibilities.
(2)
Mark the entire skill category as “N/A” if it doesn’t apply, (e.g.: If the employee does not supervise or hire staff, then “Selection & Development of Staff” is “N/A”.)
(3)
Provide a narrative of the employee’s performance.  Use examples from the previous year.
(4)
Each skill category has an “Overall Rating”, provided to add clarity to the manager’s evaluation. This section is optional at the department level.
PART III
Based on the information in Part II, the manager and employee are to agree on developmental goals for the next year.  Note.  It is recommended to have 1-3 developmental goals.

Departmental objectives can be included as they reflect on the employee’s performance. 
Remember, goals and objectives should be SMART. You can find useful information and examples with a simple web search.

Specific

Measurable

Agreed upon

Realistic

Timed
SIX-MONTH UPDATE
Every six (6) months the manager and employee will meet to review the progress toward goals and objectives. The update forms are working documents and are not sent to the personnel file.
SCHEDULE, TRACKING & ADMINISTRATIVE REVIEW
· Each Agency / Department will determine how the annual date will be set (by anniversary date, all employees on one date, tiered, etc.)

· Completion of appraisals will be tracked by departmental service center staff using PeopleSoft.

New Hires, Promotions, And Assignments
When an employee assumes a new position covered by the CEMA appraisal process, the departmental schedule will determine the time frame for the initial appraisal. The manager will inform the employee of this schedule within 30 days of assuming the position. Use the ‘to’ and ‘from’ section on the form to reflect the actual time reviewed. Every opportunity should be made to allow the employee to attend CEMA Performance Appraisal Training (available through Employee Development) prior to going through the appraisal process. 

Administrative Review
An employee who is dissatisfied with their appraisal may request and receive a review from the next highest level manager.  This request must be received in writing within 20 working days of the delivery of the appraisal.  If still dissatisfied, they may request a further review to the Department/Agency Head.  Changes made as a result of the review process will be included in the appraisal document.

Signing / Filing / Distribution

Performance Appraisal Document:

· Who Signs: 
· Manager
· Employee

· Second-level manager 
· Where the document is filed: 
· Original: to the Employee Services Agency, Personnel-Records Division (70 West Hedding) to be filed in the employee’s personnel file.  
· Copy: to the Departmental Service Center.  Service Center staff updates in PeopleSoft and files in the departmental employee file.
· Copy: one each to the manager and employee.
6-Month Update Document:
· These are working documents and not included in the central employee file. Signed copies go to the manager and the employee.
USE of PERFORMANCE APPRAISALS:

· The performance appraisal document may be used by either party in the transfer and promotion process. 

· The performance appraisal document may NOT be used in the disciplinary process or in the oral board (qualifying exam) process.
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