BOARD OF COUNTY coMMISSIONEgi_lﬂ’_E K}

INTER-OFFICE MEMORANDUM RECEI | |
Date: . June 28, 2005 - L CJUL 05wy
= Parwes / . NS . LEON COUNTY
To: Parwez Alam, County Admimstrator : MAN
From: : L'}llian-Bcnneti, Human Resource Director g v ‘ RESOURCES
Subiect'.- , Senior Management Performance Evalu.ét'ionsA - \

Human Resources has completed its review of the appropriaténess of the current practice
of annual performance evaluations for Sr. Management employees. As per your direction,
attached is a summary of comments made by Sr. Management staff regarding this issue
(Attachment #1). There are approximately 120 Sr. Management employees. Of that
number, a total of 36 employees provided feedback to Human Resources. Based on the
36 employee responses, only seven (7) employees or 19% indicated they would like to
- continue with the current performance evaluation process. ‘'The remaining twenty nine
" (29) employees or 81% expressed a desire to discontinue the current formal evaluation
process and develop an annual informal time of discussion between the employee and the

supervisor.

Human Resources also reviewed comparable agencies to determine their current process
for evaluation of Senior Management level employees. Agencies contacted were Alachua
County, Manatee County, Marion County, Lake County, Leon County School Board and
the City of Tallahassee. As a result of this review, we have determined that each of these
agencies utilize a formal written evaluation process. Many of the evaluations are very
lengthy and quite cumbersome. None of the agencies contacted, indicated an appreciation
for their current evaluation process of higher level employees. A sample copy of other
"agency evaluation forms is included as Attachment #2.

In conclusion, it is the recommendation of Human Resources that Leon County
discontinue the current evaluation process for Senior Management employees. We also
recommend that an informal discussion meeting take place between the employee and the
supervisor to review current year accomplishments, successes and improvements and to
establish future goals and objectives. A summary of the objectives, procedures and a
template for the informal discussion has been included as Attachment #3. This template
may be modified to meet specific program needs. ‘

Finally, a sign-off sheet (Attachment #4) will be completed by the employee and the
supervisor upon completion of the informal discussion and forwarded to each Group
Director. The Group Director will then certify to the County Administrator annually that
all Sr. Management employees within their department has held at least one informal
discussion meeting. This certification can be done during the annual merit and salary
review process conducted by County Administration in July and August. Human
Resources request your approval of this new process.

- Approved [ ’OS Disapproved

D
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CITY. GF

Ao .

" Atiachment ¥ _ 1
Page._ O ol _ 3.

| EY 2005 | |
PERFORMANCE MANAGEMENT DOCUMENT \
SUPERVISOR - MANAGER .

Employee Name: . Employee Number:

Department. Period Covered:. ! I To L

Evaluation type: 3 Annual. LJ Probationary L) _Conditional [J Feedback UApprentice |

Beginning of the year pla.gning lnst‘r'gctioug; .

- follow the direcilions in Sections 1 and Il. In Section | B, identify the competencies that employees will -
be rated on by typing an X in the box in front of the Competency name.. The "ratings” boxes (shaded yellow) and-
"corments” areas are 10 be completed at the end of the rating period, not during the planning. ..

End-of-the-year review instructions: : '

- rate items in the yellow box to the left of the item using whole numbers(1 - 5), as shown on the Rating

Scale below. Do not use decimals. - '
- you may elaborate on your ratings in the "Comments" box under each item.

-.  if completing this form on a computer, type the rating in the yellow box to the lefi of the value,
competency, or standard. The final ratings will be calculated automatically in the Overal) Performance Rating box

A Aale mme-

- if completing this form by hand, please follow instructions at the end of this document. -
- complete Section I, including comments. '

Rating Scale .

Level 1 Employee rarety demonstrates agreéd-upon standerd, value, or competency .

Level 2; Employee periodically demonstrates agreed-upon fevel, but needs to perform at this level more consistently.
Level 3: Employee consistently demonstrates agreed-upon standard, value or competency: '

Level 4: Employee consistently goes beyond agreed-upon standard, value, or competency.

Level 5: Employee consistently demonstrates exemplary performance.

Obtain signatures as appropriate:

OVERALL PERFORMANCE RATING -

For those completing form on cdmputer, this will be completed automatically. For those completing by hand, follow
directions at end of this document and put final overall rating in box to the left.

Rater Tile: - : Date
Reviewer Titie: | Date
Reviewer_- Title: - ' Date
" Employee: ‘ ' Phone: . Date:- . '
Supervisor: . : Phone: Date: .

Dept.Approver: L Phone: - ' pate:

Page 1 of 13 - ' o n




' o C | ' , : -.Aﬁachmav_m;_g_t_.._-.,
“;os-spscrncafﬂ.dwon: o | B . ' PaDG._,.,-:—Of—'ZH -

. LOOK-GOOD{SOUND-GOOD: Offers assistance; acls professionally; demonstrates positive attitude and image. |
OB-SPECIFIC BEHAVIOR: o o o - .

e Issues with an angry customer. Knows responses to typical questions from customers.

. ASSU'RANCE: Uses the City’s *A to Z Guide” when referring callers to the correct location; is proactive 16 resolve ‘
h . .
OB-SPECIFIC BEHAVIOR:

. RELIABILITY: Negotiates mufually agreeable results and follows-up to ensure satisfaction; provides competent.jl’
c_!ependable service and complete, accurate information. . A ST
OB-SPECIFIC BEHAVIOR: .

E. RESPONSIVENESS: Arﬁicipates our customers' needs; responds in a timely and flexible fashion.
OB-SPECIFIC BEHAVIOR: - ‘ . : :

Comments;

PROMOTE AND SUPPORT EMPLOYEE EXCELLENCE ,
Supervisors and Managers continuously communicate legal and ethical conduct expectations to employees. -
Employee performance and activities are monitored to ensure legal and ethical conduct, Ensures that employees
are properly selected, utilized, appraised, developed, trained and treated fairly. Interacts with employees and
collects periodic feedback on employee perceptions of training, involvement and satisfaction, etc. Delegate's -
lresponisibility and authority to appropriate personnel. Develops leadership at all levels of the organization.
elebrates success and appropriately reward, both formally and informally, employees and teams {for a job well
done, Involves employees in decision-making. Encourages employt_a'es to take initiative and exercise independent
judgment. Considers and utilizes employee skilis, abilities, strengths-and weaknesses when making assignments.

| JOB-SPECIFIC BEHAVIOR:

COmm'ents: ‘
SIINTERPERSONAL SKILLS . ’ ' :

Supervisors and Managers exhibil respect o management, peers, employees and customers. They are truthful in
their actions, words and deeds. Acknowledge personal strengths and weaknesses and solicits constructive feedback
toward own personal growth.  Understands how behaviors impact others. s considerate and reacts appropriately to
he needs, feelings and capabilities of others. Uses humor respectfully and constructively. '

J0B-SPECIFIC BEHAVIOR:

Comments:
COMMUNICATION SKILLS

Supervisors and Managers are truthful and establish and maintain a trusting and open relationship with employees.
hey deliver on promises. Take responsibility for conveying information and demonstrate good listening skills.

Facilitate an open exchange of ides. Communicates the vision, mission, goals and objectives fo employees.

Communicates to employees how thelr work contributes to achieving the vision, mission goals and objectives.
ommunicates effectively with management, elected officials, employees and citizens. . C

lJOB-SPECIFIC BEHAVIOR:

Comments:

[FUNCTIONAL KNOWLEDGE

Page 3 of 13
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_{[Comments:

BUDGET DEVELOPMENT AND CONTROL , 1

[
Utllizes established budgetary system lo acquire and allocate funds for departmental operation in meeting specifig
eparimentaliunit goals. Submits reguests with appropriate justifications, Monitors and operates within the budget.

JOB-SPECIFIC BEHAVIOR:

Comments:

COMPLAINT RESOLUTION -
Investigates complaints and takes appropriate action to resolve them_ in @ manner that is fair and consistent {o a
rk:oncerned according to City/departmental policy. : o : \
JOB-SPECIFIC BEHAVIOR: ' ’ :

rlCommenrs:

COMMUNICATION SKILLS - ORAL ‘ . .
Demonstrates effective oral communication skills by understanding information being conveyed and by conveying

[information in a manner that js clear and concise,
JOB-SPECIFIC BEHAVIOR: i :

Comments:

COMPUTATION/RESEARCH REPORT SKILLS _

t\ccurately calculates In Tnancial or other applications in research acliviies. Prepares written reports that are
llcomprehensive, well organized, clearly written, complete and submitted in a timely manner. -
" |MOB-SPECIFIC BEHAVIOR: ‘ ' )

Comments: -

DATA AND INPUT RETRIEVAL

Accurately enters, edits and deletes data on data terminal. or microcomputer; exhibits knowledge in-the use o
ldatalsoftware programs as appropriate. Work product is accurate, neat and shows attention to detall. -
LJOB-SPECIFIC BEHAVIOR: . ' .

Comments:

DECISION/PLANNING : , ,
Meets appropriate deadlines for work activities. Organizes work to use time effectively and efficiently. identifies and
critically evaluates problems and situations. Makes assessments, choices, and decisions for selecting and utllizing
proper resources to accomplish assigned tasks. Makes recommendation andfor takes appropriaie action based o
available qualitative and quantitative information and training. Directs work activities as appropriate.

JOB-SPECIFIC BEHAVIOR: | '

Comments:

DELEGATING i :

|IDelegates responsibility effectively and establishes and maintains a follow-up plan to monitor progress.
LJOB-SPECIFIC BEHAVIOR: ‘ ' o

Comments:

DEPENDABILITY ,

Demonstrates ability to be consistent in'beginning work at regularly assigned time; takes authorized lunch pericds
and breaks: uses leave in a manner that is not disruptive to the workplace. Fulfils job requirements including
accomplishing tasks on time. Can be relied upon to get the job done. :
JOB-SPECIFIC BEHAVIOR: ‘ '

‘Page b of 13
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Comments: - .
POLICIES AND PROCEDURES ‘ e :
Demonstrates knowledge of policies, procedures and regulations 1o facilitate unit/department operations consisten

ith governmental and organizationat laws.
OB-SPECIFIC BEHAVIOR:

—

' liComments: i -

r PRODUCTIVE WORK ENVIRONMENT ‘ :
[Contributes to cooperative and productive working relationships by communicating and responding. to questions
problems and suggestions; clatifies objectives; maintains inventory of proper equipment, .tools, materials an
supplies. Provides training and orientation for personnel. Instructs in new methods or techniques. Invalve

subordinates in formulating objectives and planning work activities as appropriate. :
\JOB-SPECIFIC BEHAVIOR: ' : ' S

Comments:

‘| (& check 8 RADIO USE . .

Demonstrates proper use of radio according to deparimental palicy. Distinctly 'enunciates and uses moderate volum

and speed and even modulation. ce
EJOB-SPECIFIC BEHAVIOR:
IComments: N
REPORTS/RECORD KEEPING . ,
Prepares reports that are comprehensive, well organized, clearly written and complete. Uses correct grammar an
spelling and. writes legibly when appropriate. Accurately calculates financial or other applications as applicable
Submits work in a timely mariner. Maintains accurate record keeping systems in compliance with any federal, state,

lhocal laws and policies and procedures.
JOB-SPECIFIC BEHAVIOR:

Comments: . ‘ .

_ RESPECT FOR PROPERTY 5
Demonstirates concern and respect for public and private property. Insures that equipment and activities do no
unduly impact property of equipment. ‘ ' : SR
JOB-SPECIFIC BEHAVIOR: ‘

Comments:

SAFETY (REQUIRED FOR ALL SUPERVISORS/MANAGERS)

J!\/laintains high focus on foliowing safety ruies, procedures, and protocols. Regularly monitors

lleonformance with safety requirements and practices among employees and enforces

| Ico'nsequences for noncompliance. Continually observes and evaluates work conditions and wor
llprocedures within areas of responsibility and takes deliberate action to reduce risk. Immediately -

hakes action 1o correct unsafe conditions or practices when observed or reported by others.

Models and demonsirates safe work practices. Requires employee training and continuing

safety instruction to ensure correct use of most current techniques and equipment. Ensures that

all accidents reported by employees under their supervision are immediately investigated and

documented in accordance with City Safety Policy.
| JOB-SPECIFIC BEHAVIOR:

Comments:

AV
Do

Page 7 of 13 -
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" SECTION . STANDARDS ?age_ﬁ 138

Standards describe “What do | have to do to accomplish my Jjob?" and "How do | do my job?" They explain the
main requirements of your job and the quantitative and qualitative expectations for performance. Each jqb should -
have a minimum of three standards . : o ‘

Ratings: Standards | must meet to acébrﬁplish'my job:

([Comments: .

IStandard #2

Comments:

Standard # 3

Comments:

Standard #4. ©

- WComments:

Standard #5

Comments:

{liStandard #6

Comments:

AIStandard #7

f[Comments:

HjjStandard # 8.

Comments:

Comments:

Standard #10

‘IComments:

For those completing this by hand, piease follow the directions at the end of this document 10 calculate this average.

T _ DEVELOPMENTAL OPPORTUNITIE S
Briefly describe those areas in which the employee can further develop.

Whal training or other developmental opporiunities should this employee receive to further develop and}}
enhance performance? S

S
O

Pagé 9of 13
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“Section I is completed during the end-of-the-year review . Atiachinent # —_—r i,
SECTION III INDIVIDUAL STRE STRENGTHS AND CONIMEhﬁge—"‘3*'—‘31'/‘3-‘&r

aneﬂy describe the knowledge sk;ﬂs and behaviors in which the employee exce!s ,

Briefly descnbe what training or other development acuwtfes the employee has compiered dunng the
ast year to enhance jOb performance

SUPERVISOR’S COMMENTS
Supervisor may comment on the employee’s performance or ratings.

| -fl

~ | ' EMPLOYEE'S COMMENTS
Employee may coriment on your performance or ratings.

Page 11 of 13
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Je number or the rounded whole number from Step 1 into the box

Step 2*: Enter the who
1 of the form.. -

labeled Overall Performance Rating on page
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" PERFORMANCE EVALUATION FORM s 1@ U;ﬁ"

NON-INSTRUCTIONAL EMPLOYEES New Employee
| ' - Probationary
Name | ‘ | Social Security | ' | Position Number | .
Length of Time In this Position | ' | Period of Review From | -_| Through |
Classification | . IR School/Section
Length of Time With Present .Supervisor
Supervisor [Ccmgletlng Form .
Performance Strengths: ‘
Quality of Work - ' ' Quantlty of Worlr. :
5. Outstanding accuracy and quallty rarely makes ermors. o 5. Efficient and effective producer; produoes far above average.
4, Produces accurate and hrgh quality work. ) 4, Works guickly with above average output; oﬂen does more than
. own share, '
3. Accuracy and quality is satlsiactcry 3. Satistactory output, produces average amount.
2. Must ofien comect emors; Inclined toward carelessness ) 2. Insufficient production; sometimes unnecessarily gets behlnd
1, Too many emors; all work must be check must ofien re-do work. 1. Cannot handle the volume; slow; usualiy behind \Mth work.
Dependabllltyllnltlatlve . Planning/Organizing
5. Needs littie or no supervision; seff- slaner. maekes frequent 5. Highly efective and eﬁdenl utilization cf lirm and rosources
constructive suggestions.
4. 1s completely dependable; proceeds on assigned work voluntarily; 4. Utilizes goasls; objectlves and ti'neiinn.
often makes constructive suggestions. . ’ ‘
3. Dependability Is satistactory; does regular work without prompting. 3. Thinks and plans in an orderly logical sequenca.
2. Needs close supervision; relies on others; needs help getting staned.. 2. Relies on others to set direction and establish priarities.
1 1. Cannot be depended upon; must usually be told exacily what 10 do. 1. Always needs Instruction and directions; does not stay on tesk;
" | trequentiy needs help with how or when to do assigned tasks needs
, - help plannigg
Job Knowledge Cooperation
5. Thoroughly understands &ll aspects of job. : \ 5. Exceptional team worker; fiexible and eagerto do a gcod job.
4, More thah adequate knowiedge of job duties. 4, Agreeable, tactful, and oblrglnq gets along well with all o!her
' employees.
3. Has sufficient knowiedge to do job, 3. Gets along well with other pecple under normal drwmstances'
_relates well 1o pew situations,
2. Insutficient knowledge of some phases; must frequently be instructed. 2 Generslly difficult to work with.
1. Serious gaps In knowledge of job duties: frequently needs instruction, . Ineffective in work with others; uncoopersative,
Attendance/Punctuality . Dealing with Public/Community Relations -
5. Excellenl attendance record. : - §. Excelient rapport with the public; well respected and iked.
4. Rarely absent or tardy. ‘| 4. Very good working refationship with the public,
3. Reports sbsences or tardiness in advance; usually 81 work and on "] 3. Works salistactorily with public; no major complaints received.
tme.
2. Ematic in attendance and punctuality; sometimes fails to report - 2. Marginal abifity to deal with the pubﬂc- complaints recefved.
absence or tardiness jn advance.
1. Frequently absent or tardy without just cause; seidom reports 1. Abrasive, uniiked by general pwllc: nurnerous complalnls
absence or tardiness in advance received,
Supervision ~ |1 Not Applicable Safety Consciousness ] { Not Appllcable
5. The employee effectively manages supervised emp!cyees projecys) 5. Always very careful about safety or self, feliow wcrkers. and the
or programs(s). public
4, The employee provides gurdance so0 the supervised employees can . Above sverage in safety consclousncss .
be successful. 1
3. The empioyee makes logica!; practicable assrgnrnenls to superwsed 3. Usua!ly meets safe!y-requlremems.
employees. N
2. The employee does not see that plans and instructions are eﬁechvely 2. Somewhat careless about safety matters.
carried out. ' . )
1. The employee fails to cleany assign lasks or monitor the work of 1. Seldom follows safety rules and practices.

supervised employees.
Overall Performance Evajuation

‘OutstandirlL Above Average SalisfaclcrL Needs Improvement Unsatisfactcgy

An overall *Needs Improvement”.or 'Unsatlsfaclory evaluation can only be given when it is supporied by dccumentatmn pnor 1o the evaluation. {See
Personnel Procedures, Number 13, Performance Evaluation.)

Distribution: Personnel” SchocifSection Ernplcyee
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[} WHAT IS EXEMPLARY PERFORMANCE? mmemmeremeeeacmmn
-Emplbyecs'and supervisors should ha.ve a clear mecting of the minds on what
constilutes "exemplary performance”. T -
~ In some respects, the term "performance evaluation” or. *performance review" is .

a misnomer. In éctuality, auﬁérvi'so;s are rating work performaﬁoe as it wmpar§s 10
. !L&ut expectations of performémoe _standérds. Therefore, it is vml .that clear -
communications xcgarding' these expectations are developed and incorporated into any
| TEView process. | o | ' - | |
| To provide some guidance and consistency in the rating process, following are

some definitions that may be of assistance:

Employee consistently performs far above the expected level.

‘ Performance is superior in all respects and well above the
OUTSTANDING individual goals. and objectives ‘as well as standards of-
performance assigned to the position. o

Employee regularly performs above the expected level.
EXCEEDS | FPesformance is above the individual goals, objectives and
EXPECTATIONS |' requirements of the position. ‘This is performance which is

: expected of a fully trained, qualified and motivated employee;
' goes beyond adequate performance standards; and requires
additional work effort. ‘ .

_ Employee consistently performs at the standard level of
MEETS efficiency and cffectiveness; and achieves individual
EXPECTATIONS | performance goals and objectives. Performance is adequate and

the employee expends no additional effort beyond that required
to do the job. ' , . |

g’
o




A‘-ACHUA COUNTY Pt“ru“l“ﬂ“h: NEVIELYY | wivwg

EXEMPT EMPLOYEES - ' Arrac‘a Al #
| ‘9&" of -
Employee Name . ' Posltion Class C : . -
Social Security # - - ) Rating Period - ' Date.‘

~ Using the attached list of review ractors' and definitions:

. rata smployee in each category
®  enter comments foliowing each ratlng (comments must be included for each faclor rated uther than

"meets expectations”).
6 tal z2z1l3falsle 7 s | o | 10
o below 1 meets sxceuds S
unacceptable " expectations expectations expectations ‘oulshnc.ﬂng
1. KNOWLEDGE OF WORK
0 1 2 3 4 5 6 7 8 9 10
c_ommsnts:
2. QUALITY OF WORK
[ 1 2 3] 41l 5] 6 7T | 8 9.] 10

Comments;

3. PLANNING AND ORGANIZING

Y 2 L 2 3 4 1'5§) 6 7 8 )| 9 | 10

Coinmeﬁ's:




(LY 2

Comments:

M.

10 :
Atechment # l =

?253;23__:;?; W

10

. Comments;

12.

{ 10

Comn‘ien_ts:

13.

~ Comments:

14.

10

10

Comments:

16.

10

Comments:

o
[A%)



.EMPLOYEE NAME:

t

MANATEE COUNTY GOVERNMENT - -
EMPLOYEE PERFORMANCE EVALUATION  asschmenis_ "/
(DIRECTOR/SUPERVISORY/MANAGEMENT EMPLOYEES), Qb 3

rgi

PERFORMANCE TRAITS AND GOALS

_CHECK ONE. (INCLUDE COMMENTS)

1

KNOWLEDGE: Understanding job réqu'uemems _]Db
skills (including presentation skills, if applicable}, and
related supervisory/managerial and staff respous:b:ht:eS'
keeping pace with related changes and professmna]
development requirements.

Meets Expectations
Comments:

__Does Not Meet Expectations

_LEADERSHIP AND INTERPERSONAL SKILLS:

Influencing and interacting with peers, staff, County and
other officials, and the general public in ways which
gain respect, trust and support; determining courses of
action and putting them into effect in & timely manner to
create better results and resolve difficulties.

—_ Meets Expeciations

Comments:

__ Does Not Mect Eipe;ctatio_ns

PLANNING AND DELEGATING:
Designing/formulating ways, means, resources and time
frames to achieve goals and objectives; selecting staff
and assigning authority and rcsponsib:hty as
appropriste.

. Meets Expecistions
Comments:

Do Not Meet Expectations

DEVELOPMENT OF ASSIGNED STAFF: Semng
and communicating ealistic goals and objectives ‘and
encouraging efficient, productive performance; giving:
clear task instructions and offering guidance; providing
resources for training and professional development;
providing feedback and completmg timely perfonnance
eveluations for staff.

Meets Expectauons

. Comments

__Does Not Mee1 Expectations

POLICIES AND PROCEDURES Understandmg and

~ complying with rules, policies, procedures related to the

job and as described in County and departmcmal policy;
Applying these po]:c:cs appropriately to situations
encountered daily.

___ Meets Expectations
] Comments:

__ Does Not Meet Expectations

PERFORMANCE: Is the overall performance

" satisfactory?

Yes

—

No

DEVELOPMENTAL PLANS AND GOALS for future performancc

Be specific and include dates for completion:

Evaluator's Nam_e (Please Print)

Eva]uatof‘s_s_iggature Date:
Reéviewer's Name (Please Print)
Reviewer's Signature . Date:
Second ReweWer, if applicable (Pleasc Print)
Second Reviewer's gg_mamre (1f apphcablc) Da'le: )
Department Director (Please Print) 7
Department Director’s Signaturé Date:
1 acknowledge that the Perfnrniance Eiﬁluntion was discussed with me. _ .
} Employee Signature . Date:

NOTE TO DEPARTMENT:

A computer-generated Cover Sheet from
the HR Department must accompany this evaluation

180
[




Performance Evaluation 2005‘ , - - S - Atechment ¥l
' “N_Qf?_ i__‘

MARION COUNTY BOARD OF COUNTY COMMISSIONERS
PERFORMANCE APPRAISAL

LAST NAME . FIRST DEPT/BUREAU ‘ DATE 1SSUED
‘ ; . ) : ‘ mm/ddlyyyy
.PERIOD COVERED [ , . JOBTITLE - JOB CLASS
mm/ddlyyyy - o - . coD
TYPE OF REVIEW (CL gg ON ONLY ONE} ' RATING SCALE
, ‘9 = OUTSTANDING | :
_CILTYPE1L SIX MONTHS PROBATIONARY - ‘ 7 = EXCEEDS STANDARDS
1 _CI_TYPE 2 ANNUAL REVIEW . ‘ : 5 = MEETS STANDARDS
[] TYPE 3 OTHER o ' - 3 = MARGINAL
: 1 = UNSATISFACTORY

- PLEASE gugk ON ONLY ONE’ FOR THE AFTROPRATE LEVEL OF EMFLOYEE
D SUPERVISORY/MANAGEMENT EMPLOYEE  [_1 NON-SUPERVISORY EMPLOYEE
(FILL IN A NUMER BETWEEN 1 AND 9; 1 BEING THE LOWEST, 9 BEING THE HIGHEST,

5 MEETS EXPECTAT]ONS)

1. GENERAL FACTORS - 1
1. ATTENDANCE AND PUNCTUALITY O | 18. CREATIVITY 0
2. SAFETY 0 | 19. MEETING OBJEC‘I']VP_SIGEITING R.ESULTS 0
3. COOPERATION AND TEAMWORK 0 | 20. TME MANAGEMENT 0
4. ATTITUDE TOWARD WORK D_| 21. QUALITY AND QUANTITY OF WORK ™ 0
5. ATTITUDE TOWARD SUPERVISION 0.

6. FOLLOWING POLICIES AND PROCEDURES 0 o . - .
7. INITIATIVE/WORKING WITHOUT SUPERVISION 0 |13 SUPERVISORY ONLW R aiigie 40
8. COMMUNICATION SKILLS 4] (if non-supervisory, leave blank}

9. ADAFTABILITY TO CHANGE 0 | 22. SUBORDINATE DEVELOPMENT

10. DEALING WITH THE PUBLIC 0 | 23. LEADERSHIP

11. JOB SKILL AND KNOWLEDGE 0 | 24. MAINTAINING MORALE

12. APFFEARANCE 0 | 25. MOTIVATING PERSONNEL

13, CARE AND USE OF FACILITIES AND EQUIPMENT | (0 | 26. STAFF PRODUCTIVITY AND COORDIN AT]ON

14. -ABILITY TO PLAN AND ORGANIZE - 0 | 27. SUPPORTS AFFIRMATIVE ACTION GOALS

15. FROBLEM SOLVING' < 1o o

6. EFFECTIVENESS UNDER PRESSURBS‘I‘RF_SS 0 TOTAL 0

17. DECISION MAKING o AVYERAGE 0.00.

Il REMARKS: | S &

.22

Origin: HR 07/2004




. S S Atachmeny ]
Marion County Board of County Commissioners = &ZE&@H
Performance Appraisal Preparation Instructions ' o -

1. The performance evaluation will b'e.initiated for the fo]iowing reasons:

a. An evaluation will be prepared on all initial six month probationary
employees. The evaluation will be completed no sooner than the fifth
" month of employment and no later than ten working days prior to the
employee’s six month anniversary date. (Type 1) o
b. An evaluation will be completed on the employee’s one year employment
. anniversary date, and each anniversary date thereafier. (Type 2
c. A close-out evaluation will be completed on all employees who change
© supervisors, or are reclassified, promoted or demoted. (Type 3).

2. Rating Scale: Employees will be rated on a scale of 1 to 9 on the General Factors
indicated in Section 1 of the evaluation. Appraise the performance of the .
employee on those factors contained in Section 1 for the period of review. Non-
supervisory personnel will be rated'in the Yellow areas and supervisory personnel
will be rated in the Yellow and Green areas. Be objectiveand do not let your .
appraisal of one factor influence your appraisal of another. Each factor to be
evaluated has five levels (Outstanding, Exceeds Standards, Meets Standards,
Marginal, and Unsatisfactory). If the employee’s job performance or level of
achievement gencrally corresponds to the below examples cited, place a number
of one to nine in that particular box. | ‘

a. Outstanding (9) — Extraordinary performance; work is always expert,
exemplary and flawless; always excecds job requirements and results .
expected by & substantial degree. .

b. Exceeds Standards (7-8) - Superior performance; most work 18
characterized by unusual accomplishments beyond job requirements;
significantly and consistently performs at a Jevel above that expected.

c. Meets Expectations (5-6) — Meets major job requirements; is consistently
effective and competent; achieved results expected. : '

d. Marginal (3-4) — Needs improvement to meet major job requirements;

‘work is fairly acceptable in some respects but does not meet expectations.

e. Unsatisfactory (1-2) ~ Performance is unacceptable; substantial

' jmprovement is necessary to meet job requirements.

3. Definition of General Factors:

a. Attendance and Punctuality: Adheres punctually to assigned work
schedule and attendance guidelines; complies with departmental and
County policies and procedures in requesting and reporting leave.

b. Safety: Adheres to departmental and County safety polices and -
procedures; shows concern for safety of self and co-workers. .




Mse.c?-.meni ¥l

. Fage
and actmns, does not defer or avoid making difficult or unpleasant

_ decisions; able to explain rational for decisions. .

.

Creativity: Formulates new ideas, showing ingenuity in app]ymg

“information, using inventive skills and imagination.

Meeting Objectives/Getting Results: Develops realistic processes to.
achieve tasks and work assigned; As a supervisor develops realistic goals
with the objectives of higher management establishes realistic priorities;

* effectively utilizes available resources in- meeting tasks and objectives.

u,

Time Management: Effecﬁvely utilizes available work time to achieve
assigned tasks. .

Quality and Quannty of Work Work quahty rarely contain errors and/or .
do not need revisions in content; credibility and accuracy of work products-

is of high quality and consistently withstands challenge and questmns,

consistently provides high volume output in response to serv:ce level
demands. Completes all work in required time.

.. Subordinate Development: Provides positive feedback and appropnate

counseling when necessary; encourages employees o stnve to improve;
facilitates professional development.

Leadership: Appropriately guides individuals or groups toward
accomphshmg objectives; maintains control; encourages others to offer.
opinions; is successful in getting ideas and suggestions accepted by others;

~ develops and implements team/group leadership skills to promote broad

employee involvement and commitment to achieve tasks and objectives.
Maintaining Morale: Encourages and develops a good working
environment; creates an environment where employees enjoy their work
and complete their tasks in a timely and effective manner. ‘
Motivating Personnel: Creates an atmosphere where subordinates and

. others are recognized and rewarded for individual/group

: accomphshments, accepts and promotes employee involvement; motivates

aa.

staff,

Staff Productivity and Coordmauon. Maintains high productivity of
services 1o ensure work products are well presented and professional; .
effectively communicates decisions affecting other departments;
thoroughly coordmates staff. actlons requiring higher management
approval..

Supports Affirmative Acnons Goals Has a thorough knowledge of the
County Affirmative Action Plan and the cqua] opportunity environment
within his/her area of responsibility; recognizes the value of diverse
personalities; sets the example.

4, Remarks: Remarks (Section 1II) are required from the Immediate Supervisor.
The Supervisor should provide a brief comment on the employee’s overall
_performance and address any area(s) which need improvement.

D _of,
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SENIOR MANAGEMENT FEEDBACK/ASSESSMENT Pag_eﬁ?c_o!g’_i.

© Objectives S : o : ,
» To provide for a periodic exchiange of information between the employee and
© supervisor to discuss accomplishments and opportunities for continuous

' improvement. - _ C , - 7
- » Encourage continuing supervisor-employee communications about- position _ \
~ related and professional matters. o . '
> Provide a means whereby the supervisor and employee may establish workplace
" goals and objectives. ' - ‘
'» Provide guidance for employees on professional and position development. -
» Provide means for supervisors to recommend salary increases based on merit and
job accomplishments ' '
Procedure . »
» Supervisor and employee should review the existing JDQ for accuracy and
relevancy. : : ' ‘ '

» Prior 1o the end of each fiscal year (around July and August), supervisor and
employee meet to review annual accomplishments and establish goals and
objectives for the next fiscal year. (The attached template for Senior Management
Feedback/Assessment Form may be used and modified as needed for the Listing
of Goals and Objectives and the Employee Listing of Accomplishments),

» Employee and Supervisor will complete Sign-Off Sheet.. Copy of Sign-Off Sheet
will be maintained by each Group Director. . Co -

» Group Director will certify to the County Administrator’s Office annually during
the merit review and increase process that reviews have been held with each Sr. -
Management employee within their department.

Timeline: All steps should be completed prior to August 30 of each year.




Aftachmient # __:I____

Template for Page_| 3_3_ of. aﬂ
Annual Senior Management Feedback/Assessment Form B S

. Does your current Job Description Questionnaire adequately describe your principal
job functions? If not, in what respects has your position changed? Update as needed.

. Describe your major accomplishments, successes, contributions and improvements
during the past 12 months. '

. List professional opportunities that you have been involved in and those plémned for
- the coming year. ' '

. ‘Describe the coaching, training-or development opportunities ydu believe would be
beneficial for you : ' S :

. List below the major goals, objectives; projects and special assignments which should
be completed or continued in the coming year. Include action plans and time frames
if applicable. ' : '




Senior Management Feedback Session Check-Off

An_achmem #;..j__
?599_ (3(-{ ot AT

Name of Employee:

Division/Department:

~ Name of Immediate Supervisor:

Employee/ Supervisor review of Job Description Questionnaire

Employee complétes List of Accomplishments and
sends to Supervisor :

Supervisor and employee meet to discuss List of
Accomplishments and establish Goals and Objectives

for the new year.

Date:

Date

' Signature of Employee:

Signature of ‘Supcrviso_r: Date:

ce:  Group Director




