[image: image1.jpg]




	DEPARTMENT
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	(8 digit number starting with 0000 on your paystub or SAP timecard; WCSO, do not use your commission number)
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	To
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The signatures below indicate that the named supervisor and employee have read and discussed the performance and development review for the performance period.  The employee signature does not imply agreement with the contents of the evaluation.  All employees have the right to attach additional comments and/or discuss the evaluation with the reviewing officer of their respective departments.
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Supervisor Signature








Date
	


Supervisor’s Name Please Print 







	


Department Head / Reviewing Officer Signature




Date
	


Department Head/Reviewing Officer’s Name Please Print 







Part 1 – Review of Performance for Past Review Period
Goals/Tasks/Responsibilities and Results for the Review Period
1. List the goals, tasks and /or job responsibilities assigned.
2. Evaluate performance on each with a narrative that describes:
( Was the task completed?
( Was it completed in the expected timeframe?
(Were the expected outcomes/results achieved?
( What outside factors contributed to the (non)achievement of results?
	


Other Significant Accomplishments Not Related to a Specific Goal

List any major accomplishments and the results achieved that were not assigned as part of goal setting for the review period.

	


Washoe County Core Competencies Used / Not Used to Achieve Goals - Strengths & Development Opportunities
*See Appendix A for core competencies descriptions.
1. Identify competencies that were used to achieve the desired outcomes/results during the past review period (strengths).
2. Provide a narrative that details examples of when/how the competency was demonstrated and how it contributed to achievement of the goal or completion of the task.
3. Indicate any competencies that were not used in achievement of goals and may have contributed to better outcomes (development opportunities).

4. Provide a narrative that details when/how the competency may have been better utilized to carry out the assigned responsibilities.  
	


Functional Competencies / Essential Job Requirements
1. List the specific functional / technical job competencies required for this position.
2. Provide a detailed narrative with specific examples of when/how the competency was or was not demonstrated and the impact on achievement of goals or performance of job responsibilities.  

3. Rate proficiency in each competency using the following guidelines:

Exceeds Requirements
Performance is consistently exceptional.  This person is a role model of this competency.
Meets Requirements
Performance meets and periodically exceeds expectations.  This person is a strong contributor.

Needs Improvement
Performance does not consistently meet reasonable expectations and standards.  Immediate steps must be taken to improve.

*Add more rows as needed
	(Exceeds Requirements      (Meets Requirements      (Needs Improvement

	( Exceeds Requirements      ( Meets Requirements      (Needs Improvement

	( Exceeds Requirements      ( Meets Requirements      (Needs Improvement

	( Exceeds Requirements      ( Meets Requirements      (Needs Improvement

	( Exceeds Requirements      (Meets Requirements      (Needs Improvement

	( Exceeds Requirements      (Meets Requirements      (Needs Improvement

	( Exceeds Requirements      (Meets Requirements      (Needs Improvement


Additional supervisor comments:

	


Additional employee comments:

	


Overall Evaluation:

(Below Expectations
Achieved some goals, but missed significant others.  Demonstrated some requisite skills, knowledge and abilities but lacks significant others.  Performance below accepted levels for the time in the position.

(Meets Expectations

Achieved goals.  Demonstrated requisite skills, knowledge and abilities and applied them to achieve goals.  Performance consistently aligned with requirements of the position.

(Exceeds Expectations
Goals achieved.  Performance consistently above requirements.  Demonstrated all requisite skills and a willingness to continuously improve self and work processes.
Part 2 – Goals and Results Expected for Next Review Period
Goals/Tasks/Responsibilities and Results Expected During the Review Period
1. List the goals, tasks and /or job responsibilities to be accomplished.  All employees should have at least one goal or project to work on during the review period.

2. Write SMART goals (Specific, Measurable, Attainable, Results-oriented, and Time-bound) that have outcomes related to the division/department/county objectives.
3. Objectives should be revised as new responsibilities arise or priorities change.
	


Development Objectives for the Review Period
1. Identify 1-3 developmental objectives to work on during the next review period.
2. Include critical functional competencies (skills, knowledge) needed for effectiveness in the current position or to achieve goals and/or core competencies needed to enhance success.
3. Be sure to include any areas identified as Development Opportunities or rated as Needs Improvement in Part 1.
4. Development objectives for job enrichment or to prepare for a new role may also be included here.
5. Write these goals with SMART(S) – Specific, Measurable, Attainable, Results-oriented, Time-bound, (and Stretch).
	Development Need (current performance)
	Desired Performance
	Learning Activities
	Measurement Criteria
	Timeframe

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix A:  WASHOE COUNTY CORE COMPETENCIES FOR ALL EMPLOYEES

INTERPERSONAL EFFECTIVENESS

Communication: Expresses information correctly, clearly and effectively in writing and speaking.  Actively listens; attends to non-verbal cues and uses clarifying questions to ensure understanding.  Keeps management informed of decisions.   Uses multiple channels to ensure effective communication (email, phone, meetings, memos).

Customer Service: Knows who the customer is.  Assesses and understands the needs and expectations of internal and external customers.  Handles all interactions promptly.  Is responsive, pleasant, professional, courteous, approachable, friendly, and easy to do business with.   Manages complaints with tact and respect.  Takes ownership of problems to find solutions.  Acts as an ambassador of the County in all interactions.

Personal Relationships: Shows respect for and supports equal and fair treatment for all races, nationalities, cultures, disabilities, ages, and sexes.  Builds trust and rapport through direct, honest communication; does not gossip.  Understands others’ perspectives and resolves conflicts constructively, calmly and diplomatically.

Teamwork: Participates in groups willingly.  Works with others to set and achieve group goals.  Values and encourages others’ input and expertise.  Shares resources, information and knowledge.  Helps to establish group cooperation, pride and identity.  Encourages commitment to County mission and organizational goals.  Recognizes others’ achievements.

ORGANIZATIONAL SYSTEMS AWARENESS

Action and Results: Pushes self to set and deliver on goals.  Able to plan, prioritize and execute work.  Gets things done efficiently and well.  Stays focused and energized under distraction and high workload.  Acts with minimal direction and supervision.  Manages own and others’ time and resources well.

County Knowledge:  Understands the complexity of the County, its services and the roles and responsibilities of the whole.  Knows the County mission, vision, values and priorities.  Knowledgeable about how the organization works and how each job impacts the bottom line.  

Ethics and Integrity:  Maintains the highest standards of conduct.  Can be counted on to do the right thing in line with County values.  Is trusted and maintains confidentiality of sensitive information, records and materials.  Expresses the truth courageously, appropriately, and in the spirit of helpfulness.  Dedicated to acting in the interest of the public’s trust.  Understands the impact of public perception and acts accordingly.

Quality Improvement:  Challenges the status quo and seeks to create and implement improvements leading to more efficient and effective work systems and processes.  Identifies problems and uses sound judgment and logic to generate, analyze and evaluate effective and innovative solutions.  Uses tools and techniques to execute solutions that meet the requirements of internal and external customers.

PERSONAL DEVELOPMENT

Accountability: Has the motivation and mind-set to make a difference.  Is able to recognize and acknowledge reality.  Takes ownership of own actions and their impact on others.  Believes in own capability to accomplish a task and ability to follow through. Can admit to making mistakes and learns from them.

Adaptability:  Is open to and able to effectively cope with change.  Handles multiple and changing priorities quickly and comfortably.  Anticipates new and changing demands for programs and services.  Has tolerance for risk and uncertainty.  Is able to modify style to successfully meet organizational priorities.

Continuous Learning: Recognizes own strengths and weaknesses.  Seeks feedback and accepts criticism non-defensively.  Works to develop knowledge, skills and abilities needed for current job.  Anticipates future needs of the organization and pursues learning to meet those needs.  Is a quick learner when faced with new problems and information.  Uses a variety of methods to learn and develop.

WASHOE COUNTY ADDITIONAL CORE COMPETENCIES FOR SUPERVISORS, MANAGERS and ABOVE
MANAGING OTHERS

Decision Making:  Recognizes need for a decision.  Able to make a timely decision with available data.  Understands impact of decision making on others and can explain position when necessary.  Able to alter decision if new information indicates.  Exercises sound judgment and makes reasonable decisions that demonstrate critical and strategic thinking.  Involves citizens and others in decision making as appropriate.

Developing Organizational Talent:  Builds talented staffs to address workforce capability and capacity needs.  Hires the best people from inside or outside, develops and retains staff.  Takes negative action, including discharge, when necessary.  Establishes clear, outcome oriented performance and development goals and expectations.  Provides regular feedback, coaching, and recognition.  Addresses performance issues promptly and uses discipline appropriately.

Financial and Resource Management: Acts as a trustee of the County’s resources.  Knows the fundamentals of budgeting, cash flow and tracking of expenditures.  Understands financial statements. Uses prudent judgment in the utilization and expenditure of available resources.

Leading and Inspiring Others:  Articulates a vision for the organization and uses it to drive daily decisions.  Converts strategies into effective actions.  Inspires engagement and a commitment to excellence.  Builds relationships and develops strategies to include divergent opinions and overcome adversity.  Able to motivate diverse teams to achieve results.

Planning and Organizing:  Understands scope and difficulty of tasks and projects.  Able to set achievable yet challenging goals for self and others.  Balances requirements with abilities.  Can prioritize, plan and schedule assignments appropriately.

Values and Leverages Diversity:  Practices equity and fairness in managing all classes and kinds of people.  Makes high quality, diverse appointments and ensures that selection practices provide for inclusion of targeted groups.  Supports job restructuring and workplace accommodations.  Holds self and others accountable for promoting and achieving diversity in hiring, utilizing and developing staff.  Promotes a work environment that is cooperative, family friendly, and accepting of diversity.  Obtains input from diverse employee groups to identify broad perspectives on program development and implementation.
Appendix B:  EMPLOYEE PERFORMANCE REVIEW & DEVELOPMENT PLAN

INSTRUCTIONS

Steps:

1. Instruct employee to complete a self Employee Review & Development Plan using the same form.

2. Gather documentation needed to write the employee’s performance review & development plan.
3. Write a draft of the review and development plan.
4. Conduct a performance review and development planning meeting with employee.
5. Finalize the performance review and development plan.
6. File copies with Department and Human Resources and give one to employee.
General Guidelines:

· All employees are to be reviewed annually during the month before their merit increment date.

· Newly hired employees will be reviewed per the County Code 5.219.

· A mid-year progress review of the Employee Performance Review & Development Plan will be conducted.

· Supervisors should complete a draft Employee Performance Review & Development Plan for discussion with the employee.

· Employees should complete a self-Performance Review & Development Plan prior to the discussion.

· Supervisors may revise the draft version based upon the discussion with the employee.

· The supervisor’s manager will review and sign off on the finalized Employee Performance Review & Development Plan.

· Any employee receiving a “needs improvement” on any functional competency will have a developmental objective identified and/or be placed on a performance improvement plan.

· Employees may express agreement/disagreement on the Employee Performance Review & Development Plan form and/or attach additional comments/documentation.  They may discuss the disagreement with the reviewer and others in the chain of command within their department.

· Once completed, the supervisor will give a copy of the Employee Performance Review & Development Plan to the employee, keep one, and send one to HR for filing in the personnel file.

Completing the Employee Performance Review & Development Plan

Prepare – Prepare for the review and development session by:

Gathering documentation:

· County/Department/Division strategic objectives and work unit goals

· Current job description, essential job functions, job standards and competencies

· Performance documentation file

Gather input from the employee:

· Ask employee to complete a self Performance Review & Development Plan using the same form

· Have employee give a copy to you before the meeting or bring to meeting (your preference)

Gathering input from others:

· Ask for input from other supervisors and managers, employees, and customers the employee has worked with to get additional perspective

· You may use the Feedback input form attached to Employee Performance Review & Development Plan, Appendix C

Write the Performance Review & Development Plan

· List all accomplishment and results against previously agreed upon goals and provide a narrative that describes the performance.

Was the task/goal completed?  Was it completed in the expected timeframe?  Were the expected outcomes/results achieved?  What outside factors contributed to the achievement or non-achievement of results?

· Identify Washoe County Core Competencies that contributed to goal achievement or those not used that would have contributed to better results.  Provide a narrative that details specific examples.

· Assess proficiency in specific functional competencies/job requirements and document specific examples to illustrate the rating.

· Identify goals, tasks, responsibilities and results expected for the next review period.  Make them SMART and link them to department/division goals.

· Identify the competencies that need to be the focus of developmental effort and goal setting for the upcoming rating period.  Focus narrative on behaviors, results and improvement.

· Identify developmental objectives for job enrichment/career development.

Conduct Performance Review Session:

· Schedule sufficient time for the meeting with each of your employees and ensure that there will be no interruptions.

· Meet with the employee.

· Using your evaluation and the employee’s self-evaluation, discuss goals and objectives, expectations, results, competencies, and job requirements for the review period.

· Some conversation starters can include:

What contributions and accomplishments have you made or skills have you acquired during the appraisal period that you are particularly proud of?

Tell me more about your assessment of your performance on your goals?

What can I do to help you be more effective in your job?

What type of projects would you like to be involved with during the next review period?

What do you see as your development needs?

· Define performance goals and clarify expectations for the next review period.

· Discuss development objectives for the upcoming performance review period.

Finalize Employee Performance Review & Development Plan

· Make any changes to draft based on discussion with employee

· Obtain higher management review and approval

· Sign off on review form and obtain employee’s signature and comments

· Give a copy to the employee, keep one for yourself and forward one to HR

For more help refer to the Guide to Managing Employee Performance or call Human Resources Workforce Development at 325-8027.

Appendix C:  EMPLOYEE PERFORMANCE REVIEW FEEDBACK INPUT FORM

Your feedback and constructive suggestions are requested in the process of writing a Performance Review and Development Plan. 

	Employee’s Name:

	

	Position/Job Classification:
	

	Department:
	

	Manager requesting feedback:
	

	Situation(s) or project(s) worked on with this employee:
	


Based on your observations and interactions with this employee, please evaluate and provide comments and specific examples in the critical competencies listed below.    Your input will be factored into the review and feedback this employee receives and may provide insights to areas for development.  Please be open and honest in your response.  Your feedback will be kept confidential if you desire.
(
Please feel free to share my feedback with this employee.

(
Please keep my feedback confidential.
I will need your feedback by ___________________________ in order to incorporate it into ________________________’s review.

Thank you for your time and thoughtful input.

Competencies for feedback:
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