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City of Dublin 

Performance Appraisal 

Guide 
                  Performance Appraisal Process
December 1st through February 1st
1. The Supervisor sets the performance appraisal conference date.

· The Supervisor must notify employee at least 7 days in advance of performance appraisal conference.

2. The Employee completes their self-appraisal and returns to the Supervisor prior to the conference date.
3. The Supervisor completes the appraisal prior to the conference date.

4. Employee and Supervisor meet on the scheduled date for the performance conference.

5. Once the appraisal conference is completed, the Supervisor will forward the signed form to their immediate Supervisor/Manager to sign.
6. Upon signatures being completed, the appraisal form is to be signed by the Employee.
7. The signed Performance Appraisal must be turned into Human Resources by February 1st. 
The Performance Appraisal Form
Core Values – Self Evaluation
This section rates your behaviors as they relate to the City’s Core Values.  Each employee should incorporate the City of Dublin Core Values into their daily behaviors and actions.  By checking that the employee model the Core Values, it validates that the employee treat others respectfully, communicate, uphold integrity, accept responsibility, maintain a positive attitude, are dedicated to being a public servant, and have the ability to work on and with a team.

 FORMCHECKBOX 
 
The employee models the Core Values

 FORMCHECKBOX 
 
The employee needs improvement in modeling the Core Values 

(Complete section below with improvement plan)

If and when your behavior is in conflict or inconsistent with the City’s Core Values, the behavior should be addressed by checking the employee needs improvement and a goal or objective should be established to improve the behavior. Normally the Supervisor will outline an action plan if this box is checked.
	Comments (Please give a specific example(s) in which an employee needs to improve modeling the core values and the core value (s) that needs improvement)

	 Integrity                              Respect                     Communication
Teamwork                      Accountability               Positive Attitude

                                     Dedication to Service


   Behaviors should be addressed, whether positive or negative, throughout the year.  The intent of discussing the employee’s behavior on a performance appraisal is to promote discussion and dialogue, share observances and set goals to improve, continue or start/stop the behavior.

Accomplishments of Previously Established Performance Objectives
This section identifies how well you have achieved your previously established performance objectives. Given the resources available, how well have you accomplished previous objectives as assigned? Use specific examples of previous goals that may address the output, amount of work, effectiveness with which work is completed, productivity, accuracy, conscientiousness, and completion of work assignments, projects, or tasks.  
Previous Year Performance Objectives:

     
Self-Evaluation Narrative:

     
Accomplishments of Previously Established Learning and Development Objectives

This section provides an opportunity to evaluate what you have learned and how well you have developed professionally during the past year. This section highlights the type of learning experience that has helped you become more skilled or knowledgeable as it relates to your job. 
Previous Year Learning & Development Objectives:

     
Self-Evaluation Narrative:
Performance Log- Documentation which an employee maintains on an on-going record of your performance. The log is very useful when filling out this section on your accomplishments.
Performance Objectives for Next Evaluation Period

This section focuses on the next evaluation period and enables you and your Supervisor to mutually develop goals and objectives for the upcoming year. Both should agree on these defined objectives. They can be either job focused or project focused. An individual’s objectives should connect to the department goals which connect to the City goals. It is the responsibility of the Supervisor to ensure that objectives are identified, relate to the job and follow the SMART guidelines.  See Appendix.
How many? For most positions, 3-5 objectives are reasonable and achievable. At least one objective should relate to the essential functions of the job.
	Performance Objectives
	Measurement
	Timeline



	     

	     
	     

	     
	     
	     



Learning and Development Objectives for Next Evaluation Period

This section focuses on the ways in which you may further your learning and development in order to serve the City more effectively. This section highlights a learning experience during the next evaluation period that helps you become more skilled or knowledgeable about your job or improves your behaviors as they relate to a core competency that is essential for your job. Examples of objectives are listed in the Appendix.
How Many? For most positions, 2 – 3 objectives are reasonable and achievable.  
	Learning/Development Objectives
	Measurement
	Timeline



	     

	
	     


Core Competencies and Individual Development Plans 
This section focuses on a learning/development objective based on the core competencies of the position.  The first box highlights the core competencies that best exhibits your strengths. The second box highlights an area of development for the next evaluation period that is meaningful for both you and the supervisor, and that will enhance your performance as it relates to the job.    
How Many? It is recommended to concentrate on one core competency & development plan.

	Learning/Development Objectives: Core Competencies

Competencies – Areas of Strength:

	     



	Core Competencies – Area(s) of Continuous Improvement:

	     



Core Competencies: The most critical knowledge, skills, and behaviors that underlie and drive superior performance in a specific job.
Appendix 
SMART GOALS
1. These objectives are Specific.  The result is a specific expectation that the employee can understand and succeed in accomplishing.
2. These goals are Measurable.  Focus on a benchmark against which the employee’s performance can be evaluated.
3. These goals are Attainable.  They are feasible and can be achieved within a year.

4. These goals are Realistic.  They focus on what will be accomplished, not the process of accomplishing the goal.

5. These goals are Time oriented.  The employee knows when they are to be completed.

 A Process for Writing Work Objectives
1. Draft a verb-object or action component. 

2. Think about why that action is wanted. What results does it produce? What outcomes will it have? What effects will be created?  
3. Modify the verb-object component, if necessary, to emphasize results instead of activity. 

4. Think about ways of measuring the work you have begun to specify. 

5. Draft some measurable standards the work must satisfy. How could you tell whether or not the work or results occurred? What is the measure of those results? Quality? Quantity? Speed? Money? Frequency? Ratios of some kind? 

6. Specify some deadlines, time frames, due dates, etc. 

Performance: The carrying out into execution or action a duty or task. Performance is usually measured in achievement or accomplishment, represented by an action. Performance is how the person does on his or her job.
Job Related Goal 
Examples:
Submits monthly calendar and events to supervisor at the beginning of every month and informs supervisor of any changes as soon as possible.

Create and record a spreadsheet that tracks all ABC paperwork turned in during October. The spreadsheet should be completed by November 15th. 

Learn how to save and create PDF documents by March 1st to start converting all policies into a PDF format after March 1st.

Write specific and detailed file retention guidelines, noting what is kept electronically in our division by May 1st.

Within the next six months, reduce the reject rate for registration forms in Program ABC from its present level of six per cent to a maximum of three per cent

Attend two staff meetings in other divisions that we work with to keep informed on what is going on in these areas and report updates at our monthly team meetings.

Attend and actively participate in the Executive/Admin specialists/Admin Assistants/Staff Assistants group. Report updates at our monthly team meetings.

Restructure the filing system to better enhance record retrieval. This should be completed by August 2016.

Assist the Director with monitoring the status of the budget and timely payment of invoices by providing a monthly report.

Track purchase card use on a excel spreadsheet detailing who, what where, and when purchases were made and make sure purchases are assigned to correct budget accounts. Provide this information to supervisor 5 days after the end of each month.
Create a monthly report that is turned in and reviewed by your supervisor showing the completion of your crew’s completed work including projects that were completed; include any safety violations that were reported.

Create a monthly report showing work orders submitted and completed that is reviewed and signed off by your supervisor.

Work with direct reports to help them develop and implement Quality Assurance Plans for each of their respective program areas by November 1st.

Redesign the schedule for direct reports so that XYZ area will have consistent coverage through all open hours of operation by March 1st. 

Improve the efficiency, quality of work, and quantity of work relevant to full time construction workers by identifying productivity issues and the steps needed to improve those issues on a quarterly basis. Keep a log of each crew and their productivity levels that are reported on a quarterly basis.

Establish clear guidelines and expectations for management in out division as it relates to discipline procedures and accountability of employees by October 1st.

Achieve a Kronos payroll submission error rate that is below 20%, by review of your bi-weekly submissions to your supervisor.
Complete 50 percent of assigned work orders within 5 working days of receipt while maintaining high standards of quality that will be reviewed on a bi-weekly basis.

Prepare irrigation systems and have them operational by June 1st.

Perform monthly checks on ABC systems and complete monthly well logs that will be reviewed on a monthly basis by management.

Learn to operate “new” control system by April 1st for use during the summer season.

Ensure that each crew member presents a minimum of 2 safety tailgate presentations and document outcomes.

Learning & Development Goals
Employees can learn by taking classes, but more often, real-life, on-the job-experiences will provide a more meaningful and applicable learning experiences. Examples of learning and development opportunities may include, but are not limited to, the following:  

· Participating on and/or leading a team

· Job shadowing 

· Professional Development classes or conferences

· The learning of new systems and tools, such as software applications, phones, etc.

· Research, reading

· Preparing budget requests, conducting cost-benefit analyses

· Attendance at a public meeting

· Participating in or organizing a special event

Learning & Development Goal
Examples

Attend a database management class and use the knowledge obtained to establish a new database to track our new hires by June 1st.     

Attend a training class on PowerPoint and develop a new slide show to be used in ABC orientation by June 30.

Cross train in the accounting department at least one day a week for the next six months and be able to cover for the accounting department staff when they are away during each quarterly reporting period.    

Complete the Train the Trainer course in the spring of ’16. Utilize the information gained in the course to re-design a “new orientation” program by January ’17.

Attend one legal update course during the 1st quarter of ’09 that addresses the changes in the ADA and FMLA regulations in order implement the process correctly and advise employees on the new regulations.  
Attend a training class on Power Point and develop a new slide show to be used in our regular neighborhood meetings by April 10th.
Cross train with Amy at least one hour per week so that you can assume her duties as a back up by March 15th.
Serve on the department recognition committee as an active member and report the committee’s progress at our division staff meetings when requested.
Shadow the Senior Analyst one day a week, two hours per day for the next eight weeks in order to learn about state funding requirements.
Maintain membership in the National X Organization throughout 2016; read newsletters each month and provide updates on a quarterly basis of any new information or skills that could be applied to our division.
Become a member of the ABC Organization and attend local meetings. Share the information on a monthly basis at team meetings.
Through the year, attend 10 hours of training on customer service and provide a mini-training session for unit employees by June ’16.
Shadow your peer position in the City of Westerville for one day by mid-year.  Share information with department.

Read the book, How to Develop a Widget Counting Mechanism by John Smith.  Use information to assist in creation of the widget counting mechanism by the 3rd quarter.
Participate in MBTI with department to assist in identifying ways to effectively work with different personalities at the scheduled date; and inform me at our mid-year meeting of how you have improved a relationship you have with someone in the department.
Attend professional conference for PE re-certification credit during the 16 year.

 The Importance of Keeping a Me File
To manage your own performance effectively, it is a best practice to keep a file of your accomplishments during the year. It is also helpful when documenting when and how you reach your objectives. Here are some examples of what you can put in a “Me” file:

· Performance Log – document steps you have taken to achieve
        performance and learning/development objectives.

· Thank you notes from others

· Examples of projects completed – Be creative! This can include pictures or even a power point presentation
· Awards received

·       Training certificates or degree(s) achieved
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