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What itis

The LCBCC e-Appraisal is 2 web-based system that is designed to simplify and enhance
the entire performance appraisal process for everyone involved.

What we achieve with a web-based performance evaluation:
system |

By implementing this web-based system, we have made the performance appraisal
process very user-friendly. Moving to this easy to use web-based system, allows us to:

= Automate every aspect of the employee appraisal process

* Minimize the time required to complete appraisals for direct reports

= Significantly reduce the amount of paper and paperwork that we have to handle
and process.

Who it is for

End users who will use the system:
= Management
« Second Level Supervisors
= Supervisors

» Employees—Career Service, EMS, Executive Support

e-Appraisal Performance Evaluation Software Features

= Works with our current HRIS system-Banner
= Real-time reporting-Dashboard Reports

» Email Reminders

= Employee Action Plans

= Performance Journals

= Spell Check

» Language Check

Change in Evaluation Process

» Once a year evaluation process-all evaluations due in August of each year

= Group Directors no longer sign-off — Access to on-line reporting for department
» Coordinate with Public Works to develop process for employees out in the field

Timeline

» Need current performance evaluations and updated organizational charts
» HR/MIS Pilot Program-April 18, 19 and 20 2 2

» Phased in organizational training in May and June 2007-schedule provided
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~ e-Appraisal Activities and Duties

« MonfHor the status of + Review evaluations + Evaluate employees | « Attend meeting
divisions in the department o d back . Mest ith lovens - :
: fdpuf a\.'e ot;ﬂ sen eeting with employe « Comment and sign-off
nnotations . + Make comments .

+ Apptove and sign-off_

| Leon County
e-Appraisal Performance Evaluation
' ‘ - Steps

Monitor status -
e of -

divisions within "
department
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Wite appraisal |
.and comments:

Send for fevieﬁ
“'and approval
© Meetwith
_..employee
Write additional
comments if
o needed L

‘Approve
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- Evaluation
Appraisal Score ~ Overall Score: {17 . 13.00
The .cﬁarl below provides an explahation of your-gverall numeric score. - ‘ ’ - ‘ \
- FULLY | DEVELOPMENT | - "
300.280 2.79-2.00 198.1.00 0.99-0.00-
Employee slmost always . | Employee tonsistently  |EMployee has atcompiished| Employee hias _
' lexceeds stoted meels expectations some but not all accomplished little or
expectations, showing showing initiative and expectations] requires none of the stated
. superior inftiative and requires. a standard significant amount of | expectations
© |requiring litde supervision| level of supervision supervision and/or shows .
: : i only limited initiative _
APPRAISAL, e B ' . — (7
PER'OD; : From: Pl . E @l ) To' E_,_ o s e e I. raz |

EMPLOYEE/WORKPLACE INFORMATION

Name: . T T TTT oposimioNw®: T T T T T
Title: R ] SR
‘Department: _...... Divisiom o I
Program:‘ o H . T '
Review Type: ¢ Annval

C: Probationary -

C Trial

- € New Standards

" Special

C Separation
Date Standard Last - - - e
Modified: T =
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COMMENTS BY REVIEWER

Required for all Unaccepiable (0.00 - 0.99), Development Needed {1.99 - 1.00) and Excelling (2.80-
3.00) ratings. For Excelling {2.80-3.00) ratings, note specifically what was done above and beyond
the requirements of the job. For Development Needed {1.99 - 1.00) please develop an Employee
Action Plan. May be used for other ratings also.. - ' '

COMMENTS BY EMPLOYEE

EMPLOYEE ACTION PLAN

The employee action plan may be used to document new assignments, career development and/or
substandard performance. Include specific projects, performance objectives or training development

plans for the next review period. -

Goal(s)/Action to be Taken:
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EMPLOYEE PERFORMANCE COMMON RATING FACTORS “ 1 EE

1. All Employees

FULLY | DEVELOPMENT

EXCELLING | pROFICIENT NEEDED UNACCEPTABLE
3.00-2.80 2.79-2.00 . 1.89.100 . 059.0.00
Employee almast always | Employee consistently Empioyee has accompiished| Employee has
exceeds stated meels expectations some but not all -+ | accomplished litde or
expectations; showing - showing initiative and expectations; requires none of the stabed ’ \
superior initiative and requires a standard  [significant amount of " | expectations -
requiring littie supgwlsion level of supervision . |supervision andfor shows
only limited injkiative

Each employee should be rated on all of the following common Trating factors. Please ¢l ,__gg_mor
see the e-appraisal handbook for. detailed descrlptlon of each cornmon rating factor. :

Total _Score - . : ! Score ﬁ! 3 oo (50%)
" Rating : -

y . ‘ Ratin -
Competency : : - 3121410 [nNR s°°_"'
A, Communication :

The ability to convey knowledge, mformanon and ideas clearly and (ol Lol fol Kol Ko 0%)

laccurately. . . o ‘- . :

|B. Teamwork

The act of achieving common goals and the ability to organize work ! Inl I%

in an atmosphere of cooperation and imerdependence.

IC. Customer Service ‘ _ .

The ability to identify customers, determine their need(s), and clcelclicle %) .
rovide appropriate service. :

D. Dependability ‘

lgan be relied upon to perform jOb duties in a timely and clelele e (0%)
rofessional manner. ,

E. Initiative . ' ‘

Shows eagemess in seeking new chaﬂenges A L (el Lo fa

F. Safety/Safeguarding . :

emonstrates a high degree of care in protecting people, clolcliolal  ow

quipment, tools, and other County assets, : ‘ .

)
O.

(0%}

{0%)_
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The factors below are 10 be rated for supervisory and program manégers, Please click here or see
the e-appraisal handbook for delailed description of each common rating factor. '

it. Supervisors/Managers Only

Total Score o Score: ___i13.00 (0%)
Rating : ‘ : . _ .

" . 7 ] Ratin :
Competency | 5T o Inmry Sco

A. People Management . |
Eemanstrates the ability to achieve deparimental goals through the clele e te (0%) \

anagement, motivation and empowerment of other County
mployees. ‘

. Customer Focus .
epresents the County in a positive manner and involves C
ustorners in long term planning and/or initiatives.

. Planning and Organizing

@%)

0
)
Q
o}

stablishes and meets short and long term goals in a8 ﬂexib.'e ClICIO IO O] o%)
anner. S '
. Problem Solving and Policy Application . T

When solving work problems, considers altemative, develops clric o o (0%)

ffective strategies and makes effective decisions.
E. Technical Knowledge and Expertise _ o .
emonstrates extensive overall technical knowledge/expertise and (ol fod L EaN foN 0%)
uses them to produce good work products and/or services. 2 i '

i)
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_ Ik Major Functions (Use Job Description Questionnaire.) ege 13 1
——= FULLY DEVELOPMENT ——
EXCELLING | prOFICIENT | NEEDED UNACCEPTABLE
3.00 - 2.80 - 278.200 1.59-1.00 0.99.0.00
Employee almost always - | Employee consistently Empioyee has accompiished| Employee has
exceeds stated meets expectations some but notall accomplished litte or
expectations, showing showing initiative and expectations; requires none of the stated
superior initiative and requires a standard _ |sigrificant amount of ‘| expectations
requiring little supervision level of supervision lsu?vemlm ?nidlor shows
= “ __lonly limited initiative

Each emp|6yee should be rated on all of the following fnajor functions from the Job Description
Questionnaire, rate performance on each function using the above scale. ' '

“Total Score | . ’ ‘ Score:”  1/3.00 (50%)

Rath - , o -
S Rating " .

Competency . : s T2 11 [ o [nm] Sco

- |IResponsible for all aspects management and administration Te lele e e -
lincluding network design and implementation. i D D B (0%)
Project management and network systems aqalysis. clete e le %
lAnalyse, design, and deveIOp_‘ new systems gnd/or programs. clcle)e e %)
WDatabase‘.managemenl and administration. lelele e le o
Network Systems maintenacnce and analysis. clelelele ] o
Coordination of network project. _ cle le le fe o

A}
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