Performance Appraisal Procedures Checklist 7/17/2014
(Refer to the SOP for further clarification)
Evaluation Checklist Usage Information
	Employee Name
	Job Title

	
	



Evaluator (Put your signature in the appropriate space)
	Evaluator Name
	Job Title
	Signature
	Date

	
	
	
	



DNME = Does Not Meet Expectation
ME = Meets Expectation

	4.1 Job Descriptions/ADA Checklists
	Produced as Expected
	Comment

	Every job classification has up-to-date job description/ADA Checklist (4.1)
	[  ] DME     [  ] ME
	

	Review job descriptions and ADA Checklists annually for updates (4.1.1)
	[  ] DME     [  ] ME
	

	All employees have signed current job description/ADA Checklist for their classification (4.1.3)
	[  ] DME     [  ] ME
	

	All job descriptions/ADA Checklists in pdf and posted on intranet page (4.1.4)
	[  ] DME     [  ] ME
	

	Current job description/ADA Checklist posted is last one signed by an employee for each job classification (4.1.5)
	[  ] DME     [  ] ME
	



	4.2 Work Plans
	Produced as Expected
	Comment

	Complies with required format including cover sheet (See Exhibit 1) (4.2.1)
	[  ] DME     [  ] ME
	

	Organized into KRRs which are prioritized by weight in descending order (4.2.3)
	[  ] DME     [  ] ME
	

	Sub-KRRs within a KRR are prioritized by weight in descending order (4.2.3)
	[  ] DME     [  ] ME
	

	KRRs and subKRRs are measured on a three-point scale (DNME = 1, ME = 2, EE = 3) (4.2.4)
	[  ] DME     [  ] ME
	

	Each measurement of a scale on a three-point scale is mutually exclusive. (4.2.4)
	[  ] DME     [  ] ME
	

	Each KRR has a subKRR for dimensions (4.2.5)
	[  ] DME     [  ] ME
	

	Appropriate dimensions for all employees include Attention-to-Detail, Efficient, Integrity, Judgment, Planning and Time Management, Professional Conduct, Safety, Service-oriented, and Teamwork (4.2.5)
	[  ] DME     [  ] ME
	

	Additional dimensions for supervisors include Coaching, Innovation, Objective and Delegation (4.2.5)
	[  ] DME     [  ] ME
	

	Most if not all measurements are numerically-measured (4.2.6)
	[  ] DME     [  ] ME
	

	Each rating scale for a KRR or subKRR measured qualitatively is clearly defined (4.2.6)
	[  ] DME     [  ] ME
	

	All work plans are appropriately aligned for accountability in achieving the strategic plan (4.2.7)
	[  ] DME     [  ] ME
	

	Revised work plan is issued if changes are made to original work plan during performance appraisal year.  (4.2.9)
	[  ] DME     [  ] ME
	

	Each work plan is pre-approved by Deputy Commissioner for S&I (4.2.11)
	[  ] DME     [  ] ME
	

	New work plans must be circulated to staff 30 days prior to end of current performance year March 1 for performance years ending March 31, and March 31 for years ending April 30. (4.2.12)
	[  ] DME     [  ] ME
	




	(4.2) Should or May
	Produced as Expected
	Comment

	Every employee work plan should include at least one strategic objective in addition to other quantitative or qualitative operational measures. (4.2.2)
	[  ] DME     [  ] ME
	



	4.3 Appraisal Year
	Produced as Expected
	Comment

	Appraisal Year April 1-March 31: Final appraisals and new work plans signed no later than April 30.
	[  ] DME     [  ] ME
	

	Appraisal Year May 1-: April 30: Final appraisals and new work plans signed no later than May 31.
	[  ] DME     [  ] ME
	



	4.4 HR/Legal Investigation
	Produced as Expected
	Comment

	Any employee being investigated by HR/Legal will not receive a final written performance appraisal until investigation is concluded.
	[  ] DME     [  ] ME
	



	4.5 Written Performance Appraisals
	Produced as Expected
	Comment

	Only for employees on the job for six months or more (4.5.1)
	[  ] DME     [  ] ME
	

	Usually based on two sources of data (Bureau MIS and Performance Log) (4.5.2)
	[  ] DME     [  ] ME
	

	Includes “Rating by Supervisor”, “Supervisor’s Comments” and “Employee’s Comments” for at least each KRR (4.5.3)
	[  ] DME     [  ] ME
	

	Supervisor’s comments written in second person (i.e., you, your and yours) (4.5.4)
	[  ] DME     [  ] ME
	

	Supervisor’s comments written for each KRR and each subKRR is addressed. Comments justify rating and specific to employee’s performance (4.5.5)
	[  ] DME     [  ] ME
	

	Supervisor’s comments prefaced by positive comments (4.5.6)
	[  ] DME     [  ] ME
	

	Direct reports are not rated for any KRR or sub-KRR due to circumstances beyond control of employee. Performance for employees on Family Medical Leave, Family Illness Leave or where work is only partially-performed due to circumstances beyond the control of the employee is pro-rated depending upon measurement. (4.5.8)
	[  ] DME     [  ] ME
	

	Written summation of direct report’s performance for the year is addressed in Final Overall Performance Summary. (4.5.9)
	[  ] DME     [  ] ME
	

	Final Overall Performance Summary summarizes performance for the year including achievements, expectations for new year and any unsatisfactory issue(s) needing improvement specifying what improvement(s) is needed from the direct report (4.5.9)
	[  ] DME     [  ] ME
	

	Scoring for each KRR/subKRR must be fair/objective (4.5.10)
	[  ] DME     [  ] ME
	

	PIP issued for any KRR or subKRR rated DNME (4.5.11)
	[  ] DME     [  ] ME
	



	4.5 Should or May
	Produced as Expected
	Comment

	At least some supervisor comments should include opportunities for improvement or personal/career development. (4.5.7)
	[  ] DME     [  ] ME
	



	4.6 Pre-Appraisal Conference
	Produced as Expected
	Comment

	Management team reviews all drafts of written performance appraisals to determine if meets compliance and for fairness/ consistency
	[  ] DME     [  ] ME
	

	Pre-appraisal conferences held final week prior or the first week of the new performance appraisal year 
	[  ] DME     [  ] ME
	



	4.7 Final Performance Appraisal Conference
	Produced as Expected
	Comment

	Performance log sent to employee in advance of conference (4.7.1)
	[  ] DME     [  ] ME
	

	Face-to-Face (4.7.2)
	[  ] DME     [  ] ME
	

	Supervisor reviews performance log during conference with employee (4.7.3)
	[  ] DME     [  ] ME
	

	Employee signs and dates following statement on performance log: “My performance log was shared and reviewed with me by my immediate supervisor at my final evaluation” (4.7.4)
	[  ] DME     [  ] ME
	

	Employee given opportunity to make written comments on final appraisal for each KRR and Final Overall Performance Summary (4.7.5)
	[  ] DME     [  ] ME
	

	If employee chooses not to write comments then instructed to write “none” or “no comment” (4.7.5)
	[  ] DME     [  ] ME
	

	Final written evaluation signed by employee, supervisor and supervisor’s supervisor (4.7.6)
	[  ] DME     [  ] ME
	

	Supervisor’s supervisor verifies if employee refuses to sign written evaluation (4.7.7)
	[  ] DME     [  ] ME
	

	Supervisor digitally images final appraisal with all required signatures (4.7.8)
	[  ] DME     [  ] ME
	

	Supervisor provides bureau chief and employee with electronic copy of final appraisal (4.7.8)
	[  ] DME     [  ] ME
	

	Supervisor and bureau chief maintain electronic copies of final appraisals on their computer hard-drive (4.7.9)
	[  ] DME     [  ] ME
	

	Completed and signed final written performance appraisal delivered to HR office by designated date (4.7.10)            
	[  ] DME     [  ] ME
	



	4.8 Work Plan Review
	Produced as Expected
	Comment

	Supervisor reviews new work plan at conclusion of appraisal conference and employee signs and dates statement: “My supervisor has reviewed with me my work plan and I fully understand what is expected.” (4.8.1)
	[  ] DME     [  ] ME
	



	4.9 Productivity Reports
	Produced as Expected
	Comment

	Productivity reports are provided to all employees at least quarterly
	[  ] DME     [  ] ME
	



	4.10 Performance Logs
	Produced as Expected
	Comment

	Supervisors frequently observe and evaluate direct reports to “id” opportunities for employee development and job performance improvement including job-required skills, personal and dimensional skills (4.10.1)
	[  ] DME     [  ] ME
	

	Regular documentation of at least 10 entries but “regular” also means supervisor has enough entries to make informed judgment regarding direct report’s performance for year, especially on dimensional issues (4.10.2)
	[  ] DME     [  ] ME
	

	Each log entry identifies source, rating, applicable KRR, subKRR and/or dimension (4.10.3)
	[  ] DME     [  ] ME
	

	A single log entry generally applies to only one KRR,  subKRR or dimension especially if “Work On” (4.10.4)
	[  ] DME     [  ] ME
	

	Notations clearly written and fully explanatory (4.10.5)
	[  ] DME     [  ] ME
	

	For probationary employees and new employees with prior state service, must make notations on training progress according to training procedure and must note performance reviews at least three times during 24-month probationary period (4.10.6)
	[  ] DME     [  ] ME
	

	Performance logs are reviewed and critiqued twice annually at interim and final by supervisor’s supervisor and documented accordingly (4.10.7)
	[  ] DME     [  ] ME
	



	4.11 Interim Appraisal Conference
	Produced as Expected
	Comment

	Conducted in the seventh month of the performance appraisal year. Performance year beginning April 1 in October; performance year beginning May 1 in November (4.11)
	[  ] DME     [  ] ME
	

	Performance log sent to employee in advance of conference (4.11.1)
	[  ] DME     [  ] ME
	

	Face-to-Face (4.11.2)
	[  ] DME     [  ] ME
	

	PIP issued for any KRR or subKRR rated DNME (4.11.3)
	[  ] DME     [  ] ME
	

	Supervisor reviews performance log with employee (4.11.4)
	[  ] DME     [  ] ME
	

	Employees signs and dates following statement: “My performance log was shared and reviewed with me by my immediate supervisor at my interim evaluation” (4.11.4)
	[  ] DME     [  ] ME
	

	Complete at least Interim Performance Summary. The interim summary summarizes performance for the first six months including achievements, expectations for next six months and then any unsatisfactory issue(s) needing improvement specifying what improvement(s) is needed from the direct report (4.11.5)
	[  ] DME     [  ] ME
	

	Employee given opportunity to make written comments on Interim Performance Summary (4.11.6)
	[  ] DME     [  ] ME
	

	If employee chooses not to write comments then instructed to write “none” or “no comment” (4.11.6)
	[  ] DME     [  ] ME
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