COUNTY OF YOLO

EMPLOYEE PERFORMANCE EVALUATION & DEVELOPMENT PLAN

(NOT TO BE USED FOR EXTRA HELP OR AT-WILL EMPLOYEES)

EMPLOYEE NAME and ID NUMBER:       
EMPLOYEE JOB TITLE:        
DEPARTMENT:         

EVALUATION PERIOD:        TO       
MERIT DUE?        STEP:      
EVALUATION TYPE:      PROBATIONARY   3 MO  FORMCHECKBOX 
   6 MO  FORMCHECKBOX 
   9 MO  FORMCHECKBOX 
   12 MO  FORMCHECKBOX 




        ANNUAL  FORMCHECKBOX 
            PIP  FORMCHECKBOX 
           SPECIAL/PROMOTION  FORMCHECKBOX 

PERFORMANCE RATING

KEY JOB DUTIES/RESPONSIBILITIES

(Click here to review the Yolo County Class Specifications)
	1.      

	2.      

	3.      

	4.      

	5.      

	6.      


INSTRUCTIONS

Using desk notes, work product, and input from others where appropriate, consider the employee’s contributions during the rating period as they compare to the performance expectations given the length of time that the employee has held his/her current position.
1. Provide the employee with a copy of the prior EMPLOYEE PERFORMANCE EVALUATION & DEVELOPMENT PLAN for review.
2. If self-evaluations are used, ask the employee to complete and submit a self-evaluation of his/her progress towards meeting the goals set in the prior rating period.
3. Complete the Evaluation Rating Scale section by indicating the rating that best describes the employee’s performance in each category and completing a statement to support and expand upon your rating.  [N/A (not applicable) should be written for categories that do not apply or were not observed by the reviewer.]

4. Meet with the employee to review the Evaluation Rating Scale and Goals sections.

5. Identify a development plan for the upcoming evaluation period.

6. Obtain appropriate signatures and route to the department and to Human Resources.

EVALUATION RATING SCALE

HIGHLY EFFECTIVE (3):

Work performance has exceeded expectations of the position due to exceptional quality in essential areas of responsibility, the completion of a major goal, and/or an exceptional or unique contribution in support of the unit and/or department.  Contributions are marked by distinction and excellence and result in a significant move forward in meeting organizational objectives.  Projects and responsibilities are completed in a timely manner with little need for supervisory intervention and frequently include consideration and resolution of unanticipated impacts. Employee exhibits strong leadership qualities in addition to personal initiative and insight.

EFFECTIVE (2):

Work performance fully achieves major expectations. Employee possesses a competence derived from experience and training with a full depth and breadth of role knowledge. Initiative, resourcefulness and good judgment are consistently demonstrated.  Employee makes solid, reliable and meaningful contributions to the unit, department and organization. Work performance consistently fulfills expectations given the employee’s tenure in the position and often may exceed them.   Employee meets goals set for the evaluation period.  Employee is perceived by peers, managers, clients and other customers as collaborative, skilled and reliable.  The majority of employee ratings will fall in this category.

IMPROVEMENT EXPECTED/REQUIRED (1):

Performance meets minimal expectations in most areas but does not fully meet expectations or is inconsistent on one or more job requirements and/or responsibilities or in the achievement of goals.  Employee may be learning the required role knowledge but not yet fully performing all requirements and duties of the position. Employee may be demonstrating a lack of effort or competency in a particular aspect of the job.  Employee carries an adequate workload but requires close supervision to sustain proficiency.  A training/development plan to improve performance must be outlined and monitored, with opportunities, measures and timelines for improvement established.

EVALUATION RATING SCALE

	SERVICE 

· Gives high priority to customer satisfaction

· Works professionally with those contacted in the course of work activities and displays a positive attitude

· Listens to the views and responds to the needs of others

· Demonstrates competency in taking or recommending appropriate actions and in determining which problems to handle independently and which to refer to more senior personnel

· Assures that customers receive accurate guidance and timely follow-up regarding their concerns

· Provides customers with information consistent with the complexity and nature of their needs
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	Comments:                                          

     

	PERFORMANCE

· Understands and is knowledgeable of the duties, methods, technologies, processes and procedures required by the job
· Expresses him/herself effectively in written communication

· Expresses him/herself effectively in oral communication

· Displays a proactive, problem-solving approach toward work

· Demonstrates flexibility and willingness to take on difficult responsibilities

· Uses technology to enhance efficient and effective job completion

· Meets deadlines without sacrificing accuracy, quality or customer satisfaction

· Reports unavoidable delays in advance of deadlines
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	INTEGRITY

· Responds with tact, diplomacy and composure when dealing with others

· Values, supports and models county and department objectives

· Demonstrates reliability and dependability

· Exchanges information openly and fulfills commitments

· Maintains the confidentiality of County, customer and legal records

· Observes and complies with the policies and procedures of the County and department and State/Federal laws

· Demonstrates accountability and sound judgment in using County resources 
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	RESPONSIBILITY 

· Keeps others adequately informed

· Helps others to succeed at their duties

· Expands and improves on knowledge and skills

· Understands safety responsibilities and works to prevent injuries, illness, and property damage
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	INNOVATION

· Anticipates and responds to organizational needs
· Shares ideas to reduce costs or increase productivity
· Displays enthusiasm for and promotes new ideas and theories 
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	TEAMWORK

· Actively contributes and cooperates with others toward the achievement of common goals

· Builds and maintains constructive work relationships

· Demonstrates commitment to advancing diversity in the workplace

· Demonstrates flexibility and willingness to assist by taking on difficult or inconvenient responsibilities

· Makes a concerted effort to support and improve morale in the unit and division
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	SUPERVISION

· Leads by example promoting a culture that nurtures creativity, sensitivity and excellence

· Encourages and supports each employee’s development to enable performance at full potential

· Establishes and reviews expectations with employees

· Defines measures for performance accountability

· Conducts thorough and timely performance reviews

· Develops plans to assist employees in closing performance gaps

· Holds productive group meetings
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	MANAGEMENT

· Articulates the mission and a clear vision

· Effectively allocates funds, equipment, time and human resources for highest return

· Establishes and clearly communicates priorities

· Maintains long-term focus

· Develops project plan including timelines and checkpoints
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GOALS AND development plan
	Goals for next evaluation period 

     


	Career/Development Goals

     



	Summary of Evaluation Discussion and Development Plan
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