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Jewish Family Service Employee Development Plan

One of the requirements for students enrolled in the Nonprofit Management
Fundamentals course at the University of San Diego (USD) is to establish a working relationship
with a nonprofit organization and complete a governance project. Working as consultants on
behalf of the USD Nonprofit Leadership program, Brenda Bothel, Dorothy O’Hagan, and Karen
Gould partnered with Jewish Family Service (JFS) in San Diego, California to redesign and
implement a new employee performance evaluation process. The following pages document the
steps taken and research used by the USD consulting team in order to come up with a new
employee evaluation process for JFS which will be referred to as the Employee Development

Plan.
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December 3, 2008

Ms. Pat Libby

University of San Diego

Nonprofit Leadership and Management Program
5998 Acala Park

San Diego, CA 92110

Dear Ms. Libby:

I want to take this opportunity to let you know what an excellent job Brenda
Bothel, Karen Gould and Dorothy O'Hagan did for Jewish Family Service of
San Diego, “JFS”. This team, who are in the EDLD 501 ~ Fundamentals of
Nonprofit Leadership and Management class, are true role models for
leadership in action.

JFS has not performed employee evaluations in two years. We wanted to
implement a better system to evaluate, mentor and foster a more meaningful
experience for our employees. Brenda, Karen and Dorothy helped JFS reach
the next level in our approach to employee evaluations and development.

The amount of research the team did was evident in the professional
presentation backed up with supporting data that will enable us to move
forward with a new Employee Development Plan, “The Plan.” The team
worked closely with staff and came back to JFS with a development plan
which is far superior to anything we have used in the past. They presented the
development tool in both Word and Excel for easy use by staff. They aiso
developed a training presentation for senior staff to use in the roll out of The
Plan.

We did the first presentation of The Plan to management staff at our monthly
meeting and all were impressed with the new plan and the ease of use. The
development tool will be used by all employees starting December 15, 2008.
This partnership was truly a wonderful success.

Sincerely,
Jj’f ynn - '/j [ S i
oL & /Qf/uazf&'
Guinevere A. Kerstetter

Chief Financial Officer

Jewish Family Service of San Diego
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I. About JFS



CELEBRATING 90 YEARS

Jewish Family Service

One Source for a Lifetime of Help

«

Jewish Family Service

one source for a lifetime of help

wwwjfssd.org

Special Programs/Services

¢ Adoption Alliance (adoptionalliancesd.org):

International homestudies, post-placement studies,
parent education, consultations, groups, referrals

....................... (858) 637-3060

e Chaverim: Matches Jewish individuals
diagnosed with mental illness with Jewish
adult mentors............. (858) 637-3010

¢ Economic Crisis Response: Offering support
and networking groups, workshops, and forums
for those struggling with financial crisis
....................... (858) 637-3392

¢ Fire Support: Long-term recovery assistance
for individuals and families affected by the San
Diego wildfires of 2007 .. ... (800) 295-4254

¢ Hand Up Youth Food Pantry:
Distributes food to low income and homeless
individuals and families at multiple sites in San
Diego County. Provides a unique opportunity for
youth and groups to volunteer in the pantry
....................... (858) 637-3088

® HFLA (Hebrew Free Loan Association)
& Argen Loan:
Assists individuals in the Jewish community
to become self-supporting through interest-free
loans ................... (858) 637-3228

e HIV Services: Intervention Case Management,
psychiatric and counseling services for HIV+
individuals with substance abuse problems

....................... (858) 637-3020

¢ Jewish BIGPals: Matches Jewish boys & girls
from single parent and non-traditional families
with adult mentors . ........ (858) 637-3090

¢ Patient Advocate: Protects the rights of
individuals living with mental illness
....................... (800) 479-2233

¢ Project CHAI (Creating Hope, Advocacy &
Inclusion): A Jewish social and educational
group for adults (18+) with developmental
and physical disabilities. . . . . . (858) 637-3010

¢ Project SARAH (Stop Abusive Relationships
at Home): Family abuse services, outreach,
education, crisis intervention, and counseling
....................... (858) 637-3200

¢ Russian Jewish Community Services:
Provides Jewish education, community building,
and care management for Russian Jewish
community............ (858) 637-3228

¢ Supporting Jewish Single Parents
(supportingjsp.org): Advocacy, support,
connection within the Jewish community
....................... (858) 637-3080

¢ Talking About Tina: Support group in English
and Spanish for men who use methamphetamine
and are HIV+ or at high-risk of contracting
HIV....ooo.. (858) 637-3020

ABOUT JFS

Jewish Family Service of San Diego (JFS) was founded in 1918 by a consortium
of women's clubs who sought to address the myriad of human needs of the
time. Today, JFS is a comprehensive human services organization with locations
throughout San Diego County and in Palm Springs. From its early grassroots
origins, the agency now serves more than 30,000 people annually. Discover
upcoming events, more information about programs, and why JFS is One Source

for a Lifetime of Help at www.jfssd.org.

OUR MISSION: Strengthen the individual, enhance the family,
protect the vulnerable, with human services based on Jewish values.

President, Board of Directors
Ron S. Zoliman

Chief Executive Officer
Jill Borg Spitzer, ACSW, LCSW

Case Management Services
Client Intake and Information. . . (877) 537-1818

e Crisis Case Management — Assistance with
emergent needs such as food, transportation,
finances, shelter, medical/dental resources, and
employment. Also responds to sudden family or
individual crisis situations

Psychiatric Case Management — For individuals
diagnosed with a mental illness who need assistance
with basic needs, funding issues, advocacy, supportive
intervention and management of daily living
Intensive Psychiatric Case Management —
Serves Jewish clients diagnosed with a mental illness
by assisting them with managing their symptoms,
connecting them with appropriate community
resources, closely monitoring their status and
maximizing their ability for independent living
Military Outreach — Provides supplemental food
and emergency financial assistance to low-income
active duty military and their families

Counseling Services

Client Intake and Information. . . (877) 537-1818

e Counseling
Individual (child/adolescent/adult), couples, family, and
group treatment; and psychological testing available in
Kearny Mesa, Encinitas, Rancho Bernardo

¢ Mood Disorder Program
Specialized counseling and support groups for Jewish
individuals who are dealing with depression, bipolar
disorder, anxiety, or other mood disorders

® Support Groups
Available at several locations throughout SD County
Separation & Divorce, Female Survivors of Family
Violence, Psychotherapy Group for Men & Women,
Prepare for Marriage Program, Women in Transition

¢ Ombudsman Program
Provides advocacy services for residents of Edgemoor
Skilled Nursing Facility for seriously ill individuals
requiring a high level of care . .. .. (858) 637-3355

Donation Programs

¢ Furniture Donation Program: Accepts furnishings
of any kind (24 hours—7 days a week)
........................... (619) 563-5232
* CARS (Charitable Auto Resources):
Turn your car into care—Vehicle donation program
benefiting JFS............ .. ... (877) JFS-GIVE
¢ Ways to Give: P33
Learn more about the JFS annual campaign, Friends

of the Family, endowment funds, and estate gifts
.......................... (858) 637-3034

Coachella Valley Shelter Services

¢ Coachella Valley Services and
Overnight Shelter (CV-SOS) Program:
A shelter and case management program for
situational homeless
....................... (760) 328-7711

e Desert Horizons SOS: Transitional housing and
supportive services for homeless individuals
....................... (760) 327-4394

¢ Nightengale Manor: An emergency shelter for
families with children
....................... (760) 318-0071

(over)



Jewish Family Service

One Source for a Lifetime of Help

www.jfssd.org

Older Adutt Services
Intake, Information, and Referral for all Older
Adult Programs . ......... (858) 637-3040

Turk Family Center

e Geriatric Care Management: Provides
comprehensive assessment, plan of care, coordination
of services, consultation, advocacy and referral

....................... (858) 637-3040

e Serving Older Holocaust Survivors
Program (SOS): Provides care
management, home care, and emergency assistance
services for low-income Jewish Holocaust survivors

....................... (858) 637-3040

COo-0oP

(Creating Opportunities for Older Persons)
Support for communities aging in place

Town Park Villas . ............ (858) 453-0182

Creekside Meadows . ......... (619) 445-2480

College Avenue Older Adult Services
(Located at Beth Jacob Congregation)
o Older Adult Activity Center:
(Monday— Friday, 8:00am—4:00pm)
Daily activities, weekly outings, exercise, computer
classes, and hot kosher lunches . . . .(619) 583-3300
e Senior Nutrition: Kosher kitchen and
lunch programs ........... (619) 286-1543
¢ Foodmobile: Home delivered kosher meals and
friendly visits to seniors and younger homebound
disabled adults ........... (619) 229-2390
o JFS Fix-it Service: Free home repairs for
low-income seniors ... (619) 583-3300, x321

North County Inland Older Adult Center
(Located at Temple Adat Shalom)
(Monday & Wednesday, 10:00am—3:00pm)
(Thursday, 10:00am—12:00pm)
Daily activities, classes, discussions, and hot kosher
lunches................... (858) 674-1123

University City Older Adult Center
(Located at Congregation Beth Israel)

(Tuesday-Thursday, 10:00am—2:00pm)
Daily activities, classes, discussions, and
hot kosher lunches . ......... (858) 550-5998

On the Go.......(877) 63-GO-JFS (46-537)

o Rides & Smiles® - individual transportation by volunteer
drivers to necessary medical and personal appointments

© On the Go Shuttles - group transportation to shopping

destinations, JFS Older Adult Centers, synagogues,
Jewish Community Center

® On the Go Excursions - group transportation to
organized activities and community events

Volunteer Services

Volunteers are the heart of JFS and provide administrative

assistance and direct service . . . .(858) 637-3050

Parenting and Youth Services

Information on all Parenting and Youth Services
....................... (858) 637-3300

e Golden Hill: An on-site, school-based counseling
program geared toward at-risk-youth at Golden Hill
Elementary

e CHAMP (Children Are More Protected):
A school-based child abuse prevention program and
parenting classes

¢ Foothills Teen Family Program:
A collaborative program designed to support the
health, well-being, and education of teen parents and
their children, located in San Marcos

e Let's Play: An intergenerational program that helps
parents realize the importance of their role as teachers.
Older adult volunteers make home visits to families
with preschool-age children

e Mentoring Mothers: Matches mature
adult women with teenage mothers attending school

¢ JFS Parent Education: Provides parent education for
parents with children ages 5-adolescence

o Peaceful Parenting: Provides parent education,
coaching, and early learning support for parents with
children ages 0-5

e Preschool in the Park: A school readiness
program for residents of Escondido and San Marcos
with children ages 1-4

¢ Youth Assessment and Development (YAD):
An early intervention program for Jewish preschools
that provides support to children, parents, and teachers

Jewish Healing Center

Provides resources for the spiritual well-being
of the Jewish community. . . (858) 637-3070

o Bikkur Holim—Friendly Visitor Program:
Sends friendly visitors to the isolated Jewish elderly
andill ... (858) 637-3071

e CCLC—Caring Community Living with Cancer:

Support groups for those affected by cancer and their
lovedones................ (858) 637-3070

Refugee Resettlement Services

¢ Refugee Resettlement: Financial support, job
readiness, and acculturation
.......................... (858) 637-3030
¢ Family Strengthening: Promoting healthy
relationships and marriages in refugee communities
.......................... (858) 637-3359
¢ Shalom: Monthly Russian magazine
.......................... (858) 637-3082

e Prins Program: Pro-bono legal assistance for new
asylum seekers . .............. (858) 637-3038

Office Locations

Monday - Thursday, 8:30am-5:00pm
Friday, 8:30am-4:00pm
Headquarters - Turk Family Center

P (858) 637-3000 * F (858) 637-3001

8804 Balboa Avenue

San Diego, CA 92123

North County Coastal Office

P (858) 637-3300 e F (858) 637-3301
285 N EI Camino Real #218

Encinitas, CA 92024

North County Inland Office

P (858) 674-6441 e F (858) 674-6491
16486 Bernardo Center Drive #268
San Diego, CA 92128

Integrated Services Program

P (619) 325-0522  F (619) 325-0408
2700 Adams Avenue #102

San Diego, CA 92116

Patient Advocate

P (800) 479-2233
2710 Adams Avenue
San Diego, CA 92116

College Avenue Older Adult Services
P (619) 583-3300 o F (619) 583-3303
4855 College Avenue ® San Diego, CA 92115

North County Inland Older Adult Center
P (858) 674-1123 e F (858) 674-1124
15905 Pomerado Road ® Poway, CA 92064

University City Older Adult Center
P (858) 550-5998 e F (858) 550-5997
9001 Towne Centre Drive

San Diego, CA 92122

CO-OP (Creekside Meadows)

P (619) 722-1200 o F (619) 722-1331
1750 Amold Way

Alpine, CA 91901

CO-OP (Town Park Villas)

P (858) 453-0182  F (858) 453-1601
6316 Gullstrand Street

San Diego, CA 92122

On the Go

P (877) 63-GO-JFS @ F (619) 220-8498
2525 Camino Del Rio South, Suite 265
San Diego, CA 92108

Rides & Smiles®

P (858) 391-0033 ® F (858) 391-0033
13094 Civic Center Drive

Poway, CA 92064

Desert SOS Office

P (760) 327-4394 o F (760) 327-4516
1733 N. Palm Canyon Dr,, Suite A
Palm Springs, CA 92262

Nightengale Manor

P (760) 318-0071 e F (760) 318-0779
2951 N De Anza Road

Palm Springs, CA 92262

CV-SOS Office

P (760) 251-1500 o F (760) 251-1550
19531 McLane St

Palm Springs, CA 92258

(over)
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Step One:

JFS Employee Development Plan
Process Outline

Meet with team to distribute Employee Personal Review

Step Two:

Explain Employee Development Plan process
Distribute updated Job Description
Employees turn in Personal Review to their supervisors

Supervisors complete Employee Development Plans

Directors must review completed plans with coordinators before
their individual meetings with employees

Directors/Coordinators schedule individual meetings with
employees

Provide the employee with the completed Employee Development
Plan one day before the meeting. Do not give out on a Friday
Review Job Description with employee, make changes as needed
Employee Development Plan need to be completed and signed by
supervisor and employee

Step Three:
Once Employee Development Plans are completed

Provide employee with one copy
Keep a working copy for your file
Update Job Description, send electronically to HR
Senior Director signs and returns originals for entire department
along with personnel update forms to Human Resources, including:
* Personnel Update
» Updated copy of Drivers License
» Updated copy of Car Insurance
» Updated copy of professional license (if applicable)
* Pre-designation of physician for Workers Compensation (if
desired)

Step Four:
Schedule meeting to review “Progress Towards Goals” (6 months later)

Check-in on goals and continuing education and/or training
Note any progress or agreed upon changes
Turn in to Human Resources with signatures

* Employee

* Supervisor

» Senior Director



Employee: Job Title:
Department: Review Period:

Employee Development Plan

Completed Annually o or 90 Day for New Hires o
Instructions:

Effective supervision of job performance is an on-going process. Annually each supervisor
provides a summary of progress toward meeting job expectations and last year’s goals. This form
is to be used annually or after the first 90 days of employment at JFS, to set up a development
plan and semi-annually during the year to check in with progress.

Part | — Job Success Factors
These include knowledge, skills and basic competencies. Rate each factor based on performance
during the period identified above.

Part Il — Last Period’s Goals

Rate the progress made on each of the goals established at the beginning of the period. Also
include any new goals established during the evaluation period and note any modifications to the
original goals.

Part lll - Next Period’s Goals
Enter the performance goals for the next period to be reviewed. Individual goals and objectives
should align with those of the job description and professional growth.

Part IV — Continuing Education and/or Training

Enter any actions that will be taken by the employee or manager to support the goals indicated in
Part Il above, or specific job success factors in Part I. The plan may include career growth, job
mastery, or actions to correct performance.

Part V — Progress towards Goals
Review employee development plan twice yearly. Note progress and any agreed upon changes.

Rating Scale*:

EE Exceeds expectations
Performance consistently exceeded expectations in all essential areas of
responsibility, and the quality of work overall was excellent. Annual goals were
met and/or exceeded.

ME Meets expectations
Performance consistently met expectations in all essential areas of
responsibility, at times possibly exceeding expectations, and the quality of work
overall was very good. The most critical annual goals were met.

IN Improvement needed
Performance did not consistently meet expectations — performance failed to
meet expectations in one or more essential areas of responsibility, and/or one or
more of the most critical goals were not met. A specific plan to improve
performance must be outlined in Section 1V, including timelines, and monitored
to measure progress.

*The inclusion of goals is typically a consideration in assessing the overall rating.



Employee:
Department:

Job Title:
Review Period:

Partl. Job Success Factors
Rating
(Check Box)

Factors

Comments

EMPLOYEE COMPETENCIES

EE

ME

IN

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Stewardship & Managing Resources
Demonstrates accountability and sound judgment in managing agency
resources in open and effective manner, appropriate understanding of
confidentiality, agency values and mission; adheres to policies,
procedures, and safety guidelines. Understands and creates or follows
budgets and regulatory mandates from funders

3. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

4. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

5. Organization & Efficiency
Achieves agency assignments within timelines and resources; scopes,
plans and schedules work; sets priorities and goals; anticipates and adjust
for problems; evaluates workloads; follows-up on assignments; measures
and evaluates performance against goals

6. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

7. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going well; takes initiative to make improvements

8. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

9. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible

10. Service focus
Values the importance of delivering high quality, innovative service to
internal and external clients; understands the needs of the client;
customer service focus; shares accountability for results provided




Employee: Job Title:
Department: Review Period:

11. Strategic Planning
Understands big picture and aligns priorities with broader goals, measures
outcomes, uses feedback to redirect as needed, evaluates alternatives,
solutions oriented, seeks alternatives and broad input; can see connections
within complex issues

12. Managing People
Coaches, evaluates, develops, inspires people; sets expectations,
recognizes achievements, manages conflict, aligns performance goals with
agency goals, provides feedback, group leadership; delegates

13. Clinical, Technical, and/or Business Skills
Possesses the clinical, technical and/or business knowledge and skills to
do the job at a high level of accomplishment. Applies skills effectively;
picks up and learns new skills quickly; keeps up with new technology;
demonstrates interest in and accountability to the functions of the job

Part ll. Last Period’s Goals
Rate the progress made on each of the goals established at the beginning of the period that are contained in
last year's job description and/or any new goals established prior to this review. Note any modifications to
the original goals.

Goal Rating Comments
EE | ME | IN
1.
2.
3.
4.




Employee: Job Title:
Department: Review Period:

Part lll. Next Period’s Goals

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align
with those in the job description and areas of professional growth.

Goal #1

Measure of success:

Goal # 2

Measure of success:

Goal #3

Measure of success:

Goal #4

Measure of success:

Goal #5

Measure of success:

Progress toward meeting these goals will be reviewed semi-annually.

Part IV. Continuing Education and/or Training

Signatures:
Employee: Date:

My signature indicates that | have received a copy of this plan.

Supervisor: Name;
Signature: Date:

Senior Director: Name:
Signature: Date:

The employee is to receive a copy of the completed development plan
and one copy shall be placed in the personnel file.




Employee: Job Title:
Department: Review Period:

Part V. Progress towards Goals
Meet semi-annually with employee and review progress towards job success factors, goals, and
professional development plan. Note the date of meeting, discussion points, and signatures in area
provided. If additional area is needed, attach another page.

Date:

Discussion Points:

Signatures:
Employee: Date:

Supervisor: Name;

Signature: Date:

Senior Director: Name:

Signature: Date:

The employee is to receive a copy of the completed progress towards goals and one
copy shall be placed in the personnel file.



Employee: Job Title:
Department: Review Period:

Employee Personal Review

PartI. Job success factors:

Preparation of the employee development plan is an interactive process where there is an
exchange of information between you and your supervisor. Please provide your supervisor with
information related to your performance in any of the job success factors noted below.

EMPLOYEE COMPETENCIES Comments

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Stewardship & Managing Resources
Demonstrates accountability and sound judgment in managing agency
resources in open and effective manner, appropriate understanding of
confidentiality, agency values and mission; adheres to policies,
procedures, and safety guidelines. Understands and creates or follows
budgets and regulatory mandates from funders

3. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

4. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

5. Organization & Efficiency
Achieves agency assignments within timelines and resources; scopes,
plans and schedules work; sets priorities and goals; anticipates and adjust
for problems; evaluates workloads; follows-up on assignments; measures
and evaluates performance against goals

6. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

7. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going well; takes initiative to make improvements

8. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

9. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible




Employee: Job Title:

Department: Review Period:

10. Service focus
Values the importance of delivering high quality, innovative service to
internal and external clients; understands the needs of the client;
customer service focus; shares accountability for results provided

11. Strategic Planning
Understands big picture and aligns priorities with broader goals, measures
outcomes, uses feedback to redirect as needed, evaluates alternatives,
solutions oriented, seeks alternatives and broad input; can see connections
within complex issues

12. Managing People
Coaches, evaluates, develops, inspires people; sets expectations,
recognizes achievements, manages conflict, aligns performance goals with
agency goals, provides feedback, group leadership; delegates

13. Clinical, Technical, and/or Business Skills
Possesses the clinical, technical and/or business knowledge and skills to
do the job at a high level of accomplishment. Applies skills effectively;
picks up and learns new skills quickly; keeps up with new technology;
demonstrates interest in and accountability to the functions of the job

Part Il. Goals:
Provide an assessment of your success in reaching the goals set at the beginning of the last
review period.

Goal Comment

Parts Ill and IV. Next Period’s Goals and Training/ Education

Describe goals that you would like your supervisor to consider. Include training and other
development activities that you believe are relevant to achieving these goals and important to
your job performance.




Employee: Job Title:
Department: Review Period:

Part V. Employee Feedback

What changes in the nature of your position could be made to improve your
effectiveness?

List any personal and/or professional accomplishments you would like to share:

¢ What suggestions do you have in regard to Jewish Family Service as a whole?

Comments:
List any topics, issues, or problem areas that you wish to discuss with your supervisor during your
review.
Signature:
Employee: Date:




III. Training and
Implementation



Jewish Family Service of San Diego
Management Meeting Agenda
December 2, 2008
8:30 a.m.-10:30 a.m.

"TIME l PRESENTER ] AGENDA ITEM

Minute Taker: Marcie Lucas

5 min | Alan Approval of Minutes from November 4, 2008
5 min | Etleva Story / Client Letter
10 min | Linda CQI Presentation Schedule
15 min | Sally M. Emergency Response — staff home phone numbers
Facility — Agency-wide cleanup effort; parking at TFC; kitchen duty [TFC only]
15 min | Cheryl Internal cross referral
10 min | Helene New Hires

40 min | Helene & | Employee Development Plan
Brenda

30 min | Debra CQI: Community Case Management

Inreach Coordination

Discussion Items

NEXT MANAGER'S MEETING: JANUARY 6, 2009



Employee Development
Process

Presented by:
Brenda Bothel and Helene Sherman

December 2, 2008

JFS Mission

Strengthen the individual, enhance the
family, protect the vulnerable, with human
services based on Jewish values.

Process Objectives

Create a living, evolving development tool

Use to align supervisor and employee on
goals, results and next steps

Involve employees in designing, delivering
and assessing their work

Identify strengths and areas of opportunity

Create a user-friendly document and
process

12/11/2008
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Employee Development Plan
(EDP)

Employee
Development Plan

* What it is not:
— This is not an evaluation
e What it is:
— Structured feedback meetings between
supervisor and employee
— Opportunity to align on goals and projects
— Discussion of strengths and training
opportunities related to job skills
— ldentification of progress made and/or
corrective actions that need to be taken

Key Elements of the
Employee Development Plan

Five components of the Development Plan
—Job Success Factors

— Last Period’s Goals

— Next Period’'s Goals

— Continuing Education and/or Training

— Progress Towards Goals

Employee Personal Review

New Rating System




Rating

« Rating system is not a “grade” or “score”

» Rating system summarizes whether or not
employee is on track
— Exceeds Expectations (EE)
— Meets Expectations (ME)
— Improvement Needed (IN)
Ratings applied to goals and job success
factors

Exceeds
Expectations

» Exceeds expectations in ALL essential
areas of responsibility

« Quality of work overall was excellent

» Annual goals were met and exceeded

The employee consistently goes above and
beyond in the skill or goal

Meets
Expectations

Consistently met expectations in all
essential areas of responsibility

At times exceeded expectations
Work overall was very good
Most critical annual goals were met

The employee is doing a good job
in the skill or goal

12/11/2008




12/11/2008

Improvement
Needed

» Performance did not consistently meet
expectations

« Failed to meet expectations in one or more
essential areas of responsibility

« One or more of most critical goals were
not met

Requires documentation with specific
actions and timeline to monitor progress

Components of the
Employee Development Plan

Part I:
Job Success Factors

« 13 skills and basic competencies related to
measurable objectives in job description
— Rating: indicate with “x”
— Comments: write strengths or opportunities for

growth

If the Job Success Factor doesn't apply to
employee, note “N/A” in Comments section
Specific comments must be written for
ratings of “EE” or “IN”




12/11/2008

Part II:
Last Period’s Goals

« Rate progress made on previous goals
— Rating: indicate with “x”
— Comments: results, accomplishments, next
steps, etc
Supervisors need to ensure that employees
know which goals will be reviewed
— Measurable Objectives from job description
— Goals established in last review

Specific comments must be written for ratings
Of ILEEH Or HlNH

Part lll:
Next Period’s Goals

« ldentify goals for the next period
— Measurable goals from job description
— Employee’s professional growth goals
Include measure of success

Must be discussed and agreed upon with
employee

Part IV:
Continuing Education
and/or Training

Actions that will be taken by employee
and/or supervisor to support:

— Upcoming Goals identified in Part Il

— Job Success Factors identified in Part |

May include career growth, job mastery or
actions to correct performance




Part V: Progress
Towards Goals

e What it is:
— A six-month review of Employee Development
Plan with employee to ensure on track

— Note any progress or agreed upon changes

* What it is not:

— A time to re-do entire Employee Development
Plan, ratings, goal setting, etc.

Employee
Personal Review

Increases employee engagement

A help to supervisor when completing the
Development Plan

An employee’s time to “shine”

Similar structure as Employee
Development Plan but without ratings
Open-ended questions for feedback about
job and organization

Timeline

» December 39 — Begin meeting with teams to
distribute Employee Personal Review
— Explain new Employee Development Plan
process
— Distribute updated job description
» On or before December 15t — Employees
turn in Personal Review to their supervisors

12/11/2008
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Timeline

December 16t through January 14t:

— Supervisors complete Employee
Development Plans

— Directors must review completed Plans with
coordinators before their individual meetings

— Directors/Coordinators schedule individual
meetings with employees

Important Note

Provide the employee with the completed

Employee Development Plan one day
before the meeting.

Do not give out on a Friday.

Timeline

 January 15" — Employee Development
Plans need to be completed and signed by
supervisor and employee
— Provide employee with one copy
— Keep a working copy for your file

— Senior Director signs and returns originals for
entire department along with personnel
update forms to Human Resources




Additional Document
Due Jan. 15, 2009

e Turn in to Human Resources with the

completed Employee Development Plan
— Personnel Update 2009

— Updated copy of Drivers License
— Updated copy of Car Insurance

— Updated copy of professional license (if
applicable)

— Pre-designation of physician for Workers
Compensation (if desired)

Timeline

e June/July — Schedule meetings to review
Progress Towards Goals (Section V)

— Check-in on goals and continuing education
and/or training

— Note any progress or agreed upon changes

Turn in to Human Resources with signatures
— Employee

— Supervisor

— Senior Director

“Don’t do annual reviews if
that's all the time spent on
performance management.
Performance management is about
ongoing performance conversations
That's the only way to support
Improvement.” career suilder.

12/11/2008




MEMORANDUM

TO: JFS Leadership Team

FROM: USD Consultants
Brenda Bothel, Dorothy O’Hagan, Karen Gould

RE: Recommendations to incorporate Employee Development Plan into
JFS policies and procedures

This Memorandum outlines our recommendations to incorporate the Employee
Development Plan (EDP) into JFS policies and procedures. The most important topics
include:
e JFS Personnel Practices Handbook
Initial Training
New Hires
Biannual Review of Progress Towards Goals
Annual Employee Development Plan Process
Management Feedback

JFS Personnel Practices Handbook

The current JFS Personnel Practices Handbook addresses an initial introductory period of
three months at the “Commencement of Employment” (Section J-1) and the “Employee
Job Performance” (Section K). We suggest the following additions or changes in order to
incorporate the new Employee Development Plan process:

Section J-1. Commencement of Employment

The current handbook makes no mention of a personnel review at the end of the three-
month trial period. However, in the discussion with the JFS Leadership Team, we have
determined that at the end of an employee’s first three months, an initial EDP will be
created to documents goals. Therefore, we suggest the incorporation of the following
language after Paragraph Three:

“At this time, the supervisor shall meet with the employee to document the employee’s
goals and objectives in the Employee Development Plan format. In addition, the
supervisor should review the job description with the employee to ensure that the
documented objectives are relevant and to revise the job description, as needed. The
employee and supervisor will both sign the EDP format, and a copy will be kept by the
employee, supervisor and Human Resources.”



Section K. Employee Job Performance

Given the change in the review process — from an “evaluation” to an “Employee
Development Plan,” we suggest creating new language which highlights this new focus.
In addition, the current handbook states that “a performance review... will be a factor
considered in determining any changes in compensation.” However, the JFS Leadership
has explicitly stated that the performance reviews are not tied to salary increases.
Therefore, we suggest incorporating the following language (in bold) to the current
section:

“The Agency wants employees who have the desire and the ability to perform their work
properly and to produce quality work. To provide feedback in this regard, the Agency
will conduct bi-annual Employee Development Plan meetings for supervisors and
employees. The objective of the Employee Development Plan is to align on goals or
projects, discuss strengths and training opportunities related to job skills, and to
identify progress made or corrective actions that need to be taken. In addition,
during the Employee Development Plan process, the employee’s job description will
be reviewed and revised, if necessary. If an employee’s performance does not meet
standards that are expected, the Agency will attempt to provide feedback about any such
problems. Willful unsatisfactory job performance, excessive unsatisfactory job
performance, or continued unsatisfactory job performance after being advised of said
problems may result in an employee’s termination. Unsatisfactory job performance may
also result in written warnings and, if performance does not improve, probation or
demotions. Nothing in this Handbook is intended to alter the at will status of
employment with The Agency. Satisfactory performance reviews, increases in
compensation, and the absence of discipline do not alter the at-will employment
relationship.”

Initial Training

On December 2, 2008, a 45-minute training session took place with the JFS Management
Team. The training included the following points:
e Explanation of the objectives of the project that was undertaken to review and
revise the evaluation process
e Employee Development Plan — what it is and what it is not
e Components of the Employee Development Plan including a detailed review of
the instructions, rating scale and each section in the EDP document
e Process steps, responsibles and timeline for December 2008/January 2009 review
period
e Explanation of 6-month review of Progress Towards Goals
e Period for questions and open discussion

All documents reviewed in the management training were posted in a public folder so
that supervisors can have access to the Employee Development Plan format, instructions
and training presentation at any time.



New Hires

Three months after an employee is hired, Human Resources will contact the supervisor to
fill out Section I11. Next Period’s Goals and, if applicable, Section 1VV. Continuing
Education and/or Training. As should be documented in the Personnel Practices
Handbook, the supervisor must provide a copy to the employee and Human Resources,
and must keep a copy for their files.

Six-Month Review of Section V. Progress Towards Goals

The initial training for the Management Committee took place on December 2, 2008,
with the process completion date on January 15, 2009. In June 2009, and every June
thereafter, the Human Resources department will contact all supervisors to conduct the
review of Section V. Progress Towards Goals. Human Resources should provide a 30-
day time period in which the supervisor and employee review the Employee
Development Plan and note any progress made or adjustments needed. In addition, if the
employee job description needs to be updated, it should be done at this time. The
supervisor must provide a copy of the signed Progress Towards Goals to the employee
and Human Resources, and must keep a copy for their files.

Human Resources should be sure to clearly communicate the instructions for the six-
month review. This should include a training session at the management meeting and
through e-mail communication. In addition, Human Resources should post the specific
instructions in the public folder. It is important that supervisors and employees
understand that they are not re-doing the entire Employee Development Plan process, but
are checking-in on the progress to date by completing Section V only.

Annual Employee Development Plan Process

In December 2009, and every December thereafter, the Human Resources department
will contact all supervisors to conduct the annual Employee Development Plan process.
At this time, supervisors and employees will review their performance during the
previous year and set new goals for the upcoming year.

Human Resources should host a training refresher in the management meeting to ensure
that all supervisors clearly understand the documentation and the process. In that training
meeting, the discussion should include:

e Review instructions
Review rating scale
Review each section of the Employee Development Plan
Timeline

All documents reviewed in the management training should be posted in the public folder
so that supervisors can have access to the Employee Development Plan format,
instructions and training presentation at any time.



Management Feedback

In February 2009, the management team will meet to debrief regarding the initial
Employee Development Plan process that was completed on January 15, 2009. This
meeting will be an opportunity for Human Resources to incorporate any comments or
suggestions that will make the process more effective for future review periods. Some
important areas of focus that should be discussed are how well the employees and
supervisors understood the program objective, communication of process timeline, steps
and instructions, supervisor reactions and employee comments.

In May 2009, Human Resources will meet with the management team to remind them
that the six-month Progress Towards Goals will take place in June. Human Resources
will communicate any adjustments made to the process according to the February debrief
meeting.



IV. Project Summary



Project Summary

Project Summary for Jewish Family Service
Employee Development Plan
Brenda Bothel, Dorothy O'Hagan, and Karen Gould
University of San Diego
EDLD 501
Pat Libby & Mary McDonald

December 15, 2008
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In the fall of 2008, Jewish Family Service (JFS) partnered with University of San Diego
Nonprofit Leadership and Management students Brenda Bothel, Dorothy O’Hagan, and Karen
Gould to revise and develop a new employee performance evaluation process. Employees at JFS
had not had a performance evaluation since January of 2007. For almost ten years, JFS had
struggled with finding the right process for employee performance evaluations and had used four
different forms during this time. This paper will discuss the consultation processes which lead to
the development of an Employee Development Plan for JFS. The references used in this paper
will be presented at the end of the complete project.

In the initial meeting with JFS, the consultants were told that the previous two evaluation
forms used had gone from one extreme to another. The form used in 2005 and 2006 was
abbreviated, used a rating structure of “A” through “E” that gave the impression of a school
report card, did not allow for comments or feedback in most areas, and focused specific agency
standards such as time, attendance, and dress code rather than employee skills.

After JFS leadership realized the form used in 2005 and 2006 did not meet the needs of
the organization, a new form was developed. Rather than an abbreviated format, the new form
was 10 pages long, asked 31 detailed questions as well as a series of open-ended questions. The
feedback received after the January 2007 evaluation process was poor; leadership team members
stated that the form was too time consuming and staff stated that the process was demoralizing.
JFS leadership reported to the consultant team that some leaders had advocated with doing away
with performance evaluations all together.

JFS leaders gave the consultants the following directives:

e evaluations were not tied to merit increase, nor would they be in the future

¢ the current evaluation process was too time-consuming



Project Summary 3

e evaluations were filed away and rarely referenced once completed
e one form would be preferred, but if necessary, they would consider using multiple
based on the type of position

JFS leaders stated their desire was to create a process that promoted improved
performance and communication between leadership and employees. Additionally, JFS wanted
to incorporate the objectives identified in the employees’ job descriptions into the evaluation.
Having an avenue to formally document employee strengths and weaknesses was an important
aspect of the employee performance evaluation for coaching, disciplining, and mentoring
employees.

Having a grade or score on the evaluation had proved to be problematic; merit increases
were not tied to the evaluation process so the grade seemed meaningless at all levels within the
organization. Finally, the evaluation process needed to be a user-friendly process that was
managed by front line Supervisors and Directors; Human Resources was not staffed to
coordinate the process for nearly 225 employees. The Human Resources Director provided the
consulting team with sample evaluation forms she had received back in 2006 from the AJFCA
list-serve.

Based on the feedback received from JFS leadership, the consulting team spent three
weeks researching articles, books, and sample performance evaluation forms. The Director of
Human Resources had provided the consulting team with sample evaluation forms from similar
organizations, so in addition to finding best practice examples, the team was able to review
forms from like entities. The consultant team’s University reader for the class provided sample
evaluation forms which proved to be beneficial and the sample evaluation forms contained in the

reader were used as reference points and resources.
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According to Culbert (2008), the traditional thought of performance evaluations needs to
be reconsidered. A common theme in the electronic reference material was in alignment with the
Wall Street Journal Article by Culbert and advocated for a change in the traditional performance
evaluation process. Culbert also stated that performance evaluations should be changed to
“performance previews” and “previews are problem-solving, not problem-creating, discussions
about how we, as teammates, are going to work together even more effectively and efficiently
than we’ve done in the past” (So, What’s the Alternative section, para. 3). The consulting team
agreed with Culbert and began considering renaming the evaluation process and eventually
ended up with the name “Employee Development Plan” which seemed to better suit the needs of
JFS.

Changing the name of the evaluation was not the solution, but provided a way to reframe
what the whole process was. This change in orientation meant that the evaluation would not
focus solely on past performance, but rather uses past experience as a way to improve the future.
Past experience needed to continue to be documented in employee evaluations so that these
documents would be beneficial for disciplinary and/or legal issues. Finally, in addition to
evaluating employee performance, the University Reader and class discussion with Professor Pat
Libby indicated an organization should consider performing an organizational review as well as
a review of the CEO or Executive Director of nonprofit organizations (Libby, 2002).

As a result of the research, the team returned to the client with three sample forms. After
discussion, a unanimous decision was made to implement the Employee Development Plan. JFS
leadership agreed with not only changing the name of the process, but changing the focus from
evaluation to alignment. The new process would provide a form of structure for supervisors and

employees to meet annually to align goals and objectives. Terms such as “action plan”,
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“growth” and “development” were the key phrases in conversation and the previous statements
that the process was a waste of time were absent from the conversation. The Employee
Development Plan would no longer be a one-sided grading session, but staff would complete an
Employee Personal Review which would help increase employee engagement as supervisors and
employees began discussing future personal and professional goals in lieu of past inadequacies
and shortcomings.

The Employee Personal Review included three open-ended questions for the employee;
(1) changes that would enable them to be more effective in their job, (2) suggestions for JFS as a
whole, and (3) personal and/or professional accomplishments that they want to share. As stated
in a class conversation with Professor Pat Libby, the consultants recommended that once the
Employee Development Plan was complete, the supervisor would forward the completed plan to
the employee one day prior to the one on one meeting so the employee would be able to come to
the meeting prepared and would allow more time to be spent exchanging conversation and
discussing the employee’s development rather than just spending time reading the completed
document.

To help the Employee Development Plan become a living document for JFS, the
recommendation was made to incorporate a six-month check-in process to the plan. This
meeting, called a “Progress Towards Goals check-in session”, would be structured and provide a
formal process for the supervisor and employee to review progress, document accomplishments,
make any necessary adjustments, and update and/or modify the plan. The six-month check-in is
an important component to reinforce the alignment objective of the program and does not require

the supervisor and employee re-do the entire review process.
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Employee job descriptions are important elements of the Employee Development Plan.
The objectives stated in the job description need to be used as the basis for determining the
employee’s goals and measuring results. The objectives listed in the job description are also the
basis for assessing the employee’s performance in the Job Success Factors section of the
development plan. Job Success Factors includes key skills that an employee needs in order to be
successful in their role. Finally, as part of the Employee Development Plan process, the
supervisor and employee need to review the employee’s current job description and make any
necessary updates and/or revisions so they may assure that the job description is also a living
document.

In order for the Employee Development Plan to truly be a success, JFS must clearly
communicate the new “alignment” philosophy to the organization. As part of this
communication plan, the consultants prepared a training session with the entire management
team to explain the objectives of and thinking behind the program, basically, what an Employee
Development Plan is and what it is not, and the details of the process.

The final Employee Development Plan format included measuring the employee’s
accomplishments versus previously stated goals (Last Period’s Goals), a review of skills
important for success (Job Success Factors), establishing upcoming goals (Next Period’s Goals),
document additional training, education or necessary corrective actions (Continuing Education
and/or Training) and a section for the six-month check-in (Progress Towards Goals).

There were several recommendations that were made to the client that they did not agree
with or decided to delay. One important recommendation was that the Employee Development
Plan should include an opportunity for the staff to evaluate the CEO and organization. The

leadership team immediately rejected the CEO evaluation, although they were very interested in
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the idea and had a long discussion about it. Instead, initially the leadership team wanted to do a
Departmental Review and Organizational Review as part of the Employee Development Plan
process. However, in the end the leadership team determined that they were not ready from a
process and organizational perspective to conduct these reviews, and decided to postpone it as a
future project that they intend to implement. The compromise was to include open-ended
questions in the Personal Review where employees could give suggestions for JFS as a whole.

Another recommendation that was made was to tie the Employee Development Plan
completion to the employee’s anniversary date. The JFS management team decided that they do
not have the staff necessary to track and coordinate different evaluation dates, and that it is more
manageable for the entire agency to be on the same annual cycle.

The Employee Development Plan was a success, judging by the client’s high-level of
satisfaction with the final product that was delivered and by the initial response at the
management meeting. The client expressed that they felt that the Employee Development Plan
achieved the goal of providing supervisors and employees with a tool that would foster
collaboration, growth and improved performance. Each member of the leadership team
commented that they liked the ease-of-use of the format. In addition, they were pleased with the
training materials provided and the implementation plan presented. The USD consulting team
gave JFS a detailed roadmap to implement the process, resulting in confidence that the

organization will obtain excellent results with the Employee Development Plan.



V. Client Meetings



a. October 20, 2008



USD Evaluation Consulting
Meeting
October 20, 2008

Present: Brenda Bothel, Karen Gould, Dorothy O’Hagan, Guin Kerstetter, Alan
Zamosky, Helene Sherman, Debra Stern-Ellis, Sheri Kirshenbaum

JFS OBJECTIVES:

Use evaluations as staff development tool

Identify strengths and weaknesses

Should be a living tool for supervision of employees (what is working, and
to document when things are not working)

Self evaluation with a similar form for evaluation, prior to review with
supervisor

Include measurable objectives

Take away numbers or grades

Do not make it too long or cumbersome to fill out

Needs to be a process that is manageable for the department manager;
not a centralized HR person to coordinate whole process

WHAT DOES NOT WORK:

Last evaluation was too long
Get filed away and never referenced or used
Process is not useful

TEMPLATE OPTIONS

Change name

Include specific measurable goals from job description

Employee first puts their evaluation comments for goals and skills list.
Includes feedback area for what they need from their manager to be more
successful (or what is working well). Ratings are surpassing, meeting or
below expectations

Manager then puts their evaluation comments and what they need more
from the employee (or what is working well)

Manager and employee review together to discuss what they can do to
best meet/improve goals with specific actions that will be taken

JOB RELATED SKILLS

computer skills, accuracy/quality of work, quantity of work/productivity,
teamwork, communication, attitude, follow policy/procedures,
confidentiality, leadership, compassion, time management/prioritization,
meeting deadlines, quick learner, creativity/innovation, professionalism,
responsiveness, independent worker, management/delegation, budget,
community relations, good judgment, reliable, responsibility, adaptability



Thoughts on Performance Evaluations
Meeting with Alan and Joel 12/14/06

1) Three measurable goals evaluated
2) Non measurable tasks evaluated
Job skills
Computer skills
Work quality, accuracy
Work quantity
Organizational skills
3) Behavior evaluated
Teamwork
Communication (other EE, Mgrs, response to e-mails and phone)
Attitude
Following policy and procedure
Attire
Attendance
Confidentiality
Leadership
Compassion????
4) Strengths and areas of improvement
4) No merit pay — limited scale (exceeds standards, meets standards, falls below
standard)
5) Easyto Complete
6) As Objective as Possible (goal should be EEs, not Mgrs)
7) Process Evaluation — continuous improvement on an individual level
8) Involve EE in process of job description. Collaborative. Buy-in.
9) Box to check for annual or initial 6 month (or periodic)
10) Initial description of the goal of the evaluation — tied into job description.
11) Training at January management meeting
12) Five types
Executive (COO, CFO, 3 Sr Directors)
Directors (Mgmt Team)
Coordinators and professionals
Clinical
Support Staff
13) Goals for upcoming year (include training needs)
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winning the subordinate’s gratitude
than at providing a candidly accurate
description.

OBJECTIVITY IS SUBJECTIVE

Most performance reviews are
staged as “objective” commentary, as
if any two supervisors would reach
the same conclusions about the mer-
its and faults of the subordinate. But
consider the well-observed fact that
when people switch bosses, they of-
ten receive sharply different evalua-
fions ‘from-the new bosses to whem
they now report.

To.me, thisdsjust further.proofthat
claiming an-evaluation can be “objec-
tive” ispreposterous, asif any assess-
mentisindependentefthat-evaluator’s
rnnt".lﬂs inthemoment. Missing are an-
>wers ‘to:questions like, “As -Feen by
whom'”’ ‘and “Spunfor what?” Imply-
ngthatan evaluationis: Ob]eCtIVE disre-

7atrds avhat everyone” knows: Where

Jou stand determmes what you seal

sase fheir reV1ews “on anonymous |
eedback r.ecelvedfrom others This #--

ent:in.awrélationship.
Asn?t “anonymots” Hu
hcker way for people to push what’s
n ‘their politicdl interests to estab-
ish, without having their biases and
aotives guestioned?

What will it take for people to re-
lly understand that any critigue is as
wch an expression of the evaluator’s
elf-interests asitis a subordinate’s at-
-ibutes-or imperfections? To my way
f thinking, the closest one can get to
ybjective” feedbackismaking an eval-
ator’s personal preferences, emo-
onal biases, personal agendas and sit-
ational motives for giving feedback
1ifficiently explicit, so that recipients
i determine what to take to heart
v themselves.

0 a'spec1flc'motlve,

ONE SIZE DOES NOT FIT ALL

- Employees all come with their own
characteristics, strong suits and im-
_perfections that they orchestrate in
every.attempt-to perform their-best.
Because no twopeople come similarly
equipped, they draw upon the unigue
pluses and minuses they were en-
dowed with at birth along with com-
pensatory assets they subsequently
developed.
~Andyet in a performance review
employees are supposed to be mea-
sured along some predetermined
checklist. In almost €very -instance
what’s being “measured” ‘has less to
do with:what an individual was focus-
ing on in attempting ‘to.perform com-
petently:and more to do-with a check-
list expert’s assumptions about what

competent people do. This is ‘why

pleasing théhoss so. gften becomes
more 1mportant thandoingagood job.
reate & posmve 1mpressmn and the

10,4 set of rhetrics that captures the

unique. qualmes of nexther ‘the -person

nor‘the job. - k
Maybe, for instance, there s a guy

who doesn’t:-voice hisviewpoint -when

. he disagrees with something said. Does
i that mean heshould be graded down
. for: bemg a conflict~avoider-~asifthe
.. 'boss’sin-your-faceaway of communicat-

ing:is superior?He may.be seen-as:do-
ing:abadjobbased solely.on.an.incom-

; patibility of styles'that may have little
- to.do with actual;performance.

PERSONAL: DEVELOPMENT
' 1SMPEDED :

The drive for improvement goes on

. in big and little ways:at work. You

would think that the person in the best
position 1o help somebody improve
would be his or her boss.

Yet, thanks to the performance re-
view, the boss is often the last person
an employee would turn to.

Why is that?

The No. 1 reason for that reluc-
tance is that employees want to turn
to somebody who understands ‘their
distinctive talents and way of think-
ing, or knows them sufficiently well
to-appreciate the reasons behind the

unigue ways they are driven to oper-
ate. By contrast, people resist help
from those who theybelieve can’t get
themin proper focus, especially when
they have tried on'many occasions to
tell them.

‘What’s more, people don’t want to
pay a high price for acknowledging
their need for improvement—which
is-exactly what they would do if they
arm the boss with the kind-of per-
sonal information he or she would
need to help them develop. It could all
come back to haunt them in the per-
formance review. No wonder the de-
velopmental .discussions the boss
wants to inject at the time of a per-
formance review so often get catego-

rlzed by Subordmates as.gun-to- the-
head infimidation requiring false ac-
quiesceﬁce lip-service ' agreement
and insincere, ‘appearance-correct-
1ng actions.

DISRUPTION TO TEAMWOGRK

Managers Can. ‘talk untﬂ they are

ensuring'thatan orgam-
zatlon FUNS effectlvely 1s thé ORE=0N-

‘mines that relatlonshm -

That's'because the performance re-
view is so-one-sided, giving the boss.all
the power. Thebossinithe performance
review thinks .of himself or ‘herself as
the :evaluator,-and :doesn’t engageiin
‘teamworkwithth ‘subordinate. Itisn’t,
“How arewegoing to worktogether as
ateam?” I’s; “Howare you, performing
forme?” It’s no “gurjoint performance
that’s at:issue; It’s.the erployee’s per-
formance that’s d'problem. L

- Al}ofwhichleadsto: inauthentic be-

. havior, daﬂy deceptlon -and a ubiqui-

tous:need for: subordmates to spin all
facté-and: v1ewp01nts in-directions they
believethebosswill find. pleasing Ttde-
feats-any.chance that the boss willhear
what subcrdinates:actually think.
Here’s a-simple-example: In.a per-
formance review, the'boss citesa sub-
ordinate’s missing ahigh-profile meet-
ing as causeforareduced rating. What
if thereasonwas something personal—
perhaps a son picked up by the'police—
that the employee doesn’t want to re-
veal? Why not reveal it? Because one-
way accountability inevitably creates
distrust. Doesthe boss self-reflect and
ask, “What did I do, or should I be-do-
ing, tobuiild up thetrust?” No, theboss .



faults the guy for secretiveness. It’s a
vicious cycle.

IMMORALITY CF JUSTIFYING
"CORPORATE IMPROVEMENT

1 believe it’simmoral to maintain
the facade that annual pay and per-
formance reviews lead to-corporate im-
provement, when it’s clear they lead
to more bogus activities than valid
ones. Instead -of -energizing individu-
als, they are dispiriting and create cyn-
icism. Instead of stimulating corpo-
rate effectiveness, they lead to just-in-
case and cover-your-behind activities
that reduce the amount -of time that
could be put to.productive -use. In-
stead-of promoting:directness, hon-
esty-and candor, they-stimulate inau-
thentic conversations in-which people
cast self-interested:pursuits-as-essen-
tialicompany -activities.

Thenet result is:a resource viola-
tion,/and Tthinkicitations should be is-
sued. If;it’s -a publicly heéld-company,
vsh reholder value -gets decrea aafit

learninthe: process‘has moretodowith
how toisurvive than with’ meamngful
self-development.’
Twveoften: thought that every orgam-
zatien shouldbe'considered: partlally a
~public: ent1ty sincethey.exist, inpart;to
provide. meamngful activitiesor ‘the
peoplewho-work in them.“Skills-and
‘mingd-sets-acquired- at work -go home
with peopleto. affect ‘family, .commu-
nity,-culture ‘and-even the world. The
more positive -an'atmosphere ‘we can
create atwork, the morepositive anim-
pactit has athome. In $hort,swhat goes
around: ‘eomes around

SQ,'EWHAT'STHE':-"ALTERN'ATWE?

Thelternative'to one-side-account-
able, boss-adniinistered/subordinate-
received-performance reviews:is two-
side, rec1proca]ly accountable perform-
ance:previews. :

‘Let me-expldin.

The boss’s-assignment:is to g'ulde
coach, tutor, provide-oversight and gen-
erally-do whateVer isrequired to assist
3 subordinate to perform:successfully.
That’s:whyI.claim that the boss-direct
-eport:team shouldbe held jointly ac-
-ountable for:the quality:of work the
subordinate performs. I'm sick and
ired of-hearing about subordinates
vho fail and get fired, while bosses,

vhoseljobit was to ensure subordinate .

art1c1pants

. ledrning about

effectiveness, get promoted and re-
ceive raises in pay.

Holding performance previews elim-
inates the need for the boss to spout
self-serving interpretations about
what already has taken place and can’t
befixed. Previews.are problem-solving,
not problem-creating, dlSCuSS_lOI’lS
about how we, as teammates, are going
to worktogether even more effectively
and efficiently than we’ve done in the
past. They feature descriptive conversa-
tions about how each personis inclined
to operate, using past events for illus-
trative purposes, and how we worked
well or did not work well 1nd1v1dually
and together

The preview structure keeps the fo-
cus on the futyre and what- “ar need
from you as “teammate-and’ partner” in
getting accomphshed “what we “both

what’s the best=vay for g to comple-
mentone anotherin gettingwork accom-
plished with excellence?” If in'the pro-
cess the other person decidesto change
and develop, so much the better.

Bosses should be asking allthe ques-
tions that occur to them in inguiring
about how a-subordinate thinks he or
she can best perform the job. Then, af-
ter- they have exhausted their ‘ques-
tions, they should ask the subordinate
for what else they.need to know. At a
minimum, they should be asking “How
will you be going about it?” and “Specif-
ically, what help.doyou need fromme?”
Why not getitall when, at the.end of the
day, the'boss still has the. authorlty to
play ultimate decider?

Some of youmay also askifithe: per-
formance review goes away;how-dowe
prepare-the groundwork if we want:to
fire somebody? For the better, I'd-ar-
gue: Take away the performance re-
view, and people will find more direct
ways of accomplishing that-task.

mrance.. pre-

motes stralght talk relatlonshlps for
people-who are:upito it. It welds fates

‘together because :the discussion ‘will

be ‘about what the boss-subordinate
team accomphshes together, which I
believe-is the valid -unit to *hold ac-
countable It’s’ the boss S respon51 ME

that need 1mmed1ate__ €0
which is all but guarante

cally inspired: back-stabb
There:are many bosses; 4
liketo- change that gam
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USD Evaluation Consulting
Meeting
November 12, 2008

Present: Brenda Bothel, Karen Gould, Dorothy O’Hagan, Guin Kerstetter, Alan
Zamosky, Helene Sherman, Debra Stern-Ellis, Sheri Kirshenbaum

USD Consultants presented a Powerpoint presentation and 3 different evaluation
templates.

COMMENTS/DECISIONS REGARDING EVALUATION FORMAT:

Chose template #1

Name: Employee Development Plan

Ratings: Exceeds Expectations, Meets Expectations, Improvement
Needed

One format for all employee types (clinical, professional, supervisory, etc)
Include an "editable" box to indicate skills specific to the role

Include organizational evaluation and department/director evaluation

JFS leadership team needs to review in detail the text to make any edits

TIMELINE:

Timeline moved up vs. what was in our presentation because client sees
very little changes needed. New timeline is...

Nov. 17 -- JFS sends consolidated changes to consultants

Nov. 21 -- consultants + JFS leadership team meets to review final
document and presentation for December 2nd management team meeting
Nov. 24 -- consultants send JFS leadership team final document
incorporating any changes from the Nov. 21 meeting

NEXT STEPS:

Brenda e-mail EDP format to JFS leadership

JFS leadership internal meeting to consolidate comments

Consultants incorporate comments into final document to be reviewed at
Nov. 24 meeting

Consultants meet Nov. 16 to put together December 2nd meeting
presentation for Nov. 24 meeting

Karen put final EDP format into Excel once approved at Nov. 24 meeting



Employee Evaluation Project

Presented by:
Brenda Bothel, Karen Gould,
and Dorothy O’Hagan
November 12, 2008

Background

Employees at Jewish Family Service have
not had a performance evaluation in two
years

Employee Performance Evaluations are
not tied to annual merit increases

Previous evaluation templates do not meet
the needs of Jewish Family Service

October 20t
Meeting Notes

Evaluation is a staff development tool
Identify employee strengths and weaknesses
Create a living document

A self evaluation needs to be completed by the
employee prior to the review

Include Measurable Objectives
Remove numbers and scoring methodology

User-friendly for Leadership team
— Not too long or cumbersome
— Manageable process

12/11/2008
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Objectives for
Today’s Meeting

Review and choose template(s)

Choose a name for the performance
evaluation

Choose a rating structure
Employee Self Evaluation
Review timeline

Schedule follow up meeting with
consultants

Things to Consider

Annual Review of all staff

Interactive process including employee self review
and opportunity for open comments by employee
Three Components of industry standard:

— Review of the employee

— Employee’s review of the organization

— Employee’s review of the CEO/Executive Director

An annual opportunity to review and revise
current job description with employee

Growth or learning plan established for the year

Involve staff in designing, delivering, and
assessing their work.

More things to Consider

Check-off boxes proven to be more effective

Employee receives a copy of the review at least
one day in advance of meeting

Goals set at beginning of program year

Industry recommendations: If a performance
evaluation, any merit or pay increase should be
awarded in accordance with performance

Leadership Training




Naming the
Document

Consider removing the term
“evaluation” from the
document. This is a living
document that does not
directly tie into employee
merit increases.

Possible Names

Performance Preview

Employee Performance Report
Employee Action Plan

Employee Performance Appraisal
Employee Development Tool
Employee Growth Plan
Employee Development Plan

Templates

Ratings with Goals—
Template |

Linked with Job
Description

— Template Il

Objectives Based —
Template Il

12/11/2008
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Please hold questions
until we have presented
all three models

Template | -
Brenda Bothel

Template Components Key Characteristics
Job Success Factors e Three formats
Goals from previous — Administrative
year — Professional
Goals for coming year — Management
Professional Supervisory Tool
Development Plan Includes measurable

Quarterly Review objectives from Job
Description

Template Il —
Karen Gould

Template Components Key Characteristics
Objectives from prior year ¢ One format for all
based on Job Description « Five skills - allows
Obijectives for new year tailoring for different jobs
Evaluation of Skills Skills linked to Job
Quarterly Reviews Description
Objectives based on Job
Description

Self Evaluation on same
form
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Template Il —
Dorothy O’Hagan

Template Components Key Characteristics
 Objective based » No grading

evaluation « Focuses only on
» Action Plan development
» Mid-year checkup » Goals may or may not

 One form for all relate to Job
Description

Open Discussion

Rating System

« Limit the scale three categories

* Do not use a “score” since this does not tie
to a merit

Exceeds Expectations
Meets Expectations
Needs Improvement
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Other Suggested
Ratings

High Performer: Average Performer:
¢ Qutstanding ¢ Satisfactory

» Exceptional  Proficient
¢ Exceeds the Standard ¢ Meets the Standard

Low Performer:
» Unsatisfactory
* Needs Improvement
» Below the Standard

Employee
Self-Review

» Helps engage employee

* A help to Supervisor when completing
the Development Plan

* Need to choose Template

* Incorporate Organizational Review

« Timeline for Employee Completion

» Comments and/or concerns

Next Steps

* November 19 — Consultants will email
working draft of employee performance
template(s) including key message points
for Manager's Meeting scheduled for
December 2nd,

* November 26 — Representative from JFS
Leadership team to email working draft(s)
and key talking points back to consultants
with consolidated comments




NeXt StepS (continued)

« December 2 — Brenda and Helene to
present key points of new process at JFS
Management Meeting

* Week of December 8th — Meeting to go
over final product

“Don’t do annual reviews if
that's all the time spent on
performance management.
Performance management is about
ongoing performance conversations
That's the only way to support
Improvement.” career suilder.

Contact Information

e Brenda Bothel
brendab@ijfssd.or
(619) 220-0268

» Dorothy O’'Hagan
dohagan@rchsd.or
(858) 560-6009

» Karen Gould
karengould@yahoo.com
(619) 977-1974

12/11/2008
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Questions?




Employee: Job Title:
Department: Review Period:

Jewish Fandly Servies
Employee Development Plan

Instructions:

Effective supervision of job performance is an on-going process. Annually each manager or supervisor
provides a summary of progress toward meeting job expectations and last year's goals. This form is to be
used annually to set up a development plan and quarterly during the year to check in with progress.

Part | - Job Success Factors
These include knowledge, skills and basic competencies. Rate each factor based on performance during the
period identified above.

Part Il - Goals from last year or last evaluation period
Rate the progress made on each of the goals established at the beginning of the period. Also include any
new goals established during the evaluation period and note any modifications to the original goals.

Part lll — Goals for this coming year or evaluation period
Enter the performance goals for the next period to be reviewed. Individual goals and objectives should align
with those of the job description and professional growth.

Part IV - Professional Development Plan

Enter any actions that will be taken by the employee or manager to support the goals indicated in Part ll|
above, or specific job success factors in Part I. The plan may include career growth, job mastery, or actions
to correct performance.

Part V — Quarterly Review
Review employee development plan quarterly. Note progress and any agreed upon changes.

Rating Scale*:

EE Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility,
and the quality of work overall was excellent. Annual goals were met.

ME Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times
possibly exceeding expectations, and the quality of work overall was very good. The
most critical annual goals were met.

IN improvement needed
Performance did not consistently meet expectations — performance failed to meet
expectations in one or more essential areas of responsibility, and/or one or more of the
most critical goals were not met. A professional development plan to improve
performance must be outlined in Section IV, including timelines, and monitored to
measure progress.

*The inclusion of goals is typically a consideration in assessing the overall rating.



Employee:
Department:

Job Tifle:
Review Period:

Partl. Job Success Factors
Rating
{Check Box)

Factors

Comments

NON EXEMPT EMPLOYEE COMPETENCIES

EE

ME

IN

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Stewardship
Demonstrates accountability and sound judgment in managing agency
resources in open and effective manner, appropriate understanding of
confidentiality, agency values and mission; adheres to policies,
procedures, and safety guidelines

3. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

4. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

5. Planning and organizing
Achieves agency assignments within timelines and resources; scopes,
plans and schedules work; sets priorities and goals; anticipates and adjust
for problems; evaluates workloads; measures and evaluates performance
against goals

6. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

7. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going well; takes initiative to make improvements

8. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

9. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible

10. Service focus
Values the importance of delivering high quality, innovative service to
internal and external clients; understands the needs of the client;
customer service focus; shares accountability for results provided




Employee: Job Title:
Department: Review Period:

Partli. Last Period’s Goals

Rate the progress made on each of the goals established at the beginning of the period and any new goals.
Note any modifications to the original goals.

Goal Rating Comments
EE | ME | IN
1.
2.
3.
4,
5.
Part lll. Next Period’s Goals

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align

with those in the job description and areas of professional growth.
1.

Measure of success:

2.

Measure of success:

3.

Measure of success:

4.

Measure of success:

5.

Measure of success:

Progress toward meeting these goals will be reviewed quarterly.




Employee: Job Title:
Department: Review Period:

Part IV. Professional Development Plan

Part V. Quarterly Review
Meet quarterly with employee and review progress towards job success factors, goals, and professional
development plan. Note the date of meeting and discussion points in area provided. If additional area is
needed, attach another page.

1St
2nd
3rd
Signatures:

Employee: Date:

My signature indicates that | have received a copy of this plan.
____lwould like to include comments from my personal review.

Manager/supervisor: Name:
Signature: Date:

Senior Director: Name:
Signature: Date:

The employee is to receive a copy of the completed development plan
and one copy shall be placed in the personnel file.



Employee: Job Title:
Department: Review Period:

Non Exempt Personal Review

Partl. Job success factors:

Preparation of the employee development plan is an interactive process where there is an
exchange of information between you and your supervisor. Please provide your supervisor with
information related to your performance in any of the job success factors noted below.

Comments

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Stewardship
Demonstrates accountability and sound judgment in managing agency
resources in open and effective manner, appropriate understanding of
confidentiality, agency values and mission; adheres to policies,
procedures, and safety guidelines

3. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

4. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

5. Planning and organizing
Achieves agency assignments within timelines and resources; scopes,
plans and schedules work; sets priorities and goals; anticipates and adjust
for problems; evaluates workloads; measures and evaluates performance
against goals

6. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

7. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going well; takes initiative to make improvements

8. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

9. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible

10. Service focus
Values the importance of delivering high quality, innovative service to
internal and external clients; understands the needs of the client; customer
service focus; shares accountability for results provided




Employee: Job Title:
Department: Review Period:

Partill. Goals:

Provide an assessment of your success in reaching the goals set at the beginning of the last
review period.

Goal Comment

Parts Ill and IV. Next period’s goals and development plan

Describe goals that you would like your supervisor to consider. Include training and other
development activities that you believe are relevant to achieving these goals and important to
your job performance.

Part V. Employee Feedback {Optional)
¢ What changes in the natures of your position and/or work environment could be
made to improve your effectiveness?

e List any personal and/or professional accomplishments you would like to share:

e What suggestions do you have in regard to Jewish Family Service as a whole?

Comments:
List any topics, issues, or problem areas that you wish to discuss with your supervisor during your
review.

Signature:
Employee: Date:

____Check here if you would like this Worksheet to be included in your Employee
Development Ptan and your personnel file.




Employee: Job Title:
Department: Review Period:

Iy Serviee

Employee Development Plan

Instructions:

Effective supervision of job performance is an on-going process. Annually each manager or supervisor
provides a summary of progress toward meeting job expectations and last year’s goals. This form is to be
used annually to set up a development plan and quarterly during the year to check in with progress.

Part | - Job Success Factors
These include knowledge, skills and basic competencies. Rate each factor based on performance during the
period identified above.

Part Il - Goals from Iast year or last evaluation period
Rate the progress made on each of the goals established at the beginning of the period. Also include any
new goals established during the evaluation period and note any modifications to the original goals.

Part lli - Goals for this coming year or evaluation period
Enter the performance goals for the next period to be reviewed. Individual goals and objectives should align
with those of the job description and professional growth.

Part IV — Professional Development Plan

Enter any actions that will be taken by the employee or manager to support the goals indicated in Part Ill
above, or specific job success factors in Part . The plan may include career growth, job mastery, or actions
to correct performance.

Part V — Quarterly Review
Review employee development plan quarterly. Note progress and any agreed upon changes.

Rating Scale*:

EE Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility,
and the quality of work overall was excellent. Annual goals were met.

ME Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times
possibly exceeding expectations, and the quality of work overall was very good. The
most critical annual goals were met.

IN Improvement needed
Performance did not consistently meet expectations — performance failed to meet
expectations in one or more essential areas of responsibility, and/or one or more of the
most critical goals were not met. A professional development plan to improve
performance must be outlined in Section 1V, including timelines, and monitored to
measure progress.

*The inclusion of goals is typically a consideration in assessing the overall rating.



Employee:
Department:

Job Title:
Review Period:

Partl. Job Success Factors
Rating
(Check Box)

Factors

Comments

EXEMPT EMPLOYEE COMPETENCIES

EE

ME

IN

1. inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Managing people
Coaches, evaluates, develops, inspires people; sets expectations,
recognizes achievements, manages conflict, aligns performance goals with
agency goals, provides feedback, group leadership; delegates

3. Stewardship and managing resources
Demonstrates accountability and sound judgment in managing agency
resources in open and effective manner, appropriate understanding of
confidentiality, agency values and mission; adheres to policies,
procedures, and safety guidelines

4. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

5. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

6. Strategic planning and organizing
Understands big picture and aligns priorities with broader goals, measures
outcomes, uses feedback to redirect as needed, evaluates alternatives,
solutions oriented, seeks alternatives and broad input; can see connections
within complex issues

7. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

8. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going well; takes initiative to make improvements

9. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

10. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible

11. Service focus
Values the importance of delivering high quality, innovative service to
internal and external clients; understands the needs of the client; customer
service focus; shares accountability for results provided




Employee: Job Title:
Department: Review Period:

Part Il. Last Period’s Goals

Rate the progress made on each of the goals established at the beginning of the period and any new goals.
Note any moedifications to the original goals.

Goal Rating Comments

EE | ME | IN

Part lll. Next Period’s Goals

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align
with those in the job description and areas of professional growth.

Measure of success:

2.

Measure of success:

3.

Measure of success:

4.

Measure of success:

5.

Measure of success:

Progress toward meeting these goals will be reviewed quarterly.




Employee: Job Title:
Department: Review Period:

Part IV. Professional Development Plan

Part V. Quarterly Review

Meet quarterly with employee and review progress towards job success factors, goals, and professional
development plan. Note the date of meeting and discussion points in area provided. If additional area is
needed, attach another page.

1st
2nd
3rd
Signatures:

Employee: Date:

My signature indicates that | have received a copy of this plan.
___lwould like to include comments from my personal review.

Manager/supervisor: Name:
Signature: Date:

Senior Director: Name:

Signature: Date:

The employee is to receive a copy of the completed development plan
and one copy shall be placed in the personnel file.



Employee: Job Title:
Department: Review Period:

Exempt Personal Review

Partl. Job success factors:

Preparation of the employee development plan is an interactive process where there is an
exchange of information between you and your supervisor. Please provide your supervisor with
information related to your performance in any of the job success factors noted below.

Comments

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Managing people
Coaches, evaluates, develops, inspires people; sets expectations,
recognizes achievements, manages conflict, aligns performance goals with
agency goals, provides feedback, group leadership; delegates

3. Stewardship and managing resources
Demonstrates accountability and sound judgment in managing agency
resources in open and effective manner, appropriate understanding of
confidentiality, agency values and mission; adheres to policies,
procedures, and safety guidelines

4. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

5. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

6. Strategic planning and organizing
Understands big picture and aligns priorities with broader goals, measures
outcomes, uses feedback to redirect as needed, evaluates alternatives,
solutions oriented, seeks alternatives and broad input; can see connections
within complex issues

7. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

8. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going well; takes initiative to make improvements

9. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

10. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible

11. Service focus
Values the importance of delivering high quality, innovative service to
internal and external clients; understands the needs of the client; customer
service focus; shares accountability for results provided




Employee: Job Title:
Department: Review Period:

Partll. Goals:

Provide an assessment of your success in reaching the goals set at the beginning of the last
review period.

Goal Comment

Parts Ill and IV. Next period’s goals and development plan

Describe goals that you would like your supervisor to consider. Include training and other
development activities that you believe are relevant to achieving these goals and important to
your job performance.

Part V. Employee Feedback (Optional)
e What changes in the natures of your position and/or work environment could be
made to improve your effectiveness?

¢ List any personal and/or professional accomplishments you would like to share:

¢ What suggestions do you have in regard to Jewish Family Service as a whole?

Comments:
List any topics, issues, or problem areas that you wish to discuss with your supervisor during your
review.

Signature:
Employee: Date:

__ Check here if you would like this Worksheet to be included in your Employee
Development Plan and your personnel file.




CEO/ Organization Review

CONFIDENTIAL

Please do not put your name on this form. This form is to be returned to the board chair
by placing it in their mailbox at Turk Family Center.

Rating Scale:

EE Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility,
and the quality of work overall was excellent. Annual goals were met.

ME Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times
possibly exceeding expectations, and the quality of work overall was very good. The
most critical annual goals were met.

IN improvement needed
Performance did not consistently meet expectations — performance failed to meet
expectations in one or more essential areas of responsibility, and/or one or more of the
most critical goals were not met. A professional development plan to improve
performance must be outlined in Section IV, including timelines, and monitored to
measure progress.

Factors Rating Comments
{Check Box)
CEO COMPETENCIES EE | ME | IN

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others;
demonstrates empathy; brings out the best in others

2. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

3. Strategic planning and organizing
Strives towards the big picture and aligns priorities with broader goals,
measures outcomes, uses feedback to redirect as needed, evaluates
alternatives, solutions oriented, seeks alternatives and broad input; can
see connections within complex issues

4. Communication
Connects with subordinates, donors and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively

5. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior
of self and others

6. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible
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EMPLOYEE DEVELOPMENT PROGRAM

T T e NAME:
DEPT:
TITLE:
REVIEW PERIOD:
OBJECTIVE 1:| ]
KPI SURPASSED MET BELOW
INDICATOR  RESULT EXPECTATION EXPECTATION EXPECTATION

KPI'S AND RESULT {

ACTIVITIES REALIZED:

l

l

|

Dl it~

COMMENTS:

SELE-EVALUATION BANKING:

SURPASSED MET BELOW

EXPECTATION EXPECTATION EXPECTATION
]

|

OBJECTIVE 2:]

]

KPI SURPASSED MET BELOW
INDICATOR  RESULT EXPECTATION EXPECTATION EXPECTATION
KPI'S AND RESULT [ ] ] I ] ] |
ACTIVITIES REALIZED:
1
2
3
4
COMMENTS:
SURPASSED MET BELOW
EXPECTATION EXPECTATION EXPECTATION
SE} E-EVAL LIATION RANKING: | !
OBJECTIVE 3:| |
KPt RESULT SURPASSED MET BELOW
KPI'S AND RESULT [ ] | | ]
ACTIVITIES REALIZED:
1
2
3
4
COMMENTS:
SURPASSED MET BELOW

SELF-EVALUATION RANKING:

EXPECTATION EXPECTATION EXPECTATION

| I




EMPLOYEE DEVELOPMENT PROGRAM

SKILLS FOR REACHING EMPLOYEE'S OBJECTIVES
From the list of skills, indicate the five which are most important for the empioyee's success in accomplishing their objectives. Provide

comments on their strengths and opportunities.

KEY COMPETENCIES FOR EMPLOYEE SUCCESS

Exceeds Meets Below
Skill Expectations Expectations Exceptations Comments
1] I I | I |
2] I I l l |
3] l I | l |
4 | l ! l |
5] | I I | |

SKILLS DESCRIPTIONS

Information Organization — Ability to store and retrieve information
through the use of computer and through manual filing systems.
Quality and accuracy of work — Strives for efficient, effective, high
quality performance in self and the unit; delivers timely and accurate
results; resilient when responding to situations that are not going well

Inclusiveness — Promotes cooperation, fairness and equity; shows
respect for people and their differences; works to understand perspectives
of others; demonstrates empathy

Creativity — Suggests new ideas and solutions for improvement.
Professionalism - Consistently exhibits positive and professional

behavior towards co-workers, vendors and clients. Demonstrates a
willingness and ability fo cooperate and work with others.

Teamwork - Encourages cooperation and collaboration; builds effective
teams; works in partnership with others; is flexible.

Communication — Ability to express self in a clear, concise and easily
understood manner verbally and in writing. Actively listens, clearly and
effectively shares information.

Leadership -- Provides guidance and direction, motivates others.
Demonstrates political acumen; develops trust and credibility; expects
honest and ethical behavior of self and others.

Management Skills — Employee can effectively plan, coordinate and

oversee profects or programs. Coaches, evaluates, develops, inspires
people; manages conflict, provides feedback; delegates

Initiative -- Seeks ways to improve programs, anticipate problems and
seek solutions.

Compliance — Meets budgets and regulatory mandates from funding
agencies. Is familir with and follows policies and regulations.

Quantity/Productivity -- Ability to carry out expected volume in a
timely manner.

Stewardship — Demonstrates accountability and sound judgment
in managing resources in open and effective manner, appropriate
understanding of agency values and mission

Decision Making — Makes clear, consistent, transparent
decisions; acts with integrity in all decision making; distinguishes
relevant from irrelevant information and makes timely decisions

Responsibility — Is accountable for actions and mistakes.
Service Focus - Values the importance of delivering high quality,
innovative service to internal and external clients; understands the
needs of the client; customer service focus

Strategic Planning and Organization -- Understands the big
picture and aligns priorities with broader goals, measures
outcomes, uses feedback, evaluates alternatives

Managing Resources — Demonstrates accountability and sound
judgment in managing agency resources in open and effective
manner, adheres to policies and procedures

Problem Solving -- Recognizes problems or potential problems in
a timely manner, and responds quickly to new challenges.
Conducts analyses, searches for best solutions

Planning and Organizing -- Achieves asignments within timelines
and resources; scopes, plans and schedules work; sets priorities
and goals;, measures and evaluates performance

Adaptability — Is able to adapt to new or different requirements
and/or interruptions.

Community Relations — Effectively interacts with community
liaisons and committee members.

SKILLS SELF-EVALUATION

From the list of skills, indicate the five which are most important for the employee's success in accomplishing their objectives. Provide comments on
their strengths and opportunities related with the indicated skills.

KEY COMPETENCIES FOR EMPLOYEE SUCCESS

Exceeds Meets

Skili Expectations Expectations

Below

Exceptations Comments

g AW N A

l l
L |
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l
|
I
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NEXT PERIOD'S GOALS

Enter the performance goals for the next period to be evaiuated. Individual goals and objectives should
align with those in the job description and areas of professional growth.

OBJECTIVE 1:
KPis:

OBJECTIVE 2:
KPis:

OBJECTIVE 3:
KPis:

FIRST QUARTER REVIEW
Objective: Inform of advance toward objectives on a quarterly basis. Establish corrective

actions, if necessary.

SUPERVISOR COMMENTS (STRENGTHS, OPPORTUNITIES FOR IMPROVEMENT,

EMPLOYEE SIGNATURE SUPERVISOR SIGNATURE DATE

SECOND QUARTER REVIEW
Objective: Inform of advance toward objectives on a quarterly basis. Establish corrective

actions, if necessary.

EMPLOYEE SIGNATURE SUPERVISOR SIGNATURE DATE

‘ THIRD QUARTER REVIEW
Objective: Inform of advance toward objectives on a quarteriy basis. Establish corrective

actions, if necessary.

EMPLOYEE SIGNATURE SUPERVISOR SIGNATURE DATE




EMPLOYEE DEVELOPMENT PLAN

Department: Year: 2008 - 2008

Employee:

Position:

Leader:

Development Plan Process

Your Leader will forward you a copy of a self-review form. Take the time to review and consider the questions as
they relate to your role. Return the completed self-review to your leader within one week’s time. You and your
leader will then meet to review your job description, job performance, accomplishment of cbjectives, and job
development plan. You will develop new objectives for the coming year. The review inciudes a narrative that
summarizes your achievements and/or specifies necessary improvements and will include some of your own
comments.

Job Description

The job description describes the essential functions of your position. Review the job description with your leader
and revise if necessary. Discuss performance in relation to the job description. Attach a copy of the job
description to the packet.

Objectives

Objectives are measurable outcomes with a timeframe that you will accomplish in the context of your job over the
next year. The previous year's objectives are reviewed at the leader/employee development plan meeting and
new objectives are developed. At least one objective should reflect a new achievement. List objectives and
action steps that will help achieve the stated objective.

Job Development Pian
Each employee must have a job development plan which outlines activities for your personal and professional
growth. The plan may include such things as classes or workshops you will attend, agency in-services, or
individual inquiry and research.

All development plans must be signed and dated by employee and leader. The leader will submit a complete
packet to Human Resources.

Employee Development Plan
Page 1 of 5



Employee Name

Date

EMPLOYEE DEVELOPMENT PLAN: Objectives and Action Plan

Performance and Professional Development Planning Form. Set no more than 4 objectives, but no Iess
than 2. One objective must include the Job Development Plan.

OBJECTIVE #1

Action Steps:

Time Frame

1.

Leader Comments:

Leader Comments:

Mid year review date

Yearend review date

Objective#1 | | Attaned  |_] Partially Attained

[ | Not Attained

OBJECTIVE #2

Action Steps:

Time Frame

1.

Leader Comments:

Leader Comments:

Mid year review date

Yearend review date

Objective #2 | | Attained || Partially Attained

[ ] Not Attained

Employee Deveiopment Plan
Page 2 of 5




Employee Name Date

EMPLOYEE DEVELOPMENT PLAN: Objectives and Action Plan

OBJECTIVE #3

Action Steps: Time Frame

1.

Leader Comments: Mid year review date

Leader Comments : Yearend review date

Objective #3 | | Attained || Partially Attained || Not Attained

OBJECTIVE #4

Action Steps: Time Frame

1.

Leader Comments: Mid year review date

Leader Comments: Yearend review date

Objective#4 | | Attained || Partially Attained || Not Attained

Employee Development Plan
Page 3 of 5




Employee Name Date

EMPLOYEE DEVELOPMENT PLAN: Job Development Plan

Professional Associations you belong to:

Professional Training and Development Activities: (List any workshop, seminar,
in-service, and/or research you hope to complete during the year)

Training Completed:

Employee Development Plan
Page 4 of 5



Employee Name Date

EMPLOYEE DEVELOPMENT PLAN: Narrative and Signatures

| eadership Narrative:

Employee Comments:

The leader and employee have reviewed and discussed the employee development plan for
the current period:

Employee: Date:

Leader: Date:

Employee Development Plan
Page 5 of 5



c. November 17, 2008



USD Evaluation Consulting
Meeting
November 17, 2008

Present. Brenda Bothel, Guin Kerstetter, Alan Zamosky, Helene Sherman,
Debra Stern-Ellis

JFS employees had reviewed the Employee Development Plan document prior
to the meeting and came prepared with their comments. This meeting was set
up as an JFS employee meeting, only.

JFS EDITS:

- Consolidate the Employee Development Plan into 1 form for the entire
agency

- Consolidate the Employee Personal Review into 1 form for the entire
agency

- The "Exempt" Employee Development Plan & Personal Review used as
the model Minor verbiage changes to the Job Success Factors

- Changed the Employee Development plan from a quarterly check-in
review to 6-month check in

- Agency decided not to utilize an Organization Review, Director, or a CEO
Review

- As a future enhancement, an Organization Review and/or Director Review
may be added Under "Employee Feedback" on the Employee Personal
Review

- JFS requested to remove "work environment" from question

- Removed the option of giving the employee the ability to indicate if they
want the document in their personnel file:

- "Check here if you would like this Worksheet to be included in your
Employee Development Plan and your personnel file."



d. November 21, 2008



Employee Development

Process
Training Material and final document
for JFS Management Meeting

Presented by:
Brenda Bothel, Dorothy O’Hagan, and Karen Gould
November 21, 2008

JFS Mission

Strengthen the individual, enhance the
family, protect the vulnerable, with human
services based on Jewish values.

Process Objectives

Create a living, evolving development tool

Use to align supervisor and employee on
goals, results and next steps

Involve employees in designing, delivering
and assessing their work

Identify strengths and areas of opportunity

Create a user-friendly document and
process

12/11/2008




12/11/2008

Employee Development Plan
(EDP)

Employee
Development Plan

* What it is not:
— This is not an evaluation
e What it is:
— Structured feedback meetings between
supervisor and employee
— Opportunity to align on goals and projects
— Discussion of strengths and training
opportunities related to job skills
— ldentification of progress made and/or
corrective actions that need to be taken

Key Elements of the
Employee Development Plan

Five components of the Development Plan
—Job Success Factors

— Last Period’s Goals

— Next Period’'s Goals

— Continuing Education and/or Training

— Progress Towards Goals

Employee Personal Review

New Rating System




Rating

« Rating system is not a “grade” or “score”

» Rating system summarizes whether or not
employee is on track
— Exceeds Expectations
— Meets Expectations
— Improvement Needed

» Ratings applied to goals and job skills

Exceeds
Expectations

» Exceeds expectations in all essential
areas of responsibility

« Quality of work overall was excellent
» Annual goals were met and exceeded

The employee consistently goes above and
beyond in the skill or goal

Meets
Expectations

Consistently met expectations in all
essential areas of responsibility

At times exceeded expectations
Work overall was very good
Most critical annual goals were met

The employee is doing a good job
in the skill or goal

12/11/2008




Needs
Improvement

» Performance did not consistently meet
expectations

« Failed to meet expectations in one or more
essential areas of responsibility

« One or more of most critical goals were
not met

Requires documentation with specific
actions and timeline to monitor progress

Components of the
Employee Development Plan

Part I:
Job Success Factors

« 13 skills and basic competencies related to
measurable objectives in job description
— Rating: indicate with “x”
— Comments: write strengths or opportunities
If the Job Success Factor doesn’t apply to
employee, note “N/A” in Comments section
Specific comments must be written for
ratings of “Exceeds Expectations” or “Needs
Improvement”

12/11/2008




12/11/2008

Part II:
Last Period’s Goals

« Rate progress made on previous goals
— Rating: indicate with “x”
— Comments: results, accomplishments, next

steps, etc

Supervisors need to ensure that employees
know which goals will be reviewed
— Measurable Objectives from job description
— Goals established in last review
Specific comments must be written for ratings
of “Exceeds Expectations” or “Needs
Improvement”

Part lll:
Next Period’s Goals

« |dentify goals for the next period
— Measurable goals from job description
— Employee’s professional growth goals
Include measure of success
Must be discussed and agreed upon with
employee

Part IV:
Continuing Education
and/or Training

Actions that will be taken by employee
and/or supervisor to support:

— Upcoming Goals identified in Part Il

—Job Success Factors identified in Part |

May include career growth, job mastery or
actions to correct performance




Part V: Progress
Towards Goals

e What it is:
— A six-month review of Employee Development
Plan with employee to ensure on track

— Note any progress or agreed upon changes

* What it is not:

— A time to re-do entire Employee Development
process, ratings, goal setting, etc.

Employee
Personal Review

Increases employee engagement

A help to supervisor when completing the
Development Plan

An employee’s time to “shine”

Similar structure as Employee
Development Plan but without ratings

Open-ended questions for feedback about
job and organization

Timeline

» December 39 — Begin meeting with teams to
distribute Employee Personal Review

« On or before December 15t — Employees
turn in Personal Review to their supervisors

12/11/2008
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Timeline

December 16t through January 14t:

— Supervisors complete Employee
Development Plans

— Directors must review completed Plans with
coordinators before their individual meetings

— Directors/Coordinators schedule individual
meetings with employees

Important Note

Provide the employee with the completed

Employee Development Plan one day
before the meeting.

Do not give out on a Friday.

Timeline

 January 15" — Employee Development
Plans need to be completed and signed by
supervisor and employee
— Provide employee with one copy
— Keep a working copy for your file

— Return original with Senior Director’s
signature to Human Resources




“Don’t do annual reviews if
that's all the time spent on
performance management.
Performance management is about
ongoing performance conversations
That'’s the only way to support
improvement." Career Builder.

Questions?

12/11/2008




VI. Research



a. Previous JFS
evaluation forms



JES EVALUTION AND UPDATE CHECKLIST

1) Completed evaluation, signed by both supervisor and supervisee with
attached job description. For all employees hired prior to 9-1-06.

2) Personnel Update 2007 for all employees.

3) Updated copy of Drivers License for all employees.

4) Updated copy of Car Insurance for all employees.

5) Updated copy of professional license for all staff of which this
applies. ,

6) If desired, pre-designation of physician for Workers Compensation,

All these are due on March 31, 2007,



Name
Job Title

Evaluation Period

tewish Family Service of San Diego
Performance Evaluation — Management Team and Coordinators

Purpose:

@

®

To provide each employee with a clear understanding of job expectations

To communicate honestly about performance that needs improvement and/or to
recognize exceptional performance

To listen to both employee and manager opinions about his/her performance
To discuss goals for growth and development

To provide both employee and manager with an ongoing tool to be used
throughout the year

Instructions:

®

]

First, the supervisor should review the job description with the employee.

The supervisor should rate the employees performance during the past year or
period being evaluated.

If a question does not pertain to a particular employee, please enter N/A.

Use your discretion as to which form will most likely match job duties. Some
positions do not fit nicely into one category or another. Coordinators who manage
volunteers should be evaluated using the Management/Coordinator form.

The supervisor’s completed form is to be signed and dated by both the manager
and the employee and placed as a permanent document in the employee’s
personnel file. The review will be held in strict confidence.

Please attach a copy of the job description to the evaluation.

Please complete the annual evaluation by the end of March.
AND PLEASE remember to use this evaluation as a tool throughout the year.

Rating Explanations:

&

5 = Exceeds all Expectations

The staff member consistently excels in virtually all aspects of the job. The staff
member demonstrates initiative by proposing new ventures, practices or
procedures. The staff member is respected by colleagues and demonstrates a
willingness to accept additional responsibilities not outlined in the job description.
Performance is of a rare quality found only in a small percentage of people within
the organization. A superior rating,

4 = Exceeds many Expectations and Meets all Expectations

The staff member is competent and excels in all areas of the job and performs
independently. The staff member shows initiative and commitment. Quality of
work is clearly above average.



e 3 = Meets Expectations
The staff member is competent in their work. They meet the standards of job
performance for all aspects of the job. Performance is steady, reliable and is
maintained with a minimum of supervision. Most employees fall into this

calegory.

e 2 = Meets Some Expectations and Needs Improvement in Some Areas
The staff member has demonstrated the ability to perform most basic job
functions, but needs assistance in some areas. The staff member asks for
assistance when appropriate, but needs additional training or experience to work
on an independent basis. The staff member is committed to achieving the next

level.

e 1 = Does Not Meet Expectations
The staff member has not demonstrated the ability to perform the basic job
responsibilities and does not perform on an independent basis. The staff member
does not seek assistance when needed. The staff member has not demonstrated a
willingness to improve. If improvement is not demonstrated within 3 months there
may be grounds for termination.

Copy and Paste One 2006 Measured Goal from the last version of the Job Description:

Has the goal been met? ] Yes: ] No: | Partially:

Comments (Progress):




Copy & Paste a second 2006 Measured Goal from the last version of the Job Description:

Has the goal been met? | Yes: | No: | Partially:

Comments (Progress):

Copy & Paste a third 2006 Measured Goal from the last version of the Job Description:

Has the goal been met? } Yes: | No: JTPaﬁiaHy:

Comments (Progress):




Job Skills:

1.

2

.Ci\

Ability to effectively use equipment and computer applications that are needed to
accomplish tasks. Comment. Rate

Phone System

Calculator

Outlook

Excel

Word

ETO

Other

Prioritization. Time management. Comment. Rate

¢

of

te 2883

the computer and through manual filing systems. Comment. Rate

Organization. Filing. Ability to store and retrieve information through the us:

Follow-up skills and meeting deadlines. Completing tasks. Comment. Rate

Quality and accuracy of work. Ability to check work, recognize errors and make
corrections. Comment. Rate

Ability to understand instructions, quick to learn. Comment. Rate

Quantity/Productivity. Ability to carry out expected volume in a timely manner.
Comment. Rate



8. Creativity. Suggests new ideas and solutions for improvement. Comment.
Rate

Interpersonal Skills:

1. Consistently exhibits positive and professional behavior towards co-workers,
managers, vendors and clients. Demonstrates a willingness and ability to
communicate, cooperate and work with others. Consistently manages own
emotions. Comment. Rate

2. Answers phone calls and e-mails within 1-3 days maximum. Comment. Rate

3. Ability to work as part of a team, attending appropriate meetings and
demonstrated awareness of how the parts of the agency work in relation to the
whole and to the mission statement. Comment. Rate

4. Ability to verbally express self in a clear, concise and easily understood manner.
Comment. Rate



5. Ability to express written ideas in a clear and concise fashion. Comment.
Rate

6. Maintains confidentiality, both verbally and in written materials, in regard to both
staff and clients. Comment. Rate

7. Ability to use the manager in an appropriate manner. Describe the amount of
supervision needed and the relationship with the supervisor. Comment. Rate

Management and Supervisory Skills

1. Leadership and Motivation. Provides guidance and direction, motivates others and
shares skills as appropriate. Comment. Rate

2. Management Skills. Employee can effectively plan, delegate, coordinate and
oversee projects or programs. Good follow-up and feedback skills with staff.

Comment. Rate

3. Teaching and Training. Manager or Coordinator can appropriately teach the
employee when necessary or is effective in finding appropriate training.
Comment. Rate



4. Initiative. Employee seeks ways to improve programs, anticipate problems and
seeks solutions. Comment. Rate

5. Compliance with budgets and compliance with regulatory mandates from funding
agencies. Comment. Rate

6. Community Relations. Effectively interacts with community liaisons and
committee members. Comment. Rate

7. Uses sound judgment in decision making and problem solving. Recognizes
problems or potential problems in a timely manner. Comment. Rate

8. As asupervisor, employee is fair and objective. Comment. Rate

Other Areas:

1. Attendance, punctuality and dependability during the past year. Comment.
Rate



2. Employee dresses appropriately. Comment. Rate

Responsibility. Employee takes responsibility for actions and responsibility for
mistakes. Comment. Rate

(3]

4. Adaptability. Employee is able to adapt to new or different requirements and/or
interruptions. Can accommodate change. Comment. Rate

Follows procedures and policy. Employee is familiar with and follows rules,
procedures and regulations of the Agency. Comment. Rate

Un

Overali Rating = See first page of this evaluation = add ratings, then divide by the
number of questions that were rated =

Has the employee received any special recognition or awards during the past year?
Yes No Explain if yes.

Has the employee been involved in disciplinary action during the past year?
es No Explain if yes.

o




Training and Development

Has the employee participated in any in or out of house trainings during the past
year? Yes No List if yes.

Recommendations for training: Please list.

Copy and Paste One 2007 Measurable Goal from the Updated Job Description:

Copy and Paste a Second 2007 Measurable Goal from the Updated Job Description:




| Copy and Paste a Third 2007 Measurable Goal from the Updated Job Description:

I have read this Performance Evaluation and have reviewed it with my supervisor(s). My
signature indicates only that this evaluation has been read and discussed. Employee’s
signature does not signify agreement with the contents of this evaluation.

.
Employee’s signature Date
Supervisor(s) signature Date




Name

Job Title

Evaluation Period

Jewish Family Service of San Diego
Performance Evaluation — Support Staff

Purpose: ,

[

]

To provide each employee with a clear understanding of job expectations

To communicate honestly about performance that needs improvement and/or to
recognize exceptional performance

To listen to both employee and manager opinions about his/her performance
To discuss goals for growth and development

To provide both employee and manager with an ongoing tool to be used
throughout the year

Instructions:

@

-]

L

First, the supervisor should review the job description with the employee.

The supervisor should rate the employees performance during the past year or
period being evaluated.

If a question does not pertain to a particular employee, please enter N/A.

Use your discretion as to which form will most likely match job duties. Some
positions do not fit nicely into one category or another. Coordinators who manage
volunteers should be evaluated using the Management/Coordinator form.

The supervisor’s completed form is to be signed and dated by both the manager
and the employee and placed as a permanent document in the employee’s
personnel file. The review will be held in strict confidence.

Please attach a copy of the job description to the evaluation.

Please complete the annual evaluation by the end of March.

AND PLEASE remember to use this evaluation as a tool throughout the year.

Rating Explanations:

(]

5 = Exceeds all Expectations

The staff member consistently excels in virtually all aspects of the job. The staff
member demonstrates initiative by proposing new ventures, practices or
procedures. The staff member is respected by colleagues and demonstrates a
willingness to accept additional responsibilities not outlined in the job description.
Performance is of a rare quality found only in a small percentage of people within
the organization. A superior rating.

4 = Exceeds many Expectations and Meets all Expectations

The staff member is competent and excels in all areas of the job and performs
independently. The staff member shows initiative and commitment. Quality of
work is clearly above average.



e 3 = Meets Expectations
The staff member is competent in their work. They meet the standards of job
performance for all aspects of the job. Performance is steady, reliable and is
maintained with a minimum of supervision. Most employees fall into this

category.

e 2 =Meets Some Expectations and Needs Improvement in Some Areas
The staff member has demonstrated the ability to perform most basic job
functions, but needs assistance in some areas. The staff member asks for
assistance when appropriate, but needs additional training or experience to work
on an independent basis. The staff member is committed to achieving the next

level.

e 1 =Does Not Meet Expectations
The staff member has not demonstrated the ability to perform the basic job
responsibilities and does not perform on an independent basis. The staff member
does not seck assistance when needed. The staff member has not demonstrated a
willingness to improve. If improvement is not demonstrated within 3 months there

may be grounds for termination.

Copy and Paste One 2006 Measured Goal from the last version of the Job Description:

Has the goal been met? | Yes: | No: | Partially:

Comments (Progress):




Copy & Paste a Second 2006 Measured Goal from the last version of the Job Description:

Has the goal been met? | Yes: | No: | Partially:

Comments (Progress):

Copy & Paste a Third 2006 Measured Goal from the last version of the Job Description:

Has the goal been met? | Yes: | No: | Partiaily:

Comments (Progress):




Job Skills:
1. Ability to effectively use equipment and computer applications that are needed to
accomplish tasks. Comment. Rate
Phone System
Calculator
Outlook
Excel
Word
ETO
Other

2. Prioritization. Time management. Comment. Rate

(WS ]

Organization. Filing. Ability to store and retrieve information through the use of
the computer and through manual filing systems. Comment. Rate

4, Follow-up skills and meeting deadlines. Completing tasks. Comment. Rate

5. Quality and accuracy of work. Ability to check work, recognize errors and make
corrections. Comment. Rate

6. Ability to understand instructions, quick to learn. Comment. Rate

Quantity/Productivity. Ability to carry out expected volume in a timely manner.
Comment. Rate

~J



8. Creativity. Suggests new ideas and solutions for improvement. Comment.
Rate

Interpersonal Skills:

1. Consistently exhibits positive and professional behavior towards co-workers,
managers, vendors and clients. Demonstrates a willingness and ability to
communicate, cooperate and work with others. Consistently manages own
emotions. Comment. Rate

2. Answers phone calls and e-maiis within 1-3 days maximum. Comment. Rate
p Y L

3. Ability to work as part of a team, attending appropriate meetings and
demonstrated awareness of how the parts of the agency work in relation to the
whole. Comment. Rate

4. Ability to verbally express self in a clear, concise and easily understood manner.
Comment. Rate



5. Ability to express written ideas in a clear and concise fashion. Comment.
Rate

6. Maintains confidentiality, both verbally and in written materials, in regard to both
staff and clients. Comment. Rate

7. Ability to use the manager in an appropriate manner. Describe the amount of
supervision needed and the relationship with the supervisor. Comment. Rate

Other Areas:

1. Attendance, punctuality and dependability during the past year. Comment.
Rate

2. Employee dresses appropriately. Comment. Rate

3. Responsibility. Employee takes responsibility for actions and responsibility for
mistakes. Comment. Rate



4. Adaptability. Employee is able to adapt to new or different requirements and/or
interruptions. Can accommodate change. Comment. Rate

5. Follows procedures and policy. Employee is familiar with and follows rules,
procedures and regulations of the Agency. Comment. Rate

Overall Rating = See first page of this evaluation = add ratings, then divide by the
number of questions that were rated =

Has the employee received any special recognition or awards during the past year?
Yes No Explain if yes.

Has the employee been involved in disciplinary action during the past year?
Yes No Explain if yes.

Training and Development

Has the employee participated in any in or out of house trainings during the past
year? Yes No List if yes.

Recommendations for training: Please list.



Copy and Paste One 2007 Measurable Goal from the Updated Job Description:

Copy & Paste a Second 2007 Measurable Goal from the Updated Job Description:

Copy & Paste a Third 2007 Measurable Goal from the Updated Job Description:

I have read this Performance Evaluation and have reviewed it with my supervisor(s). My
signature indicates only that this evaluation has been read and discussed. Employee’s
signature does not signify agreement with the contents of this evaluation.

Employee’s signature Date

Supervisor(s) signature Date

Note: Employee may include a written response if so desired.




OF SAN DTEGD

ANNUAL EVALUATION

POSITION:
EMPLOYEE NAME:

A. AGENCY WIDE STANDARDS

Compliance with:
® Affirmative Action Guidelines

® Patient Confidentiality/Records Confidentiality

® Handling of Funds

B. PRIMARY [MEASURABLE] ACCOUNTABILITIES

1.

RATING PERIOD:

1 [

[]
[]
[]
[]
[]
[]

OO O
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OO O

oo o o o O
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OO o o o O
OO o o o O




C. AGENCY WIDE STANDARDS

Compliance with:
Attendance

Punctuality

Appropriate Attire

Comments when out of Compliance:

Explanation of Ratings that are A: Consistently Exceeds: or E: Consistently fails to meet expectations:




(Signature indicates a performance review has occurred but does not imply agreement with content.)

Employee Signature Date Supervisor Signature Date

Reviewer's Signature Date

Employee Comments (Optional):

Annual Anniversary is target date for Completed Review




Jewish Family Service of San Diego
ADMINISTRATIVE SUPPORT STAFF EVALUATION

Name of Employee: Date:
| Position: Evaluation from: to:
TASKS REQUIRED
Accounting Processing Incoming Mail
Data Entry Processing OQutgoing Mail
File Management Telephone Effectiveness
Insurance Processing Typing
Miscellaneous Clerical Tasks Word Processing
"~~~ |
JOB PERFORMANCE RATING EXPLANATION OR REMARKS
Excellent, Very good, Satisfactory, ImprovementDesired = E|V|(S|ID
Quantity of Work
Quality of Work

Completion of Work on Schedule
Accuracy of Work Performed
Neatness of Work Product
Initiative of Work Production
Compliance With Work Instruction
Relationship With Supervisor
Relationship With Co-workers

Relationship with Program Managers and
Professional Staff

Interfacility Communication

Public Interface/Interaction with Clients
Adaptability to Work Situation

Work Interest

Observance of Working Hours

Attendance

COMMENTS:

Employee Signature Supervisor Signature Jill Borg Spitzer Date

C:ABRENDASSTUFF\BRENDA\HUMAN RESOURCES\STAFF EVALUATIONS\ADMIN EVALS BLANK.DOC




Executive Director

Jewish Family Service of San Diego
ADMINISTRATIVE SUPPORT STAFF EVALUATION

GOALS

OF SAN DIEGO

NAME OF EMPLOYEE: DATE:

POSITION: EVALUATION FROM: TO

GOALS FOR NEXT YEAR

Fmploves & ire Supervisor Signature Jill Borg

3o Date
Ixecutive |

C:ABRENDASSTUFF\BRENDA\HUMAN RESOURCES'\STAFF EVALUATIONS\ADMIN EVALS BLANK.DOC



Jewish Family Service of San Diego

| o -
v
‘—D ADMINISTRATIVE SUPPORT STAFF EVALUATION

EWISH RATING GUIDFE

FAMILY
SERVICE

OF SAN DIEGO

Name of Emplovee: Date:

Position: Evaiuation from: i

E - EXCELLENT:

V — VERY GOOD:

S — SATISFACTORY:

ID — IMPROVEMENT DESIRED:

57 — 64 points — maximum available
44 — 56 points — moderate

32 — 43 points — minimum

31 & below — no merit

E — EXCELLENT = 4 points

V — Very Good = 3 points

S — Satisfactory = 2 points

ID — Improvement Desired = 1 point

Category |1 |2 |3 |4 |5 6 7 8 9 10 |11 |12 |13 |14 |15 |16 | Total
Points

C:\BRENDASSTUFF\BRENDA'HUMAN RESOURCES\STAFF EVALUATIONS\ADMIN EVALS BLANK.DOC



‘ Jewish Family Service of San Diego

D MANAGEMENT STAFEF EVALUATION
JEWISH
FAMILY
SERVICE
OF SAN DIEGONAME OF EMPLOYEE: DATE:
POSITION: EVALUATION FROM: TO
CHARACTERISTIC RATING EXPLANATION OR REMARKS

Excellent, Very good, Satisfactory, Improvement Desired™ [ E | V| S | ID

1. Quality and Quantity of Work: Tasks in one’s job
description are they performed adequately. Consider amount
of work performed; consistency of output.

2. Relationships With Others: Consider tact; courtesy;
cooperativeness; fairness; self-control; patience; discretion in
dealing with fellow employees, superiors, and the public.

3. Work Habits: Consider ability to plan and organize
work; dependability; foresight and judgement; adherence to
rules and procedures; attendance.

4. Work Interest: Consider attitude toward fulfillment of
job responsibilities; receptivity to new work assignments;
response to supervision; efforts to acquire broader
knowledge of job.

5. Adaptability: Consider ability to adjust to work situation;
to changes in volume or pressure of work; changes in work
assignment or location.

6. Leadership Capability: Consider ability to develop
loyalty, cooperation and teamwork within your program.

7. Instruction Skill: Consider capacity to impart
information, analyze and explain practices procedures and
methods. Skill in training and developing staff (when
applicable).

8. Judgement: Consider soundness of decisions; ability to
analyze situation and people; ability to intelligently and
objectively weigh facts before making decisions.

9. Operational Skills: Effectiveness in keeping operations
running; effectiveness of delegation of responsibility.
Consider ability to plan and execute supervisory duties.
Able to develop and oversee program budgets and conduct
program evaluations.

10. Resourcefulness: Consider initiative; originality and
enterprise displayed in meeting problems; contribution of
ideas.

11. Coordination and Cooperation: Consider cooperation
wit other individuals and offices; relations with other
services; teamwork in promoting effective operations.

NARRBATIVE SUMMARY:

Dage Supervisor Diate
1




Jewish Family Service of San Diego

X

NAME OF EMPLOYEE:

fﬂ) MANAGEMENT STAFF EVALUATION

DATE:

OF SAN DIEGO

l POSITION: EVALUATION FROM:

TO

RATING GUIDE

Name of Employee:

Date:

Position:

Evaluation from: to

E - EXCELLENT:

V - VERY GOOD:

S - SATISFACTORY:

ID - IMPROVEMENT DESIRED:

39-44 points — maximum available
30-38 points — moderate

22-29 points — minimum

21 & below - no merit

RATING GUIDE

Category 1 2 3 4

11

Total
Points




[f) Jewish Family Service of San Diego

m MANAGEMENT STAIFF EVALUATION

JEWISH
FAMILY
SERVICE

OF SAN DIEGOQ

Name of Employee: Date:

Position: Evaluation from: to

GOALS FOR NEXT YEAR

Supervisor Signature Jill Borg Spitzer Date

S ;
Hxecutive Director




b. AJFCA list-serve
evaluation forms



FCS Jewish Board of Family
and Children's Services, Inc.

PERFORMANCE EVALUATION
FOR
OFFICE MANAGERS & ALL CLERICAL STAFF

Type: 1 Annual  [J Probation O Bi-Annual QO Special

Review Period:

Date Of Last Evaluation:

Employee Name:

ID#: DOH: Date In Current Position:
Job Title:
Department:
Reviewer Name: Reviewer Title
RATINGS: Satisfactory Needs Improvement Unacceptable
Qs U4 a3 U2 01

Is familiar with correct procedures for
handling all aspects of duties.

Can perform computer related tasks
efficiently including Anasazi (as required
by funding source).

Seeks ways to improve program,
anticipates problems and seeks solutions.




Provides gnidance and direction, motivates
others, and shares skills as appropriate.

Dependable in completing tasks, and
follow-ups in timely manner.

Integrates own work with larger group-on
all levels; shows and receives respect to
and from team members. Recognizes
special skills and knowledge of team
members; able to draw on this
appropriately.

Maintains acceptable levels of attendance;
provides advanced notice of absence and
lateness; arrives and departs at designated
times; maintains appropriate lunch and
break leaves with appropriate notification
for changes.

Plans, organizes, delegates, coordinates,
and oversees as assigned. Mentors, as
assigned. Able to work effectively with
supervisors and supervisees.

Expresses ideas and thoughts verbally
Expresses ideas and thoughts in written
format

Exhibits good listening and
comprehension

Keeps management and co-workers
adequately informed.

Interacts appropriately with
consumers/clientele

Maintains professional boundaries with
co-workers, consumers, and outside
agencies.

Dresses appropriately and keeps self well-
groomed.




SUMMARY:

GOAL / PLAN FOR IMPROVEMENT:

EMPLOYEE COMMENTS:

Employee Acknowledgement:

I have reviewed this evaluation and discussed the contents with my supervisor. My signature means that I have been advised of
my performance status and does not necessarily imply that I agree with the evaluation.

Employee Signature Date

Reviewer Comments:

Next Evaluation Due Type : O Annual 0 Probation

(J Bi-Annual Special

Reviewer Signature Date



- FCS Jewish Board of Family
: and Children's Services, Inc.

PERFORMANCE EVALUATION
For
Managers / Directors of Program & Support Departments

Type: 1 Annual [ Probation Bi-Annual [} Special

Review Period:

Date Of Last Evaluation:

Employee Name:

IB#: BOH: Date In Current Position:
Job Title:

Department:

Reviewer Name: Reviewer Title

Performance Competencies:

Mission
NI ST ER OST
NA  Low < > High

Achieves results for recipients of services |
Implements agency policies |
|
L
|

l |
N N N
I N W
S RO R
A N
I I

Represents agency well
Goes above and beyond when appropriate
Is dependable, reliable and consistent

I
|
_
|
l
|

|
Overall |

Communication:

Expresses ideas and thoughts verbally I
Expresses ideas and thoughts in written form |
Exhibits good listening and cemprehension |
|
)

Keeps others adequately informed
Selects and uses appropriate communication methods

Overall




Cost Consciousness

Follows agency’s fiscal procedures

Works within approved budget

Conserves organizational resources

Develops and implements cost saving measures

Contributes to agency’s fiscal health
Overall

Delegation

Delegates work assignments
Matches the responsibility to the person
Gives authority to work independently
Sets expectations and monitors delegated activities
Provides recognition for results
Overall

Job Knowledge

Competent in required job skills and knowledge
Exhibits ability to learn and apply new skills
Keeps abreast of current developments
Requires minimal supervision
Displays understanding of how job relates to others
Overall

Judgment

Displays willingness to make decisions

Exhibits sound and accurate judgment

Supports and explains reasoning for decisions

Includes appropriate people in decision making process

Makes timely decisions
Overall

Leadership

Exhibits confidence in self and others
Inspires respect and trust
Reacts well under pressure
Shows courage to take action
Motivates others to perform well
Overall

NI ST ER OST

N/A  Low <-—-- > High
i [ | | I
| [ f l i f
\ N 1 ? |
l | | | \ ? J
[ | | | | | |
f | | \ % | !

NI ST ER OST
N/A  Low <emememmme > High
J | | | | [ |
l [ \ | ] |
l | | ! | l
[ P | | f |
l | | I 1 f
I | 1 ! ! \

NI ST ER OST
N/A  Low <crmmmemo > High
| | | I | 1
\ | \ | | I
l | | | | |
| | | | | |
| | P | J |
l [ | | | |

NE ST ER OST
N/A Low <e—eeeeme > High
1 [ | ! \
| [ | | ! |
I | \ \ | |
l | | J | [
f | | | i | \
\ | ] | | l 1

NI ST ER OST

Low <eemeev > High




Managing People

Provides direction and gains compliance
Includes subordinates in planning

Takes responsibility for subordinates' activities
Provides regular performance feedback

Develops subordinates' skills and encourages growth

Problem Solving

Identifies problems in a timely manner

Gathers and analyzes information skillfully
Develops alternative solutions

Resolves problems in early stages

Works well in group problem solving situations

Quality

Demonstrates accuracy and thoroughness
Displays commitment to excellence

Looks for ways to improve and promote quality
Applies feedback to improve performance
Monitors own work to ensure quality

NI ST ER OST
NA  Low <eeeemee > High

Overall

Overall

Overall

RATING RANGES

DEFINITIONS

OST | Outstanding Performance

Highly exceeds all agreed upon job requirements to a degree
seldom achieved by others in the same level job.

ER | Exceeds Job Requirements

Performance often exceeds all agreed upon requirements. Often
does more work of high guality and quantity.

ST | Meets Job Requirements

Work is fully satisfactory. Performance consistently meets agreed
upon job requirements.

NI | Needs Improvement

Performance standards are not fully achieved; improvement is
needed to meet agreed upon job requirements.




SUMMARY:

PLAN FOR IMPROVEMENT:

EMPLOYEE COMMENTS:

Employee Acknowledgement:

I have reviewed this evaluation and discussed the contents with my supervisor. My signature means that
I have been advised of my performance status and does not necessarily imply that I agree with the
evaluation.

Employee Signature Date

Reviewer Comments:

Next Evaluation Due Type : 0 Annual 0 Probation
U Bi-Annual [l Special
Reviewer Signature Date



% ' jFCS Family Service Division
, J¥S bpivision

ORMANCE APPRAISAL

Department: Year: 2006-2007
Employee:

Position:

Supervisor:

Performance Appraisal Process

You and your supervisor meet on the anniversary of your hire date to review your job description, job
performance, accomplishment of objectives, and job development plan. You will develop new objectives for the
coming year. The appraisal includes a supervisor's narrative that summarizes your achievements and/or
specifies necessary improvements and your own comments.

Job Description

The job description describes the essential functions of your position. Review the job description with your
employee/supervisor and revise if necessary. Discuss performance in relation to the job description.
Attach a copy of the job description to the packet.

Obijectives

Objectives are measurable outcomes with a timeframe that you will accomplish in the context of your job over the
next year. The previous year's objectives are reviewed at the supervisor/employee performance appraisal
meeting and new objectives are developed. At least one objective should reflect a new achievement. List
objectives and action steps that will help achieve the stated objective.

Job Development Plan

Each employee must have a job development plan which outlines activities for your personal and professional
growth. The plan may include such things as classes or workshops you will attend, agency in-services or
individual inquiry and research.

All appraisals must be signed and dated by employee and supervisor. The supervisor submits a complete packet
to Human Resources and to the Director.



Employee Name Date

EMPLOYEE PERFORMANCE APPRAISAL: OBJECTIVES

Performance and Professional Development Planning Form. Set no more than 4 objectives, but not less
than 2. One objective must include the Job Development Plan.

OBJECTIVE #1:
Action Steps: Time Frame
1.

2.

3.

Supervisor Comments: ' Mid year review date
Supervisor Comments: Yearend review date
Objective #1 [ ] Attained [_] Partially Attained [ ] Not

: Attained

OBJECTIVE #2:

Action Steps: Time Frame
1.

2.

3.

Supervisor Comments: Mid year review date
Supervisor Comments: Yearend review date

| Objective #2 [ ] Attained [ Partially Attained [ ] Not Attained |




Employee Name

Date

EMPLOYEE PERFORMANCE APPRAISAL: OBJECTIVES

OBJECTIVE #3:

Action Steps:

Time
Frame

Supervisor Comments:

Supervisor Comments:

Mid year review date

Yearend review date

| Objective #3 [ ] Attained

[ ] Partially Attained

[ ] Not Attained ]

OBJECTIVE #4:

Action Steps:

Time
Frame

Supervisor Comments:

Supervisor Comments:

Mid year review date

Yearend review date

Objective #4 [ ] Attained

[ Partially
Attained

[ ] Not Attained




Employee Name Date

EMPLOYEE PERFORMANCE APPRAISAL: JOB DEVELOPMENT PLAN

Professional Associations you belong to:

Professional Training and Development Activities: (List any workshop, seminar, in-service,
research you hope to complete during the year)

Training Completed:



Employee Name Date

EMPLOYEE PERFORMANCE APPRAISAL: NARRATIVE AND SIGNATURES

Supervisor Narrative:

The supervisor and employee have reviewed and discussed performance for the current period:

Employee: Date / /
Supervisor: Date / /
Director: Date / /

Employee Comments:



JEWISH FAMILY SERVICES
PROFESSIONAL PERFORMANCE APPRAISAL

Employee Name: Position:
Supervisors Name: Department:
Review Term: From: Date:

1. Summary of Past Performance (Based on communicated goals and expectations)

2. Strengths (specific examples of things to keep doing)

3. Areas for Improvement (Specific examples where improvement is necessary)

4. Job related skills

Exceeds Meets Below
Criteria Expectations | Expectations | Expectations

Comments

Knowledge of job

Quality of work with clients

Produces results

Planning, organization, efficiency

Paper work completion

Computer literacy

French/English Bilingualism

Communication Skills




5. Work Attitudes

Criteria

Exceeds
Expectations

Meets Below
Expectations | Expectations

Comments

Assumes responsibility

Takes initiative

Judgment in problem solving &
decision making

Works cooperatively with others

Accepts feedback

Reliability/promptness

Dependability

Adaptability

Creativity

6. Performance Expectations (Measurable objectives for the coming year)

7. Employee’'s comments and confirmation

Employee’s Signature:

P:\Staffiperform rev form-profess.doc

Supervisor’s Signatfure:




JEWISH FAMILY SERVICES
SUPERVISOR/MANAGER PERFORMANCE APPRAISAL

Employee Name: Position:
Supervisors Name: Department:
Review Term: From: Date:

1. Summary of Past Performance (Based on communicated goals and expectations)

2. Strengths (specific examples of things to keep doing)

3. Areas for improvement (Specific examples where improvement is necessary)

4. Management/Supervisory Skills

Exceeds Meets Below
Criteria Expectations | Expectations | Expectations

Comments

Develops/shares vision/direction
(promotes agency goais)

Motivates others; promotes
growth & development of staff

Optimizes lay relationships

Creativity

Works collaboratively

Works independently

Uses sound judgment in seeking
assistance




6. Work Attitudes

Exceeas Meets Below
Criteria Expectations | Expectations | Expectations Comments
Sense of responsibility (takes
ownership)
Takes initiative
Fairness
Objectivity
Ability to represent agency
Acceptance of feedback
5. Work Quality & Habits
Exceeds Meets Below
Criteria Expectations | Expectations | Expectations Comments

Accuracy & thoroughness of
work

Knowledge/skills to effectively
perform job

Judgment in problem solving &
decision making

Adapts to change

Ability to work under stress

Verbal & written communication

Planning, organization. efficiency

6. Performance Expectations (Measurable objectiVes for the coming year)

7. Employee’s comments and confirmation

Employee’s Signature: Supervisor’s Signature:

P:A\Staffiperform rev form-superviors.doc



JEWISH FAMILY SERVICES
EMPLOYEE INPUT FORM - PERFORMANCE APPRAISAL

Employee Name: Supervisors Name:

Date of Performance Appraisal:

1. What are the 3 or 4 principal responsibilities of your job?

2. What are some things that you have done particularly well in the last year? (Special achievements)

3. What are some things you feel you could have done better in the past year?

4. What would you like to achieve in the coming year?

5. What can | {your supervisor) do to help you achieve your goals?




JEWISH FAMILY SERVICES
PROFESSIONAL PERFORMANCE APPRAISAL

Employee Name:  Position:
Supervisors Name Department:

Review Term: Date:

1. Summary of Past Performance {(Based on communicated goals and expectations)

2. Strengths (specific examples of things to keep doing)

3. Areas for Improvement (Specific examples where improvement is necessary)

4. Job related skills

Needs
Criteria Satisfactory | Improvement Comments

Knowledge of job

Quality of work with clients

Produces results

Planning, organization, efficiency

Paper work completion

Computer literacy




French/English Bilingualism

Communication Skills

5. Work Attitudes

Criteria

Satisfactory

Needs
Improvement

Comments

Assumes responsibility

Takes initiative

Judgment in problem solving &
decision making

Works cooperatively with others

Accepts feedback

Reliability/promptness

Dependability

Adaptability

Creativity

6. Performance Expectations (Measurable objectives for the coming year)

7. Employee’s comments and confirmation

Employee’s Signature:

P:\Staff\perform rev form-profess.doc

Supervisor's Signature:




JEWISH FAMILY SERVICES
ADMINISTRATIVE STAFF PERFORMANCE APPRAISAL

Employee Name: Position:
Supervisors Name: Department:
Review Term: From: Date:

1. Summary of Past Performance (Based on communicated goals and expectations)

2. Strengths (specific examples of things to keep doing)

3. Areas for Improvement (Specific examples where improvement is necessary)

4. Job Related Skills

Needs
Criteria Satisfactory | Improvement Comments
Quality of work (eg.
thoroughness, consistency,
accuracy)

Productivity (quantity of work)

Knowledge of job

Computer Literacy

Technical skills

French/English Bilingualism

Communication skills




5. Work Attitudes

Needs
Criteria Satisfactory | Improvement

Commenits

Acceptance of supervision

Works cooperatively with others

Assumes Responsibility

Reliability/promptness

Dependability (eg.
Conscientiousness, accuracy)

6. Performance Expectations {Measurable objectives for the coming year)

7. Employee's comments and confirmation

Employee’s Signature: Supervisor's Signature:

P:\Staff\perform rev form - support.doc




JEWISH FAMILY SERVICES
SUPERVISOR/MANAGER PERFORMANCE APPRAISAL

Employee Name: ‘ Position:
Supervisors Name: Department:
Review Term: From: Date:

1. Summary of Past Performance (Based on communicated goals and expectations)

2. Strengths (specific examples of things to keep doing)

3. Areas for Improvement (Specific examples where improvement is necessary)

4, Management/Supervisory Skills

Needs
Criteria Satisfactory | Improvement Comments

Develops/shares vision/direction
(promotes agency goals)

Motivates others, promotes
growth & development of staff

Optimizes lay relationships

Creativity

Works collaboratively

Works independently

Uses sound judgment in seeking
assistance




’ 5.1 Work Attitudes

Needs
Criteria Satistactory | Improvement Comments
Sense of responsibility (takes
ownership)
Takes initiative
Fairness
Objectivity
Ability to represent agency
Acceptance of feedback
6. Work Quality & Habits
Needs
Criteria Satisfactory | Improvement Comments

Accuracy & thoroughness of
work

Knowledge/skills to effectively
perform job

Judgment in problem solving &
decision making

Adapts fo change

Ability to work under stress

Verbal & written communication

Planning, organization. efficiency

7. Performance Expectations (Measurable objectives for the coming year)

8. Employee's comments and confirmation

Employee’s Signature:

Supervisor's Signature:




JEWISH FAMILY SERVICES
EMPLOYEE INPUT FORM - PERFORMANCE APPRAISAL

Employee Name: Supervisors Name:

Date of Performance Appraisal:

1. What are the 3 or 4 principal responsibilities of your job?

2. What are some things that you have done particularly well in the last year? (Special achievements)

3. What are some things you feel you could have done better in the past year?

4. What would you like to achieve in the coming vear?

5. What can | (your supervisor) do to help vou achieve your goals?




PERFORMANCE
JEWISH EVALUATION FORM

=2 AMILY
SE RVICES CHECK THE APPROPRIATE LINE

7—}&» For £ ife Successfully Completed Orientation

interim Evaiuation

Annual Evaluation

Name:

Job Title:
Department:

Appraisal Period: XXIXXIXXK to XXIXXIXX

nsieri ll rmac oecties, roritie,n eormnc facs, th ri IeI tha tsri )
| employee’s performance during the rating period.

Does Not Meet Expectations

I The staff member has not demonstrated an ability to perform the basic job responsibilities and does not perform on an

B independent basis. The staff member has not demonstrated initiative and does not seek assistance when they encounter

| difficulties. The staff member has not demonstrated a willingness to improve their performance or participate in the training
L and supervision necessary to achieve the supervisor’s expectations. The work done by the individual is unacceptable.

Meets Some Expectations, Does Not Meet All
The staff member has demonstrated an ability to perform most basic job responsibilities, but needs assistance with some
| areas. The staff member asks for assistance when appropriate, but needs additional training or experience to work on an
. independent basis. The staff member participates in supervision and or training and is committed to achieving the

' | performance level expected by the supervisor. The work done by the individual needs improvement.

(3= Meets Expectations

| The staff member is competent in all areas of their job and performs independently. The staff member asks questions, seeks [
| assistance, or makes suggestions as appropriate. The staff member may participate in committees, agency-wide initiatives,
or special projects while maintaining an appropriate level of performance. The staff member shows some initiative and

|| commitment to the agency. The work done by the individual is good.

Meets All Expectations, Exceeds Many Expectations

The staff member is competent and excels in all areas of the job and performs independentiy. In addition to the assigned
| responsibilities, the staff member shows initiative and commitment. The staff member proposes and implements job-related
improvements. The work done by the individual is very good.

5= Exceeds All Expectations

| The staff member is competent in all areas of their job and performs independently. On a consistent basis, the staff member
I demonstrates initiative by proposing new ventures, practices and/or procedures, or venues that would benefit the agency’s ,
| mission and vision. The staff member is respected by colleagues. The are regular participants in agency-wide projects. The &
| staff member demonstrates a willingness to accept additional responsibilities not outlined in the job description as appropriate.
| The work done by the individual is excellent! ' |




Duties and Responsibilities:

1.

Weight X Rate = Score
Comments:

2.
Weight X Rate = Score
Comments:

3.
Weight X Rate = Score
Comments:

4,
Weight X Rate = Score _
Comments:

5.
Weight X Rate = Score
Comments:

8.
Weight X Rate = Score
Comments:

7.
Weight X Rate = Score

Comments:



Dermning e Total Score )

Step One: For Each Responsibility Multiply the Weight and the Rate to Determine The Score

Step Two: Add Together All The Scores

Enter the Total Score Here:
Determining the Weighted Average Rate:

[ StepOne:  Divide Total Score By 100

Enter The Average Weighted Rate Here:

In order to be eligible for a COLA (Cost of Living Adjustment) Salary Adjustment the staff member’s Average Weighted Rate
I must be 2.5 or greater, with no single element rated below a 2.

In order to be eligible for a Performance Based Step raise, the staff member's Average Weighted Rate must be 3 or above
I with no single element rated below a 2.

SUPERVISOR'S COMMERNTS (OPTIONAL)

Comment on how overall evaluation was determined, highlighting ratings on specific performance objectives and factors that
contributed most strongly to the overall evaluation.

STAFF MEMBER’ S GOALS
Each staff member is required to list at least three goals for the coming Evaluation Period. If appropriate, the goals should
match any issues identified in the Development Plan.

STAFF MEMBER’S COMMENTS

Comments on how overall evaluation were determined, highlighting ratings on specific performance objectives and factors
that contributed most strongly to the overall evaluation.

SIGNATURES
[ have reviewed this document, discussed its contents with my supervisor, and had the opportunity to make written comments.

My signature indicates that | have been advised of my performance status and does not necessarily imply that | agree with
this evaluation.

Employee Date Supervisor Date

Department Director Date Human Resources Date

Please forward the completed evaluation to Human Resources. Evaluations are considered incomplete until the
Employee, Supervisor, and Department Director have signed them.

h/users/performance evaluations/blank performance evaluation.doc

07/05




Staff Name Date

Training/Staff Development Plan

TRAINING NEEDS ~ Those areas identified by the supervisor and employee in order to enhance
the employee’s current skills.

[IClinical
Please specify:

DSupewisory
Please specify:

[1Technical (Computer hard and software programs)
Please specify:

[ 1 Administrative
Please specify:

Llother Competencies
Please specify:

DEVELOPMENT PLAN

If a 2 or lower rating is given, prepare a development plan that includes at least two developmental goals.
Goals may be related to increasing the employee’s technical knowledge, supervisory skills, or improved
performance in any performance measure. If training is needed to address these areas, include these in the
training plan above.

Rev. 8/05




WESTCHESTER JEWISH COMMUNITY SERVICES, INC.
ADMINISTRATIVE LEADERSHIP STAFF

Staff Member's Name

Staff Member's Title

Supervisor's Name & Title

TYPE OF EVALUATION:

[ JINITIAL [ |PERIODIC

EVALUATION DATES:

FROM: TO:

INSTRUCTIONS:

Basic instructions for completing the Performance Evaluation Form are outlined below. For additional guidance,
consult your Supervisor, or a member of the Office of Human Resources.

ASSIGN A RATING FOR THE EMPLOYEE’S PERFORMANCE FOR EACH CATEGORY USING THE
FOLLOWING GUIDELINES:

Outstanding: Far exceeds requirements

Very Good: Often exceeds requirements

Satisfactory: Meets requirements of position

Needs Improvement: Does not meet minimum job requirements
Unsatisfactory: Not Acceptable

COMPLETE THE EXPLANATION SECTION WITHIN EACH CATEGORY. If A CATEGORY DOES
NOT PERTAIN TO A PARTICULAR EMPLOYEE, PLEASE ENTER "NOT APPLICABLE", OR "N/A",

THE COMPLETED PERFORMANCE EVALUATION IS TO BE SIGNED BY BOTH THE SUPERVISOR
AND THE EMPLOYEE. THE SIGNED AND COMPLETED FORM IS THEN TO BE REVIEWED AND
SIGNED BY THE SUPERVISOR'S IMMEDIATE SUPERVISOR AND THEN SENT TO THE OFFICE OF
HUMAN RESOURCES.

11/99




A, Brief description of individual's responsibilities.

B. Performance Evaluation
1. Record of attendance and punctuality during the last year.
[ ]Outstanding
[ TVery Good
[ ISatisfactory
[ INeeds Improvement
[ JUnsatisfactory
Explain.

2. Planning and Organization of Work
Consider such variables as: Efficient use of time; timeliness of paperwork, ability to establish priorities.
[ JOutstanding
[ IVery Good
[ ISatisfactory
[ INeeds Improvement
[ ]Unsatisfactory
Explain.

3. Initiative and Innovation
Consider such variables as: self starts, takes responsibility, makes efforts in face of obstacles; offers suggestions,
implements new and sound ideas.
[ ]Outstanding
[ TVery Good
[ ISatisfactory
[ ]Needs Improvement
[ JUnsatisfactory
Explain.



4. Communication

Ability to communicate with agency staff members, clients and community agencies with particular sensitivity.
[ IOutstanding
[ TVery Good

[ ]Satisfactory

[ INeeds Improvement

[ ]Unsatisfactory

Explain,

C. Supervision
1. Administrative Supervision
Ability to delegate tasks, communicate objectives, and obtain timely compliance with agency and regulatory
mandates.
[ ]Outstanding
[ ]Very Good
[ ]Satisfactory
[ INeeds Improvement
[ JUnsatisfactory
Explain.

2. Leadership

Ability to inspire and motivate staff. Ability to develop and communicate new ideas.
[ JOutstanding
[ JVery Good
[ ]Satisfactory
[ Needs Improvement
[ JUnsatisfactory

Explain.

3. Delegation
Ability to assign tasks
[ ]Outstanding



[ IVery Good

[ ISatisfactory

[ INeeds Improvement

[ JUnsatisfactory
Explain.

4. Performance Management
Ability to evaluate staff performance on an individual and group basis, and provide effective feedback.
[ IOutstanding
[ IVery Good
[ ]Satisfactory
[ INeeds Improvement
[ JUnsatisfactory
Explain.

5. Training and Development
Ability to provide training and promote staff development
[ ]Outstanding
[ JVery Good
[ ISatisfactory
[ ]Needs Improvement
[ JUnsatisfactory
Explain.

6. Follow-up
Ability to follow up on all required work by supervisees.
[ ]Outstanding



[ JVery Good

[ ]Satisfactory

[ INeeds Improvement

[ ]Unsatisfactory
Explain.

7. Recordkeeping
Ability to keep accurate documentation related to job responsibilities and to ensure that staff maintains accurate
documentation.
[ ]Outstanding
[ ]Very Good
[ ]Satisfactory
[ INeeds Improvement
[ IUnsatisfactory
Explain.

D. Recognition of Work Performance

1. Has the employee received special recognition for exemplary performance during the past year?
[ IYes [ INo

If yes, describe.

2. Has employee been involved in disciplinary action during past year? [ ]JYes [ ]No
If yes, explain.

3. Have complaints been filed on employee? [ JYes [ INo

If yes, has investigation found employee in compliance with agency standards?
[ JYes [ ]No

If no, explain.



E. Quality Improvement (QI)
Describe employee's knowledge of the Agency and its servces and how job responsibilities fit into overall Agency
functioning.

2. Has the employee participated in any of the following QAI committees: Training and Development, Peer Review,
Risk Management, Incident Investigation and Review, Safety Management, Infection Control. [ JYes [ ]No
If yes, explain.

3. Ability to deal with consumer complaints and/or staff complaints
[ JOutstanding
[ TVery Good
[ ]Satisfactory
[ INeeds Improvement
[ ]Unsatisfactory
Explain.

F. Staff Development
1. Has employee participated in any Agency staff development programs [ TYes [ INo
If yes, explain and list courses taken since last evaluation.

2. Has employee participated in out-of-agency training? [ ]JYes [ [No
If yes, list particulars.



3. Recommendations for further training:

ACCOUNTING SUPERVISORS
Job Skills
Ability to maintain books and detailed records of cash receipts, disbursements, general journal, and payroll
[ ]Outstanding
[ JVery Good
[ ]Satisfactory
[ INeeds Improvement



[ JUnsatisfactory

Ability to review reimbursement claims to ensure compliance with internal rules and accounting standards
1Outstanding

Very Good

]Satisfactory

INeeds Improvement

]Unsatisfactory

Ability to review various accounting records such as cash receipts, disbursements and schedules in order to prepare
general ledger trial balances.

[ ]Outstanding

[ IVery Good

[ ]Satisfactory

[ INeeds Improvement

[ IUnsatisfactory

Ability to prepare working papers, financial statements and schedules
[ 1Outstanding

Very Good

Satisfactory

Needs Improvement

[ ]
[ ]
[ ]
[ JUnsatisfactory

GOALS

A. Progress in Achieving Mutually established goals:




B. State mutually established performance goals for next evaluation:

SIGNATURES

SUPERVISOR’S SIGNATURE: Date




EMPLOYEE BEING EVALUATED:

| have read this Performance Evaluation and have reviewed it with my supervisor(s).

(Note: Employee's signature indicates only that this performance evaluation has been
read. Employee’s signature does not signify agreement with the contents of
this Performance Evaluation. Employee may provide a written response.

Employee’s Signature Date
Reviewed By Date
Received By Date

Office of Human Resources Signature

11/99
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Westchester Jewish Community Services, Inc.
PERFORMANCE EVALUATION - SUPPORT STAFF

Staff Member's Name

Staff Member's Title

Supervisor's Name & Title

TYPE OF EVALUATION:

[ JINITIAL [ JPERIODIC

EVALUATION DATES: FROM: TO:

INSTRUCTIONS

Basic instructions for completing the Performance Evaluation Form are outlined below. For additional
guidance, consult your Supervisor, or a member of the Office of Human Resources.

ASSIGN A RATING FOR THE EMPLOYEE'S PERFORMANCE FOR EACH CATEGORY USING THE
FOLLOWING GUIDELINES:

Qutstanding: Far exceeds requirements

Very Good: Often exceeds requirements

Satisfactory: Meets requirements of position

Needs Improvement:  Does not meet minimum job requirements
Unsatisfactory: Not Acceptable

COMPLETE THE EXPLANATION SECTION WITHIN EACH CATEGORY. IF A CATEGORY DOES
NOT PERTAIN TO A PARTICULAR EMPLOYEE, PLEASE ENTER "NOT APPLICABLE", OR "N/A",

REVIEW THE PERFORMANCE EVALUATION AND GOALS WITH THE EMPLOYEE. THE
COMPLETED PERFORMANCE EVALUATION 1S TO BE SIGNED BY BOTH THE SUPERVISOR AND
THE STAFF MEMBER. THE SIGNED AND COMPLETED FORM IS THEN TO BE REVIEWED AND
SIGNED BY THE SUPERVISOR'S IMMEDIATE SUPERVISOR AND FORWARDED TO THE OFFICE
OF HUMAN RESOURCES.

11/99



BRIEF DESCRIPTION OF INDIVIDUAL'S RESPONSIBILITIES

PERFORMANCE EVALUATION

A. Job Knowledge

Understanding of basic principles required to perform job responsibilities.
[ ]JOutstanding

[ JVery Good

[ ]Satisfactory

[ ]Needs Improvement
[ JUnsatisfactory

B. Job Skills

1. Ability to effectively use equipment that is needed to accomplish job tasks. (computers, telephone
systems, calculators, typewriters)

[ ]Outstanding

WVery Good

|Satisfactory

INeeds Improvement

JUnsatisfactory

— —n ———

. Familiarity with computer applications used to accomplish tasks.
JOutstanding

Very Good
|Satisfactory

]Needs Improvement
JUnsatisfactory

— e Ny

C. Planning and Organization of Work

Consider such variables as: efficient use of time; timeliness of paperwork; ability to establish priorities.
JOutstanding

Very Good

|Satisfactory

|Needs Improvement

JUnsatisfactory

—_—— ———



D. Record keeping

Ability to store and retrieve various kinds of information through the use of computerized and manual filing
systems.

[ ]Outstanding

[ JVery Good

[ ]Satisfactory

[ INeeds Improvement

[ JUnsatisfactory

E. Communication Skilis

1. Ability to respond to the public in a courteous and sensitive manner,
[ ]Outstanding

[ ]Very Good

[ ]Satisfactory

[ ]Needs Improvement
[ ]Unsatisfactory

2. Ability to record and relay information accurately.
[ ]Outstanding

[ IVery Good

[ ]Satisfactory

[ ]Needs Improvement

[ ]Unsatisfactory

3. Able to verbally express self in a clear, concise and easily understood manner.
[ ]Outstanding

[ Very Good

[ ]Satisfactory

[ INeeds Improvement

[ JUnsatisfactory

Able to express written ideas in a clear, concise fashion.
JOutstanding

Very Good
1Satisfactory

]Needs Improvement
JUnsatisfactory

4.
[
[
[
[
[



F. Quality of Work

1. Learning: able to grasp instructions; quick to learn.
JOutstanding

Very Good

]Satisfactory

]

I

Needs Improvement
Unsatisfactory

— — —— —

2. Accuracy. Ability to recognize errors, and make corrections .
10utstanding

Very Good

1Satisfactory

INeeds Improvement

JUnsatisfactory

G. Productivity:

Ability to carry out expected volume of work in a timely manner,
[ ]Outstanding

Very Good

|Satisfactory

INeeds improvement

JUnsatisfactory

(
(
[
(

H. Relationships with Other Staff

Maintains positive relationships with all staff; is able to work together with others toward common goals; is
able to work as part of a team.

[ JOutstanding

[ Wery Good

[ ]Satisfactory

[ ]Needs Improvement

[ ]Unsatisfactory

l. Attendance & Punctuality

Attendance and punctuality record during last year.
[ jOutstanding

[ Very Good

[ ]Satisfactory

[ ]Needs Improvement

[ Unsatisfactory



J. Supervision:

Ability to use supervisor in an appropriate manner. Describe amount of supervision needed and
relationship with supervisor.

[ ]Outstanding

[ JVery Good

[ ]Satisfactory

[ INeeds Improvement

[ JUnsatisfactory

K.. Has employee received special recognition for exemplary performance during the past year?
[ T¥es | INo
If yes, explain

L.. Has employee been involved in disciplinary action during the pastyear? [ JYes [ ]No
If yes, explain

M. Staff Development
1. Has employee participated in any Agency staff development programs? [ JYes [ [No
If yes, explain and list courses taken since last evaluation.

2. Has employee participated in out-of-agency training? [ J¥es [ ]No
If yes, list particulars.

3. Recommendations for further training.

M. Quality Assessment and improvement
1. Describe employee's knowledge of the Agency and its services and how job responsibilities fit into
overall Agency functioning



2. Has the employee participated in any of the following QI committees: Training and Development, Peer
Review, Risk Management, Incident Investigation and Review, Safety Management, Infection Control. |
JYes [ No

If yes Explain.

3. Ability to deal with consumer complaints and/or staff complaints.
[ JOutstanding

[ ]Very Good

[ ]Satisfactory

[ INeeds Improvement

[ JUnsatisfactory

A, Progress in achieving mutually established goals.

GOAL PROGRESS




B. Mutually established performance goals for next evaluation:

SIGNATURES

Supervisor's Signature: Date:

EMPLOYEE BEING EVALUATED:

I have read this Performance Evaluation and have reviewed it with my supervisor(s).

(Note: Employee's signature indicates only that this performance evaluation has been
read. Employee’s signature does not signify agreement with the contents of
this Performance Evaluation. Employee may provide a written response.

Employee’s Signature Date
Reviewed By Date
Received By Date

Office of Human Resources Signature

11/99



WESTCHESTER JEWISH COMMUNITY SERVICES, INC.
PERFORMANCE EVALUATION -
PROGRAM DIRECTORS AND SUPERVISORS

staff Member's
Name

Staff Member's
Title

Supervisor's Name &
Title

TYPE OF EVALUATION:
[ ]INITIAL

[ ]PERIODIC

EVALUATION DATES: FROM:

EMPLOYEE'S DISCIPLINE:

[ ICase Management IPsychology

[ INursing I1Sacial Work

[ IPsychiatry [

Jother i JPsycho-education
{Piease Indicate)

INSTRUCTIONS:

WHERE INDICATED, ASSIGN A RATING FOR THE EMPLOYEE'S PERFORMANCE FOR EACH

CATEGORY USING THE FOLLOWING GUIDELINES:

Outstanding: Far exceeds requirements
Often exceeds requirements
Meet requirements

Very Good:
Satisfactory:

Needs Improvement: Does not meet minimum job requirements

Unsatisfactory:

Not Acceptable

REVIEW THE PERFORMANCE EVALUATION AND GOALS WITH THE EMPOVYEE., THE
COMPLETED PERFORMANCE EVALUATION IS TO BE SIGRED BY BOTH THE SUPERVISOR AND
THE STAFF MEMBER. THE SIGNED AND COMPLETED FORM IS THEN TO BE REVIEWED AND
SIGNED BY THE SUPERVISOR'S IMMEDIATE SUPERVISOR AND FORWARDED TO THE OFFICE

OF HUMAN RESOURCES.



A.. PERFORMANCE EVALUATION
1. What is staff member's attendance record during last year?
[ JOutstanding
[ JVery Good
[ ]satisfactory
[ ]Needs Improvement
[ JUnsatisfactory
Explain.

2. Planning and Organization of Work
Consider such variables as: Efficient use of time; timeliness of paperwork and statistical
procedures, ability to establish priorities.
[ JOutstanding
[ IWery Good
[ ISatisfactory
[ ]Needs Improvement
[ JUnsatisfactory
Explain.

3. Relationships with Other Staff
Consider such variables as: Maintains positive relationships with clinical and nonclinical staff:
is able to work together with others toward common goals; is able to work as part of a team;
warks effectively with community systems; participates in the interdisciplinary team process.
[ I0utstanding
[ JVery Good
[ Jsatisfactory
[ INeeds Improvement
[ ] Unsatisfactory
Explain.

4. Initiative and Innovation
Consider such variables as: self starts, takes responsibility, makes efforts in face of
obstacles; offers suggestions, implements new sound ideas.
[ JOutstanding
[ JVery Good
[ Jsatisfactory
[ JNeeds Improvement
[ JUnsatisfactory
Explain.



<

s

B. Supervision
1. Administrative Supervision
Ability to delegate tasks, communicate ochjectives, and obtain timely compliance with agency
and regulatory mandates.
[ JOutstanding
[ Jvery Good
[ JSatisfactory
[ INeeds Improvement
[ JUnsatisfactory
Explain,

T

N

[ 2. Clinical §upewision

. Ability to identify and evaluate learning needs of staff specifically related to special

popuigﬁéns. Ensures that staff receives appropriate development, training, and
supervision; level of knowledge and ability to communicate that knowledge.

JOutstanding

J¥ery Good

]Satisfactory

INeads Improvement

JuUnsatisfactory

Lo N s W it W oo i |

Explain.

3. Leadership
Ability to inspire and motivate staff. Ability to develop and communicate new ideas.
Presentation of workshops, papers, seminars, etc.,. Program development.
[ JOutstanding
[ ]Very Good
[ ISatisfactory
[ ]Needs Improvement
[ JUnsatisfactory
Explain.

4. Community Relations
Council representation, special committeas, intra-agency and interagency committees and
boards.
[ Joutstanding
[ JVery Good
[ Isatisfactory
[ JNeeds Improvement
[ JUnsatisfactory
Explain.



C. Quality Assessment and Improvement (QAI)

Please indicate the staff member's participation in the following committee processes:
QAI Monitoring and Evaluation; Utilization Review:; Incident Investigation and Review;
Safety Management;

Infection Control .

i. Have any committee reports indicated problems with staff member's clinical practice?
{ Tes [ ]No Ifyes, explain.

2. Has staff member served as a member of any of the committees listed above?
[ J¥es [ 1INo Ifyes, expiain,

Recognition of Werk Performance
1. Has staff member received special recognition for exemplary performance during the past
year? [ JYes I JNo Ifves, describe,

2. Has staff member been involved in disciplinary action during pastyear? [ J¥es [ JHo
If yes, explain

3. Have professional complaints been filed on staff member? [ JYes [ ]JNo
If yes, has investigation found employee in compliance with agency standards?
[ J¥es [ JNo Ifno, explain

E. S$taff Training
1. Has staff member served on Staff Training Commiltee? { JYes [ INo
If yes, describe participation. If no, explain.

2. List courses staff member is still required to take:



3. List elective courses taken since last evaluation®

4. Has staff member taught Agency courses? [ Jfes [ INo
If yes, list:

5. Has staff member participated in cut-of-agency training? [ JYes [ JHe
In what capacity? [ ]JParticipant [ ] Leader

Explain.

6. Recommendations for further training

F. Supervision :
Description of staff member's use of supervision, consultation, participation in staff
meetings and other clinical meetings within the Agency.
[ JOutstanding
JVery Good
iSatisfactory
JNeeds Improvement
1 Unsatisfactory

L Laa Tae Tos



GOALS

A. Progress in achieving mutually established Goals

GOAL PROGRESS

B. State mutually established performance goals for next evaluation




SIGNATURES

SUPERVISOR'S SIGNATAURE: Date:

EMPLOYEE BEING EVALUATED:

I have read this Performance Evaluation and have reviewed it with my supervisor(s).

(Note: Employee's signature indicates only that this performance evaluation has been
read. Employee’s signature does not signify agreement with the contents of this
Performance Evaluation. Employee may provide a written response,

Employee’s Signature Date
Reviewed By Date
Received By Date

Office of Human Resources Signature

11/88



WESTCHESTER JEWISH COMMUNITY SERVICES, INC.
PERFORMANCE EVALUATION - CLINICAL STAFF

Practitioner's Name

Practitioner's Title

Supervisor's Name & Tifle

TYPE OF EVALUATION
[ JTINITIAL [ JPERIODIC

EVALUATION DATES: FROM: TO:

PRACTITIONER'S DISCIPLINE:

[ ]JCase Management [ ]Psychiatry [ ]Psycho-education
[ INursing [ 1Psychology [ 1Social Work
[ 1Other

COMPLETE THE SECTIONS THAT APPLY TO THE EMPLOYEE BEING EVALUATED AND
REMOVE SECTIONS THAT ARE NOT RELEVANT.

ASSIGN A RATING FOR THE PRACTITIONER'S PERFORMANCE FOR EACH CATEGORY USING
THE FOLLOWING GUIDELINES:

Outstanding: Far exceeds requirements

Very Good: Often exceeds requirements

Satisfactory: Meets requirements

Needs Improvement: Does not meet minimum job requirements
Unsatisfactory: Not Acceptable

REVIEW THE PERFORMANCE EVALUATION AND GOALS WITH THE EMPLOYEE. THE
COMPLETED PERFORMANCE EVALUATION IS TO BE SIGNED BY BOTH THE SUPERVISOR
AND THE STAFF MEMBER. THE SIGNED AND COMPLETED FORM IS THEN TO BE REVIEWED
AND SIGNED BY THE SUPERVISOR’S IMMEDIATE SUPERVISOR AND FORWARDED TO THE
OFFICE OF HUMAN RESOURCES.

SECTION I GENERAL ~ FOR ALL CLINICAL STAFF SECTION V1. PSYCHO-EDUCATION

SECTION Il. CASE MANAGEMENT SECTION Vil. INTERNIST/PRACTITIONER

SECTION 1il.. NURSING SECTION Vil PHARMACOLOGY

SECTION IV. PSYCHIATRY SEXTION IX. DIETARY

SECTIONV. PSYCHOLOGY SECTION X. GOALS - FOR ALL CLINICAL STAFF
SECTION X1. SIGNATURES - FOR ALL CL!I NICAL STAFF

11/98



SECTION | - GENERAL

A. Description of Individual's Caseload and Other Responsibilities (Include student supervision,
teaching, efc.)

B. PERFORMANCE EVALUATION

1. What was practitioner's attendance record during last year?
[ Outstanding [ [Very Good [ JSatisfactory [ ]Needsimprovement [ JUnsatisfactory
Explain.

2. Productivity As determined in relation to specific program standards.
[ ]Qutstanding [ ]Very Good [ ISatisfactory [ ]Needs!mprovement [ JUnsatisfactory

3. Quality of Written Clinical Documentation

A review of the employee's clinical records should indicate that they meet the standards established by the
Agency and are in compliance with state and federal regulations. Consider such variables as: ability to
write in a clear, concise, and appropriately detailed fashion.

[ ]Qutstanding [ ]Very Good [ 1Satisfactory [ INeeds Improvement [ JUnsatisfactory

4, Planning and Organization of Work

Consider such variables as: efficient use of time, timeliness of paperwark and statistical procedures, ability to
establish priorities.

[ JOutstanding [ ]Very Good [ ]Satisfactory [ INeeds Improvement [ lUnsatisfactory



SECTION | - GENERAL (CONT'D)

C. Relationships with Other Staff

Consider such variables as: maintains positive relationships with clinical and nonclinical staff; is able to work
together with others toward common goals; is able to work as part of a team; works effectively with community
systems; participates in the interdiscipiinary team process.

[ ]Outstanding [ JVery Good [ ]Satisfactory [ ]Needs Improvement [ JUnsatisfactory

D. Initiative and Innovation

Consider such variables as: self starts, takes responsibility, makes efforts in face of obstacles; offers
suggestions, implements new sound ideas.

[ 1Outstanding [ Very Good [ ]Satisfactory [ INeeds Improvement [ lUnsatisfactory

E. Evaluation of Clinical Work
1. Does practitioner deal with special populations (be specific)?

Child & Adolescent Seriously Mentally ! Health Care
Mental Retardation/ Addictive Behavior Nursing
Developmental Disabilities Residential Care Home Care
Geriatric Victims of Incest

2. Description of practitioner's integration of theory and practice, knowledge related to populations. Include
description of practitioner's level of practice in each treatment modality. Description of practitioner's level of
practice in each treatment modality; Individual, famity, group. Include a statement about goals for further
development of skills. If practitioner is a supervisor of interns, describe the supervisory process.

USE PAGE 6 FOR NARRATIVE



SECTION . - GENERAL (CONT'D}

F. Quality and Improvement (Ql)

Please indicate the practitioner's participation in the following committee processes:

Ql Monitoring and Evaluation; Utilization Review; incident Investigation and Review; Safety Management;
Infection Control .

1. Have any of the above committee reports indicated problems with practitioner's clinical practice?
[ T¥es [ ]No Ifyes, explain.

G. Recognition of Work Performance
1. Has practitioner received special recognition for exemplary performance during the past year?
[ TYes [ }No Ifyes, describe.

2. Has practitioner been involved in disciplinary action during past year?
[ TYes [ INo Ifyes, explain

3. Have professional complaints been filed on practitioner? [ JYes [ ]No
If yes, has investigation found employee in compliance with agency standards?
[ Tves [ INo Ifno,explain.



SECTION I. - GENERAL (CONT'D)
H. Staff Training

1. Has practitioner served on Staff Training Committee?
[ TYes [ JNo Iifyes, describe participation. if no, explain.

2. List courses practitioner is still required to take:

4. Has practitioner taught Agency courses? [ IYes [ INo Iifyes, list

5. Has practitioner participated in out-of-agency training? [ TYes [ INo
in what capacity? [ ]Participant [ ] Leader

6. Recommendations for further training:

i. Supervision

Description of practitioner's use of supervision, consuiltation, participation in staff meetings and other clinical
meetings within the Agency. :

[ JOutstanding [ ]Very Good [ ISatisfactory [ ]Needs Improvement [ ]Unsatisfactory



EVALUATION OF CLINICAL WORK - NARRATIVE PAGE
Use for narrative of section E2 and additional information for SECTION |



SECTION Il - CASE MANAGEMENT

A, Position Knowledge

Ability to assess/identify consumer needs; ability to understand consumer wants and needs; able to establish a
working relationship with consumer/amily; ability to perform initial and ongoing social assessments; knows and
applies principles and practices of case management; ability to use self purposefully and differentially with
consumers and team members.

[ Outstanding [ ]Very Good [ JSatisfactory [ ]Needs improvement [ JUnsatisfactory

B. Caseload Management

Meets productivity standards; able to batance consumer caseload and set priorities according to consumer needs
and program reguirements; establishes initial and ongoing consumer centered case plans; identifies need for
changes in level of care , service frequency and intensity; formulates discharge plan and follows through.

[ JOutstanding [ Very Good [ ISatisfactory [ ]Needs Improvement [ JUnsatisfactory

C. Community Organization and Service Linkage Skills

Demonstrates skill in consumer advocacy, i.e entittement, social support systems, community resources, etc;
utilizes other Agency services such as counseling, vocational testing, home care, psychological testing, etc.
Designs and implements individualized care/ service pians with agreed upon goals for meeting consumer
health/mental health/social service needs.

[ lOutstanding [ ]Very Good [ ]Satisfactory [ INeeds Improvement [ [Unsatisfactory

D . Working Relations

Works with difficult consumer situations and handles emergencies, i.e., accidents, complaints, etc. with
minimum disruption of the service; maintains priorities while working through problem situations: selects,
schedules and supervises appropriate formal caregivers, direct care and paraprofessionals; is a team player;
works with other agencies/professionals in the community to accomplish the goals of the care/service plan.

[ ]Outstanding [ ]Very Good [ ]Satisfactory [ ]Needs !mprovement [ JUnsatisfactory

E . Leadership



Able to represent agency in the community; able to work towards mutual establishment of goals, coordinate
services and establish follow-up plans; abie to lead a team; carry out special assignments such as student
supervision, family life education, seminar leader, administrative assignments, consultant to other agencies,
community councils, committees and training sessions.

[ JOutstanding [ ]Very Good [ ISatisfactory [ ]Needs Improvement [ JUnsatisfactory

SECTION lli - NURSING

A. Assessment/Diagnostic Skills. Ability to collect information relevant to the diagnostic process; includes
consumer/family choices in the assessment process; makes appropriate analysis of client health care problems
using diagnostic test results, observation and interview; documents appropriate signs symptoms and nursing
interventions resulting from the assessment process.

[ JQutstanding [ ]Very Good [ ]Satisfactory [ ]Needs Improvement [ ]Unsatisfactory

B. Treatment Planning, Implementation, and Evaluation Skills

Understands the rationale for treatment plans of care; able to establish and supervise a plan of care based upon
appropriate assessment; able to implement appropriate treatment procedures during ongoing care and
emergency situations; sets priorities based upon client's/family's response to treatment and the clinical situation.

[ ]Outstanding [ [Very Good [ ISatisfactory [ ]Needs improvement [ JUnsatisfactory

C. Education/Training Skills/Supervision

Understands and communicates relevant health care and/or treatment information to consumer and/or staff;
uses appropriate educational methods and resources;able to teach individuals and groups about health
maintenance; disease and/or treatment processes.

[ ]Outstanding [ ]Very Good [ ]Satisfactory [ ]Needs Improvement [ ]Unsatisfactory

D. Employee Development

Displays initiative and self-direction in dealing with consumers, families, care givers, and community.
Able to develop, extend, or initiate new ideas and programs; understands personal potential and sets
professional and personal goals.

[ JOutstanding [ ]Very Good [ )Satisfactory [ INeeds Improvement [ ]Unsatisfactory

E. Leadership

Able to represent agency in the community; to work towards mutual establishment of goals, coordinate services
and establish follow-up plans; able to lead a team; and supervise home care aides and other workers. Carry out
special assignments such as student supervision, family life education, seminar leader, administrative and
committee assignments, consultant to other agencies, community councils.



[ Outstanding [ [Very Good [ ISatisfactory [ INeeds Improvement [ [Unsatisfactory

SECTION IV - PSYCHIATRY

DESCRIBE (Please use additional pages as needed):

A. CONSULTATION:
Include discussion re availability to consultee; skills in grasping and integrating diverse issues; pertinence, clarity,
and usefulness of consultations.

B. PATIENT EVALUATION:
Include discussion of thoroughness, timeliness, and clarity and documentation of evaluation, capacity of
psychiatrist to establish and maintain rapport with patients, usefuiness of formulation and recommendations.

C. MEDICATION:

Include discussion of care evaluating need for psychotropic meds. Appropriate follow-up including
documentation thereof e.g. Li+ levels or AIMS testing. Include comments on efficacy with which psychiatrist
conveys to therapist and patient and the part medication plays in overall treatment plan.

D. TEAM LEADERSHIP:
Include discussion of skill at informal and, where applicable, formal teaching or training; include availability to
staff and roles psychiatrist plays as senior member of an interdisciplinary team.

E. EMERGENCIES:
Include discussion of psychiatrist's responsiveness in emergencies and of usefulness of those responses.



SECTION V - PSYCHOLOGICAL SERVICES

(TO BE COMPLETED BY PSYCHOLOGIST)
Description of practitioner's performance in the following areas:
A. Administration, evaluation, and writing of psychological test reports.

[

-

—

—

—

JOutstanding [ JVery Good [ ]Satisfactory [ ]Needs Improvement

. Timeliness in administering and writing tests.

JOutstanding [ [Very Good [ JSatisfactory [ INeeds improvement

. Participation in diagnostic conferences.

JOutstanding [ ]Very Good [ )Satisfactory [ ]Needs Improvement

. Feedback of psychological testing to staff/consumers.

JOutstanding [ ]Very Good [ ]Satisfactory [ ]Needs Improvement

. Supervision of psychology interns.

JOutstanding [ JVery Good [ ISatisfactory [ ]Needs Improvement

. Participation in research studies.

JOutstanding [ ]Very Good [ ]Satisfactory [ ]Needs Improvement

JUnsatisfactory

JUnsatisfactory

JUnsatisfactory

JUnsatisfactory

JUnsatisfactory

JUnsatisfactory
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SECTION VI - PSYCHOEDUCATIONAL SERVICES

Description of practitioner's performance in the following areas:

A. Administration, evaluation, and writing of psycho-educational test reports.
[ ]Outstanding [ ]Very Good [ ]Satisfactory [ INeeds Improvement [ JUnsatisfactory

B. Timeliness in administering and writing tests.
[ JOutstanding [ ]Very Good [ ISatisfactory [ ]Needs Improvement [ JUnsatisfactory

C. Participation in diagnostic conferences.
[ ]Outstanding [ ]Very Good [ ISatisfactory [ ]Needs Improvement [ JUnsatisfactory

D. Feedback of psycho-educational testing to staff/consumers
[ JOutstanding [ ]Very Good [ ISatisfactory [ ]NeedsImprovement [ JUnsatisfactory

11
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SECTION Vii - INTERNIST/PRACTITIONER

A. CONSULTATION:
Include discussion regarding availability to consultee; skills in grasping and integrating diverse issues; and the
pertinence, clarity, and usefulness of consultations.

B. PATIENT EVALUATION

Include discussion of thoroughness, timeliness, clarity, and content of physician's health database. Include a
brief review of internist's/practitioner's capability in establishing and maintaining rapport with patients, including
usefulness of formulation and recommendations.

C. MEDICATION

Include discussion of thoroughness in delineating the patient medication regimen. Comment on the
appropriateness of follow-up, including requisition and documentation thereof (e.g. K+, Dilantin, Digoxin, etc.,
levels.) Include comments on the efficacy with which internist/practitioner conveys information to other members
of the health care team and patient, and the part medication plays in overall treatment plan.

D. TEAM LEADERSHIP
Include discussion of skill at informal and, where applicable, formal teaching or training sessions. include
availability to staff and the role the internist/practitioner plays as a senior member of an interdisciplinary team.

E. EMERGENCIES
Include discussion of internist/practitioner responsiveness in emergencies and of usefulness of those responses.



SECTION Vill - PHARMACOLOGY

A. CONSULTATION
Include discussion regarding availability to consult; skills in grasping and integrating diverse issues, and the
pertinence, clarity, and usefulness of consultations.

B. PATIENT EVALUATION

Include discussion of thoroughness, timeliness, clarity, and content of pharmacist health database. Include a
brief review of pharmacist's capability in establishing and maintaining rapport with staff including usefuiness of
formulations and recommendations,

C. MEDICATION

Include discussion of thoroughness in delineating the patient medication regimen. Comment on the
appropriateness of follow-up, including requisition and documentation thereof (e.g. K+, Dilantin, Digoxin, etc.
levels). Include comments on the efficacy with which pharmacist conveys information to the members of the
health care team and patient, and the part medication plays in overall treatment plan.

D. TEAM INVOLVEMENT
Include discussion of skill at informal and, where applicable, formal teaching or training sessions. [nclude
availability to staff and the role the pharmacist plays as senior member of an interdisciplinary team.

E. EMERGENCIES
Include discussion of pharmacist's responsiveness in emergencies and of usefulness of those responses.



SECTION IX - DIETETICS

A. CONSULTATION

include discussion regarding the availability to consultee; skills in integrating diverse issues, and the pertinence,
clarity and usefulness of consultations.

B. CONSUMER EVALUATION

Include discussion of thoroughness, timeliness, clarity, and content of dieticians' annual nutritional database.
include a brief review of dietician's capability in establishing and maintaining rapport with consumers, including
usefulness of formulations and recommendations.

C. DRUG-NUTRIENT INTERACTIONS

Include discussion of completeness in delineating the consumers' nutritional regimen. Comment on the
appropriateness of follow-up, including reguisition and documentation thereof, ease with which dietician conveys
information to other members of health care team and consumer, and the role played in the overall tfreatment
plan.

D. TEAM PARTICIPATION
Include discussion of skill at informal, and, where applicable, formal teaching or training sessions. Include
availability to staff and the role the dietician played as a member of an interdisciplinary team.

E. AVAILABILITY
Include discussion of dieticians' responsiveness in emergencies and of usefulness of information obtained.

14



SECTION X - GOALS

A. Progress in Achieving Mutually established goals:

15

GOAL

PROGRESS

8. State mutually established performance goals for next evaluation:




SECTION X1 - SIGNATURES

SUPERVISOR’S SIGNATURE: Date:

PRACTITIONER BEING APPRAISED:
| have read this Performance Evaluation and have reviewed it with my supervisor(s).
(Note: Practitioner's signature indicates only that this performance evaluation has been read.

Practitioner's signature does not signify agreement with the contents of this Performance Evaluation.
Practitioner may provide a written response.

Practitioner's Signature: Date
Reviewed By: Date
Received By: Date

Office of Human Resources Signature

11/99



c. Sample best practice
evaluation forms



UC Berkeley

Performance evaluation and planning form Professional
Employee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other

Appointment: Limited, end date: Career Probationary period ends:

Instructions:

Effective evaluation of job performance is an on-going process. Annually each manager or supervisor provides a
summary of progress toward meeting job expectations and last year's goals. This form is to be used for annual
evaljuations, and at other times during the year when formal feedback is needed.

These forms have been approved for employees covered by the Personnel Policies for Staff Members (PPSM) for
the 2008 cycle. For represented employees, departments will want to use forms that have been approved by the
respective bargaining units.

Part | —~ Job Success Factors

These include knowledge, skills and basic competencies. Rate each factor based on performance during the
period identified above. The factors include knowledge and skilis specific to this position (Part 1-A), and
competencies common to the campus professional job standards (Part 1-B).

Part Il - Goals from last year or last evaluation period
Rate the progress made on each of the goals established at the beginning of the period. Also include any new
goals established during the evaluation period and note any medifications to the original goals.

Part ill — Goals for this coming year or evaiuation period
Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with
those of the department and the campus.

Part IV — Professional Development Plan

Enter any actions that will be taken by the employee or manager to support the goals indicated in Part Ill above,
or specific job success factors in Part I. The plan may include career growth, job mastery, or actions to correct
performance.

Rating Scale™
Level 5 (E) Exceptional
Performance far exceeded expectations due to exceptionally high quality of work performed in
all essential areas of responsibility, resulting in an overall quality of work that was superior; and
either 1) included the completion of a major goal or project, or 2) made an exceptional or
unique contribution in- support of unit, department, or University objectives. This rating is
achievable by any employee though given infrequently.

Level 4 (EE) Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility, and
the quality of work overall was excellent. Annual goals were met.

Level 3 (ME) Meets expectiations
Performance consistently met expectations in all essential areas of responsibility, at times
possibly exceeding expectations, and the quality of work overall was very good. The most
critical annual goals were met.

Level 2 () improvement needed
Performance did not consistently meet expectations — performance failed to meet expectations
in one or more essential areas of responsibility, and/or one or more of the most critical goals
were not met. A professional development plan to improve performance must be outlined in
Section 4, including timelines, and monitored to measure progress.

Level 1 (U) Unsatisfactory
Performance was consistently below expectations in most essential areas of responsibility,
and/or reasonable progress toward critical goals was not made. Significant improvement is
needed in one or more important areas. In Section 4, a plan to correct performance, including
timelines, must be outlined and monitored to measure progress.

*The inclusion of goals is typically a consideration in assessing the overall rating.

© 2007-2008 UC Regents Page 1 0of 4




UC Berkeley
Performance evaluation and planning form

Professional

Employee: Job Title:

Control Unit:

Evaluation Period: From to Annual

Appointment . Limited, end date: Career

Other
Probationary period ends:

Department:

Partl. Job Success Factors
Rating
(bold or underline to select)

Factors

Comments

A, KNOWLEDGE and SKILLS SPECIFIC TO THIE J0B

|

Demonstrates the essential functions, knowledge and skills articulated in the
job description

e  (may give a global rating OR insert here essential functions as
listed in the job description, include them by reference in an
attached copy of the job description, or paraphrase from the job
description)

ME

EE

B. PROFESSIONAL COMPETENCIES

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others; demonstrates
empathy; brings out the best in others
[

ME

EE

2. Stewardship
Demonstrates accountability and sound judgment in using university
resources in open and effective manner, appropriate understanding of
confidentiality, university values; adheres to policies, procedures, and safety
guidelines
®

ME

EE

3. Problem solving
Identifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

[

ME

EE

4. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions
[

ME

EE

m

5. Strategic planning and organizing
Understands big picture and aligns priorities with broader goals, measures
outcomes, uses feedback to change as needed, evaluates alternatives,
solutions oriented, seeks alternatives and broad input; can see connections
within complex issues

ME

EE

6. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills
L]

ME

EE

7. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations
that are not going weli; takes initiative to make improvements

©

ME

EE

m

8. L.eadership
Accepts responsibility for own work; develops trust and credibility;
demonstrates honest and ethical behavior

L]

ME

EE

© 2007-2008 UC Regents

Page 2 of 4




UC Berkeley

Performance evaluation and planning form Professional
Employee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other

Appointment : - Limited, end date: Career Probationary period ends:

PROFESSIONAL COMPETENCIES, continued

9. Teamwork
Cooperates and collaborates with colleagues as appropriate; works in
partnership with others
@

10. Service focus
Values the importance of delivering high quality service to internal and

external clients; understands the needs of the client; customer service focus; u il ME EE I'E
shares accountability for results provided
@
11. Unit or department specific competency (optional)
Ul ME | EE | E

Partil. Last Period’s Goals

Rate the progress made on each of the goals established at the beginning of the pericd and any new goals. Note any
modifications to the original goals.

Goal Rating Comments
1 Ul | ME |EE | E
2 Uil | ME [ EE|E
3 Uil | ME EEE
4 U |t | ME | EE | E
5 Uit | ME | EE | E
OVERALL RATING (based on Parts | and i} ol | me lee | E
Relative weights of job success factors and performance goals
are determined by the manager or supervisor. Higher priority
items may be highlighted.

© 2007-2008 UC Regents Page 3 of 4




UC Berkeley

Performance evaluation and planning form Professional
Employee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other,

Appointment: Limited, end date: Career Probationary period ends:

Part lil. Next Period’s Goals
Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with
those of the department and the campus.

4
I.

Measure of success:

2.

Measure of success:

3.

Measure of success:

4,

Measure of success:

5.

Measure of success:

Progress toward meeting these goals will be reviewed at the time of the next evaluation.

Part IV. Professional Development Plan

Signatures:
Empioyee: Date:
My signature indicates that | have received a copy of this evaluation.
__l'would like to include comments from my self assessment.

Manager/supervisor: Name:
Signature: Date:

Department manager: Name:
Signature: Date:

The employee being evaluated is o receive a copy of the completed evaluation form
and one copy shall be placed in the personnel file.

© 2007-2008 UC Regents Page 4 of 4




UC Berkeley

Performance evaluation and planning form Operationalftechnical
Empioyee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other

Appointment : Limited, end date: Career Probationary period ends:

Instructions:

Effective evaluation of job performance is an on-going process. Annually each manager or supervisor provides a
summary of progress toward meeting job expectations and last year's goals. This form is to be used for annual
evaluations, and at other times during the year when formal feedback is needed.

These forms have been approved for employees covered by the Personnel Policies for Staff Members (PPSM) for
the 2008 cycle. For represented employees, departments will want to use forms that have been approved by the
respective bargaining units.

Part | — Job Success Factors

These include knowledge, skills and basic competencies. Rate each factor based on performance during the
period identified above. The factors include knowledge and skills specific to this position (Part 1-A), and
competencies common to the campus operationaltechnical job standards (Part 1-B).

Part Il — Goals from last year or last evaluation period
Rate the progress made on each of the goals established at the beginning of the period. . Also include any new
goals established during the evaluation period and note any modifications to the original goals.

Part lif — Goals for this coming year or evaluation period
Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with
those of the department and the campus.

Part IV — Professional Development Plan

Enter any actions that will be taken by the employee or manager to support the goals indicated in Part lll above,
or specific job success factors in Part . The plan may include career growth, job mastery, or actions to correct
performance.

Rating Scale™
Level 5 (E) Exceptional
Performance far exceeded expectations due to exceptionally high quality of work performed in
all essential areas of responsibility, resulting in an overall quality of work that was superior; and
either 1) included the compiletion of a major goal or project, or 2) made an exceptional or
unique contribution in support of unit, department, or University objectives. This rating is
achievable by any employee though given infrequently.

Level 4 (EE) Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility, and
the quality of work overall was excellent. Annual goals were met.

Level 3 (ME) Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times
possibly exceeding expectations, and the quality of work overall was very good. The most
critical annual goals were met.

Level 2 (1) improvement needed
Performance did not consistently meet expectations — performance failed to meet expectations
in one or more essential areas of responsibility, and/or one or more of the most critical goals
were not met. A professional development plan to improve performance must be outlined in
Section 4, including timelines, and monitored to measure progress.

Level 1 (U) Unsatisfactory
Performance was consistently below expectations in most essential areas of responsibility,
and/or reasonable progress toward critical goals was not made. Significant improvement is
needed in one or more important areas. In Section 4, a plan to correct performance, including
timelines, must be outlined and monitored to measure progress.

*The inclusion of goals is typically a consideration in assessing the overall rating.
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UC Berkeley

Performance evaluation and planning form Operational/technical
Employee: Job Title: Department:

Control Unit;

Evaluation Period: From to Annual Other

Appointment :  Limited, end date: Career Probationary period ends:

Partl. Job Success Factors
Factors Rating Comments
{(bold or underline to select)

AL KROWLEDGE and SKILLS SPECIFIC TO THIS JOB

Demonstrates the essential functions, knowledge and skills articulated in the
job description

@

{may insert here essential functions from the job Uit | ME [ EE
description, include by reference and aftach a copy, or add
language from if here)

B, OP

ERATIONALTECHNICAL COMPETENCIES

1.
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others; demonstrates
empathy; brings out the best in others

inclusiveness

2. Stewardship
Demonstrates accountability and sound judgment in using university
resources in open and effective manner, appropriate understanding of
confidentiality, university values; adheres to policies, procedures, and safety | Y | | ME | EE | E
guidelines

@

3.
ldentifies problems, involves others in seeking solutions, conducts
appropriate analyses, searches for best solutions; responds quickly to new
challenges

®

Problem solving

4, Decision making
Makes clear, consistent, transparent decisions; acts with integrity in ail
decision making; distinguishes relevant from irrelevant information and Ut ME EE | E
makes timely decisions
®

5. Planning and organizing
Achieves unit's plans within timelines and resources; scopes, plans and
schedules work; sets priorities and goals; anticipates and adjusts for
problems; evaluates workloads; measures and evaluates performance Ui ME | EE | E
against goals.
®

6. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written Ut ME | EE | E
communication skills

@

7. Quality improvement
Strives for efficient, effective, high guality performance; delivers timely and

accurate results; resilient when responding to situations that are not going uil ME | EE | E
well; takes initiative to make improvements
@
|
8. Leadership
Accepts responsibility for own work; develops trust and credibility;
demonstrates honest and ethical behavior Uit | ME |EE | E

]

© 2007-2008 UC Regents Page 2 of 4




UC Berkeley

Performance evaluation and planning form Operational/technical
Employee: Job Title: Department:

Control Unit:

Evaluation Period:  From to Annual Other

Appointment :  Limited, end date: Career Probationary period ends:

3, continued

9. Teamwork
Cooperates and collaborates with colleagues as appropriate; works in
partnership with others

®

10. Service focus
Values the importance of delivering high quality service to internal and
external clients; understands the needs of the client; customer service focus; | Y | ! ME | EE | E
shares accountability for results provided
1]

11. Unit or department specific competency (optional)

Part ll. Last Period’s Goals
Rate the progress made on each of the goals established at the beginning of the period and any new goals. Note any
modifications to the original goals.

Goal . Ratin Comments
4 Ul | ME |EEE
5 Ull | ME |EE | E
3 Uil | ME | EE E
4 U |t | ME | EE |E
5 U/t | ME |EE E
OVERALL RATING (based on Parts | and [l ull | me leele

Relative weights of job success factors and performance goals
are determined by the manager or supervisor. Higher priority
items may be highlighted.

© 2007-2008 UC Regents Page 3 of 4




UC Berkeley

Performance evaluation and planning form Operational/technical
Employee: Job Title: Department;

Control Unit:

Evaluation Period: From to Annual Other,

Appointment . Limited, end date: Career Probationary period ends:

Part lll. Next Period’s Goals
Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with
those of the department and the campus.

4
.

Measure of success:

2.

Nieasure of success:

3.

Measure of success:

4.

Measure of success:

5.

Measure of success:

Progress toward meeting these goals will be reviewed at the time of the next evaluation.

Part IV. Professional Development Plan

Signatures:
Employee: Date:
My signature indicates that | have received a copy of this evaluation.
__l'would like to include comments from my self assessment.

Manager/supervisor. Name
Signature: A Date:

Department Manager: Name
Signature: Date:

The employee being evaluated is to receive a copy of the completed evaluation form and one
copy shall be placed in the personnel file.
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UC Berkeley

Performance evaluation and planning form Supervisor/Manager
Employee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other

Appointment: Limited, end date: Career Probationary period ends:

instructions:

Effective evaluation of job performance is an on-going process. Annually each manager or supervisor provides a
a ta

summary of progress toward meeting job expectations and last year's goals. This form is to be used for annuat
evaluations, and at other times during the year when formal feedback is needed.

Part | — Job Success Factors

These include knowledge, skills and basic competencies. Rate each factor based on performance during the
period identified above. The factors include knowledge and skills specific to this position (Part 1-A), and
competencies common to the campus supervisor/manager job standards (Part 1-B).

Part Il — Goals from last year or last evaluation period
Rate the progress made on each of the goals established at the beginning of the period. Also include any new
goals established during the evaluation period and note any modifications to the original goals.

Part Il — Goals for this coming year or evaluation period
Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with
those of the department and the campus.

Part IV — Professional Development Plan

Enter any actions that wili be taken by the employee or manager to support the goals indicated in Part il above,
or specific job success factors in PartI. The plan may include career growth, job mastery, or actions to correct
performance.

Rating Scale™;

Level 5 (E) Exceptional
Performance far exceeded expectations due to exceptionally high quality of work performed in
all essential areas of responsibility, resulting in an overall quality of work that was superior; and
either 1) inciuded the completion of a major goal or project, or 2) made an exceptional or
unigue contribution in support of unit, department, or University objectives. This rating is
achievable by any employee though given infrequently.

Level 4 (EE) Exceeds expectations
Performance consistently exceeded expectations in all essential areas of responsibility, and
the quality of work overall was excellent. Annual goals were met.

Level 3 (ME) Meets expectations
Performance consistently met expectations in all essential areas of responsibility, at times
possibly exceeding expectations, and the quality of work overall was very good. The most
critical annual goals were met.

Level 2 (}) Improvement needed
Performance did not consistently meet expectations — performance failed to meet expectations
in one or more essential areas of responsibility, and/or one or more of the most critical goals
were not met. A professional development plan to improve performance must be outlined in
Section 4, including timelines, and monitored to measure progress.

Level 1 (U) Unsatisfactory
Performance was consistently below expectations in most essential areas of responsibility,
and/or reasonable progress toward critical goals was not made. Significant improvement is
needed in one or more important areas. In Section 4, a plan to correct performance, including
timelines, must be outlined and monitored to measure progress.

*The inclusion of goals is typically a consideration in assessing the overall rating.
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UC Berkeley

Performance evaluation and planning form Supervisor/Manager
Employee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other

Appointment: Limited, end date: Career Probationary period ends:

Partl. Job Success Factors
Factors Rating Comments
{bold or underline to select)

AL KNOWLEDGE and SKILLS SPECIFICTO THIS 408

Demonstrates the essential functions, knowledge and skills articulated in the
job description

® (may give a global rating OR insert here essential functions as
listed in the job description, include them by reference fo an
attached copy of the job description, or paraphrase from the job
description)

B. SUPERVISOR/MANAGER COMPETENCIES

1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and
their differences; works to understand perspectives of others; demonstrates
empathy; brings out the best in others

@

2. Managing people
Coaches, evaluates, develops, inspires people; sets expectations,
recognizes achievements, manages conflict, aligns performance goals with Uit ME | EE | E
university goals, provides feedback, group leadership; delegates
&

3. Stewardship and managing resources
Demonstrates accountability and sound judgment in managing university
resources in open and effective manner, appropriate understanding of
confidentiality, university values; adheres to policies, procedures, and safety u |l ME | EE | E
guidelines

@

4. Problem solving 1
|dentifies problems, involves others in seeking solutions, conducts

appropriate analyses, searches for best solutions; responds quickly to new u it ME | EE | E
challenges

5. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all
decision making; distinguishes relevant from irrelevant information and
makes timely decisions

e

6. Strategic planning and organizing
Understands big picture and aligns priorities with broader goals, measures
outcomes, uses feedback to redirect as needed, evaluates alternatives,
solutions oriented, seeks alternatives and broad input; can see connections | U |1 | ME | EE | E
within complex issues
@

7. Communication
Connects with peers, subordinates and customers, actively listens, clearly
and effectively shares information, demonstrates effective oral and written
communication skills, negotiates effectively u it ME | EE | E
@

8. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit;
delivers timely and accurate results; resilient when responding to situations UlJlt | ME | EE|E
that are not going well; takes initiative to make improvements

@
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UC Berkeley
Performance evaluation and planning form

Supervisor/Manager

Employee: Job Title: Department:
Control Unit:

Evaluation Period: From to Annual Other
Appointment :  Limited, end date: Career Probationary period ends:

SUPERVISOR/MANAGER COMPETENCIES, continued
9. Leadership
Motivates others, accepts responsibility; demonstrates high level of political
acumen; develops trust and credibility; expects honest and ethical behavior U ME | EE | E
of self and others
@
10. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in
partnership with others; is flexible
o U ME | EE | E
11. Service focus
Values the importance of delivering high quality, innovative service to internal
and external clients; understands the needs of the client; customer service
focus; shares accountability for results provided U ME | EE | E
9
12. Unit or department specific competency
{optional)
U ME | EE | E

Partll. LastPeriod’s Goals

Rate the progress made on each of the goals established at the beginning of the period and any new goals. Note any

modifications to the original goals.

Goal Rating Comments
p U ME | EE
5 U ME | EE
3 U ME | EE
4 U ME | EE
5 U ME | EE
| |
OVERALL RATING (based on Parts l and I} |
Relative weights of job success factors and performance goals | u ME | EE E
are determined by the manager or supervisor. Higher priority 1 }
items may be highlighted. | ]‘
)
Part lll. Next Period’s Goals
© 2007-2008 UC Regents Page 3 of4




UC Berkeley

Performance evaluation and planning form Supervisor/Manager
Employee: Job Title: Department:

Control Unit:

Evaluation Period: From to Annual Other

Appointment: Limited, end date: Career Probationary period ends:

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with
those of the department and the campus.

1.

Measure of success:
2.

Measure of success:

3.

Measure of success:

4.

fMieasure of success:

5.

Measure of success:

Progress toward meeting these goals will be reviewed at the time of the next evatuation.

Part IV. Professional Development Plan

Signatures:
Employee: Date:
My signature indicates that | have received a copy of this evaluation.
__ T'would like to include comments from my self assessment.

Manager/supervisor: Name;
Signature: Date:

Department manager: Name:
Signature: Date:

The employee being evaluated is to receive a copy of the completed evaluation form
and one copy shall be placed in the personnel file.

© 2007-2008 UC Regents Page 4 of 4




UC Berkeley Empioyee Self-Assessment Worksheet

(optional)
Name: Division/Dept:
Job Title: Evaluation period
begin date:
Supervisor: Evaluation period
end date:
Employee signature: Date:

Check here if you would:like this:'Worksheet to be included in your Performance Evaluation-and your personnel file.

Partl. Job success factors:

Preparation of the performance evaluation is an interactive process where there is an exchange of
information between you and your supervisor. Please provide your supervisor with information related to
your performance in any of the job success factors.

Partll. Goals:
Provide an assessment of your success in reaching the goals set at the beginning of the last evaluation
period.

Parts lll and IV. Next period’s goals and development plan
Describe goals:that you - would like your supervisor to-consider: - Include training and other development
activities that you believe are relevant to achieving these goals and important to your job performance.

Comments:
List any topics, issues, or problem areas that you wish to discuss with. your supervisor during your review.

© 2007 UC Regents 1




Organizational Evaluation Form

| To what degree To what degree
does our do other
leadership managers in
team as a our
Management Competency whole departments
demonstrate demonstrate
this this
competency? competency?
(5=hi) (5=hi)
1. Inclusiveness
Promotes cooperation, fairness and equity; shows respect for people and their
differences; works to understand perspectives of others; demonstrates empathy; 1123|415 213|415
brings out the best in others
2. Managing people
Coaches, evaluates, develops, inspires people; sets expectations, recognizes
achievements, manages conflict, aligns performance goals with university goals, 112131415 2131415
provides feedback, group leadership; delegates
3. Stewardship and managing resources
Demonstrates accountability and sound judgment in managing university resources in
open and effective manner, appropriate understanding of confidentiality, university 11213145 213|4|5
values; adheres to policies, procedures, and safety guidelines
4. Problem solving
Identifies problems, involves others in seeking solutions, conducts appropriate 112131]4!5 213145
analyses, searches for best solutions; responds quickly to new challenges
5. Decision making
Makes clear, consistent, transparent decisions; acts with integrity in all decision
making; distinguishes relevant from irrelevant information and makes timely decisions 112131415 213145
6. Strategic planning and organizing
Understands big picture and aligns priorities with broader goals, measures outcomes,
uses feedback to redirect as needed, evaluates alternatives, solutions oriented, seeks 112131415 213|415
alternatives and broad input; can see connections within complex issues
7. Communication
Connects with peers, subordinates and customers, actively listens, clearly and
effectively shares information, demonstrates effective oral and written communication 11213145 21345
skills, negotiates effectively
8. Quality improvement
Strives for efficient, effective, high quality performance in self and the unit; delivers
timely and accurate results; resilient when responding to situations that are not going 112131415 213(4|5
well; takes initiative to make improvements
9. Leadership
Motivates others, accepts responsibility; demonstrates high level of political acumen; 112131415 213145
develops trust and credibility; expects honest and ethical behavior of self and others
10. Teamwork
Encourages cooperation and collaboration; builds effective teams; works in partnership
with others; is flexible 112131415 2134\5
11. Service focus
Values the importance of delivering high quality, innovative service to internal and
external clients; understands the needs of the client; customer service focus; shares 11213{415 213(4|5
accountability for results provided

5 We are a model in this area of competency
4 We are better than most in this area
Please return to [name] by [date] 3 We are usually successful in this area
2 We could use development in this area
© 2007 UC Regents 1 We need substantial improvement in this area



Rady
Childrer?s

Hospital

San Diego & <

RADY CHILDREN’S HOSPITAL — SAN DIEGO
PERFORMANCE EVALUATION FEEDBACK
FORM WITH RATING SCALE
FISCAL YEAR 07/08

Employee Name:

Employee Number:

Employee Job Title:

Please read the competency definition and indicate which rating level best describes the employee

being evaluated.

1. Customer Service/CARES - Practices Children’s Customer Service Behavior Standards (CARES Model) —
Collaborative: Collaboration and teamwork - combining effort, mutual respect, open and honest
communication, sharing of responsibilities and the willingness to work together in a fair and equitable
manner resulting in achievement of common goals. Accountable: Willing to accept individual responsibility
by being responsive, taking initiative, following through and working efficiently and ethically. Respectful:
Embracing individual differences by showing regard for the privacy of our patients and acceptance of the
values, cultures and beliefs of our patients and co-workers that allows us to care for a diverse community.
Excellent: Expecting the best of oneself and others. Having high energy, a positive attitude with a can-do
spirit resulting in a healthy environment. Safe: Maintains a safe work environment by considering the
design, equipment and processes needed to achieve the lowest risk of injury and error.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Customer Service Behavior
Standards are inconsistently
exhibited. Often unwilling to
handle criticism, complaints,
specific requests. Doesn’t
consistently listen well and may
be overwhelmed or defensive.
Makes exceptions that create
problems. Communicates well
with some, not well with others.
Doesn’t regularly communicate
proactively.

Embraces change. Works
together as a team. Provides and
receives feedback to and from
others in an open and respectful
manner. Seeks solutions rather
than blame. Foliows through to
completion. Presents a positive
and professional image. Protects
privacy. Complies ethically with
Children’s Code of Conduct.
Communicates in a polite and
positive manner. Listens to learn.
Offers assistance directly within
one’s scope of practice. Provides
family-centered care. Values the
Children’s team. Takes the time to
do things right. Ascertains,
implements and follows best
practices. Continually improves.
Learns and follows safety
guidelines. Reports unsafe
conditions immediately. Keeps
Children’s environment neat and
clean.

Consistently provides excellent
customer service by exhibiting all
Customer Service Behavior
Standards. A mentor to co-
workers in modeling the Customer
Service Behavior Standards.
Customer focused when working
on projects across teams.
Assertively and creatively goes
the extra mile to please
customers. Anticipates customer
needs and expectations tc
respond proactively.

Consistently Does Not Meet
Expectations

Meets All Meets and Exceeds Consistently
Performance Performance Exceeds All
Expectations on a Expectations a Performance

regular basis majority of the time Expectations
i 2 2.5 3
L [ L] L]




2. Clinical/Technical/Business Skill - Possesses the clinical/technical and/or business knowledge and skills
to do the job at a high level of accomplishment: applies skills effectively; picks up and learns new skills
quickly; keeps up with new technology; demonstrates interest in and accountability to the functions of the

job.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Resists learning new skills. Stuck
in past practices and/or
technologies. Fails to
demonstrate new skills. Does not
complete required training.

Does not display required skills to
accomplish the job.

Quickly picks up and applies new
skills. Develops and /or keeps
up with new practices and/or
technologies. Shares knowledge
with others. Work performed is
done in an efficient manner.
Displays the necessary skills to
perform proficiently.

Applies knowledge toward
improving on-going systems and
processes. Volunteers to present
new information to staff.
Volunteers to learn/ try new
practices/ technologies and/or
roles. Mentors co-workers to
develop preceptor/technical skills.

Consistently Does Not Meet
Expectations

1
[

Meets All Meets and Exceeds Consistently
Performance Performance Exceeds All
Expectations on a Expectations a Performance

regular basis

majority of the time

Expectations

2 2.5 3

d U

O

3. Quality/Process Improvement - Comes up with new and innovative ideas; concentrates efforts on
important priorities; focuses on patient and employee safety as a personal and organizational priority; sets
goals and objectives; breaks down complex processes into simple steps; is dedicated and accountable to
providing highest quality services and is committed to continuous improvement as it relates to both job
duties/work processes and departmental/organizational fmancna) stability. Strives to maintain a safe
working environment for their self and others.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Uses past/familiar practices.
Doesn't work to simplify things.
Doesn't participate in
improvement processes.
Consistently identifies problems
without offering solutions. Is not
appropriately aware of revenue
process improvement efforts and
recommendations and decisions
routinely do not correspond with
these efforts. Does not routinely
work within the established safety
guidelines for their position.

Plans, organizes, and sets goals
and objectives according to quality
standards. Considers new

ideas and solutions. Clearly
defines problem before taking
action to resolve. Identifies
solutions to problems, and
implements the solution. Assists
with establishing, monitoring, and
measuring team performance and
safety standards and goals. Has
a basic understanding of revenue
process improvement efforts and
routinely makes recommendations
and decisions with these efforts in
mind. Is aware of workplace
safety requirements and works
within these guidelines.

Frequently a pro-active contributor
of original ideas and/or process
improvement suggestions.
Establishes a system for
monitoring quality or
improvement. Leads performance
improvement initiatives and
shares with other work areas.
Educates co-workers in quality
and productivity improvement
principles. Has a solid
understanding of revenue process
improvement efforts and performs
in @ manner consistent with these
efforts. Is dedicated to workplace
safety and consistently maintains
safe working conditions for self
and others,

Consistently Does Not Meet
Expectations

;
[

Meets All Meets and Exceeds Consistently
Performance Performance Exceeds All
Expectations on a Expectations a -Performance

regular basis

majority of the time

Expectations

2 2.5 3

[]

[]

]




4. Team Relationships - Seen as cooperative and a team player, easily gains trust and support of peers;
encourages collaboration; finds common ground; offers candid feedback to peers.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Doesn't understand team
expectations or needs. Not open
to negotiation with peers. May
reject team decision-making ‘
processes. Doesn't have skills or
interest to participate as a team
member. Disruptive to team effort.
Does not meet department
standard for meeting aftendance
or team participation.

Understands and values the
nature of teams. Uses win-win
solutions to resolve conflict.
Communicates with peers with
direct, appropriate and timely
feedback. Informs team members
of work problems encountered
and suggests ways to improve
team performance. Demonstrates
flexibility, readily adapting to
changing needs of team. Uses
active listening skills.

Invites feedback on own ideas.
Takes leadership role in team
activities/projects. Mentors direct,
appropriate
communication/feedback process
to peers. Uses active listening
skills. Facilitates team meetings,
projects and team development.
Empowers other staff to improve.

Consistently Does Not Meet
Expectations

1
U

Meets All Meets and Exceeds Consistently
Performance Performance Exceeds All
Expectations on a Expectations a Performance

regular basis
2

[

majority of the time
2.5 3

Expectations

L

5. Safety - Responsible for adhering to RCHSD guidelines and policies regarding safety. Maintains a safe
work environment. Exhibits work-safe practices in all actions and behaviors.

NEEDS DEVELOPMENT

_PROFICIENT

OUTSTANDING

Does not routinely work within the
established safety guidelines for
their position. Does not wear
appropriate personal protective
equipment.

Adheres to safety standards and
guidelines. Encourages safety
among peers and patient families.
Wears appropriate personal
protective equipment when
required. Attends safety training
sessions. Reports all unsafe
situations.

Dedicated to workplace safety and
consistently maintains safe
working conditions for self and
others. Takes an active role in
mentoring other employee’s on
safety guidelines. Frequent
contribution for safety
improvements and
communications.

Consistently Does Not Meet
Expectations

1
L

Meets All Meets and Exceeds Consistently
Performance Performance Exceeds All
Expectations on a Expectations a Performance

regular basis
2

L]

majority of the time
2.5 3

Expectations

L]




focused on goals and holds self-accountable to achieve them according to commitments made.

Goal Achievement - Participates in the development and achievement of personal and/or team goals. is

Employees are asked to establish at least three professional goals each year, complete with action steps
to accomplish each goal. Goals should be SMART: specific, measurable, attainable, relevant and time

bound.

List 2007/2008 Goals (as identified during the last performance evaluation). If new hire, indicate N/A:

NEEDS DEVELOPMENT

PROFICIENT

OQUTSTANDING

Has failed to set or work towards
goals. Did not achieve goals.

Has set and achieved some, but
not all goals established.

Has completed all established
goals. In addition, has identified
goals and is working towards
completion.

Does not consistently meet
Performance Expectations

]
[]

Meets All Meets and Exceeds Consistently
Performance Performance Exceeds All
Expectations on a Expectations a Performance

regular basis
2

[]

majority of the time
2.5 3

Expectations

]

FY 2008/2009 Goals. To be established with mutual agreement between employee and leader — these
are the goals which will be used to score the Goal Achievement competency for the 2009
Performance Evaluation). Goals must be linked to the overall department goals or the organizational
goals, as indicated in the organization’s Operating Plan

|

1.
Link to Department Specific Goal:
OR
Link to Organizational Goal:
2.

Link to Department Specific Goal:

OR

Link to Organizational Goal:

Link to Department Specific Goal:

OR

Link to Grganizational Goal:




Summary of Evaluator Comments:

Please provide comments, including specific examples, to support your assessment of this employee’s
performance this past year.

EXAMPLES MUST BE TIED TO SPECIFIC JOB FUNCTIONS AS DESCRIBED IN THE EMPLOYEE’S
JOB DESCRIPTION.

Performance Comments:

Recommendations For Growth:




EVALUATION SCORING MATRIX
Multiply each performance criteria composite score by the weight % to obtain the weighted score for each
criterion. Add the weighted score for each performance criteria together for a total score that will range
between 100 and 300.

Score for each
Performance
PERFORMANCE CRITERIA Weighted% Criteria Weighted Score
(1, 2, 2.5 or 3)
CUSTOMER/CLIENT FOCUS: 20% X = ]
CLINICAL/TECHNICAL/BUSINESS SKILLS: 20% X =
QUALITY/PROCESS IMPROVEMENT: 20% X =
TEAM RELATIONSHIPS: 20% X =
SAFETY: 10% X =
GOAL ACHIEVEMENT: 10% X = s S
100% l (add all)
Total Score:

*All employees not meeting standard (200+) will be placed on a 90-day Performance Improvement Plan. If
an employee receives a score below standard it is expected that they have received prior counseling for
failing to meet ongoing performance expectations.

(a) Non-union employees: Afthe end of the 90-day period, if the plan goals are mef, the employee will
be scheduled for final review 90-days later. At the time of the final review, if the employee is still
meeting minimum standards for performance, an increase may be given only after Vice-President
approval. This increase will not be retroactive.

(b) SEIU represented employees: Per the collective bargaining agreement, to be eligible for this
increase, “an employee must have received an overall rating of “proficient” or better on his or her
most recent performance evaluation and must not be on a performance improvement plan”. A
score of below 200 points will result in no increase.

(c) UNOCH represented employees: Per the collective bargaining agreement, employees receiving a
below standard score on their performance evaluation will be placed on a performance improvement
plan and may be eligible for the increase at the time of successful completion of the plan. This
increase will not be retroactive.

Employee Comments:

By signing below both the Reviewer and the Employee acknowledge that either all competencies for
the position have been successfully met during this review cycle, July 1, 2007-June 30, 2008 or the
Employee is on an appropriate Performance Improvement Plan and is working towards successfully
meeting these competencies.

Employee Signature Reviewer Signature

Employee (Print) Reviewer {Print)

Date Date



ATTACH THIS FORM TO THE EVALUATION ONLY(|

Please list any disciplinary actions taken during the review period, along with the current status.

Action #1

Date received:

Briefly describe the nature of the discipline:

Choose the level of discipline received:

<<Choose one>>

Was employee placed on a Performance Improvement Plan?
[]Yes [(]No

What is the current status of this disciplinary action?
<<Choose one>>

If “Other”, please explain:

Action #2

Date received:

Briefly describe the nature of the discipline:

Choose the level of discipline received:

<<Choose one>>

Was employee placed on a Performance Improvement Plan?
[JYes [INo

What is the current status of this disciplinary action?
<<Choose one>>

If “Other”, please explain:

Action #3

Date received:

Briefly describe the nature of the discipline:

Choose the level of discipline received:

<<Choose one>>

Was employee placed on a Performance improvement Plan?
[JYes [INo

What is the current status of this disciplinary action?
<<Choose one>>

If “Other”, please explain:




Rady
Childrer?s

Employee Self or Peer Evaluation Form
Review Period: July 1, 2007 — June 30, 2008

Hospital

San Diego ¥ «
. Employee
Employee Name: Department:
Reviewing Completed By:
.|
] Employee Self-Evaluation ] Peer Feedback

Please provide comments, including one or two specific examples, to support your assessment of this
employee's performance this past year.

1. Customer Service/CARES - Practices Children’s Customer Service Behavior Standards (CARES Model) —
Collaborative: Collaboration and teamwork - combining effort, mutual respect, open and honest communication,
sharing of responsibilities and the willingness to work together in a fair and equitable manner resuiting in
achievement of common goals. Accountable: Willing to accept individual responsibility by being responsive,
taking initiative, following through and working efficiently and ethically. Respectful: Embracing individual
differences by showing regard for the privacy of our patients and acceptance of the values, cultures and beliefs
of our patients and co-workers that allows us to care for a diverse community. Excellent: Expecting the best of
oneself and others. Having high energy, a positive attitude with a can-do spirit resulting in a healthy
environment. Safe: Maintains a safe work environment by considering the design, equipment and processes
needed to achieve the lowest risk of injury and error.

NEEDS DEVELOPMENT PROFICIENT OUTSTANDING

Often unwilling to handle criticism,
complaints, specific requests.
Doesn’t consistently listen well
and may be overwhelmed or
defensive. Makes exceptions that
create problems. Communicates
well with some, not well with
others. Doesn't regularly
communicate proactively.

Responsive to criticism and
complaints without getting
defensive. Holds self-
accountable to meet reasonable
expectations, Establishes and
maintains effective relationships.
Listens attentively and provides
needed information. Customer
oriented and responsive.

Assertively and creatively goes
extra mile to please customers.
Anticipates customer needs and
expectations to respond
proactively.

Customer focused when working
on projects across teams. A
mentor to co-workers in their
response and accountability to
internal/external customers.

Comments:

Recommendations for growth:




2. Clinical/Technical/Business Skill - Possesses the clinical/technical/business knowledge and skills

to do the Job at a high level of accomplishment. applles skllls effectively; plcks up and learns hew skills
quickly; keeps up with new technology; demonstrates interest in and accountability to the functions of the

job.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Resists learning new skills. Stuck
in past practices and/or
technologies. Fails to
demonstrate new skills. Does not
complete required training.

Does not display required skills to
accomplish the job.

Quickly picks up and applies new
skills. Develops and /or keeps
up with new practices and/or
technologies. Shares knowledge
with others. Work performed is
done in an efficient manner.
Displays the necessary skills to
perform proficiently.

Applies knowledge toward
improving on-going systems and
processes. Volunteers to
present new information to staff.
Volunteers to learn/ try new
practices/ technologies and/or
roles. Mentors co-workers to
develop preceptor/technical
skills.

Comments:

Recommendations for growth:

3. Quality/Process Improvement - Comes up with new and innovative ideas; concentrates efforts on

important priorities; focuses on patient and employee safety as a personal and organizational
priority; sets goals and objectives; breaks down complex processes into simple steps; is dedicated
and accountable to providing highest quality services and is committed to continuous improvement
as it relates to both job duties/work processes and departmental/organizational financial stability.
Strives to maintain a safe working environment for self and others.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Uses past/familiar practices.
Doesn't work to simplify things.
Doesn't participate in
improvement processes.
Consistently identifies problems
without offering solutions. Is not
appropriately aware of revenue
process improvement efforts and
recommendations and decisions
routinely do not correspond with
these efforts. Does not routinely
work within the established safety
guidelines for their position.

Plans, organizes, and sets goals
and objectives according to quality
standards. Considers new

ideas and solutions. Clearly
defines problem before taking
action to resolve. Identifies
solutions to problems, and
implements the solution. Assists
with establishing, monitoring, and
measuring team performance and
safety standards and goals. Has
a basic understanding of revenue
process improvement efforts and
routinely makes recommendations
and decisions with these efforts in
mind. ls aware of workplace
safety requirements and works
within these guidelines.

Frequently a pro-active contributor
of original ideas and/or process
improvement suggestions.
Establishes a system for
monitoring quality or
improvement. Leads performance
improvement initiatives and
shares with other work areas.
Educates co-workers in quality
and productivity improvement
principles. Has a solid
understanding of revenue process
improvement efforts and performs
in @ manner consistent with these
efforts. Is dedicated to workplace
safety and consistently maintains
safe working conditions for self
and others.

Comments:

Recommendations for growth:




4. Team Relationships - Seen as cooperative and a team player, easily gains trust and support of
peers; encourages collaboration; finds common ground; offers candid feedback to peers.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Doesn't understand team
expectations or needs. Not open
to negotiation with peers. May
reject team decision-making
processes. Doesn't have skills or
interest to participate as a team

Does not meet department
standard for meeting attendance
or team participation.

member. Disruptive to team effort.

Understands and values the
nature of teams. Uses win-win
solutions to resolve conflict.
Communicates with peers with
direct, appropriate and timely

of work problems encountered
and suggests ways to improve

flexibility, readily adapting to
changing needs of team. Uses
active listening skills.

feedback. Informs team members

team performance. Demonstrates

Invites feedback on own ideas.
Takes leadership role in team
activities/projects. Mentors direct,
appropriate
communication/feedback process
to peers. Uses active listening
skills. Facilitates team meetings,
projects and team development.
Empowers other staff to improve.

Comments:

Recommendations for growth:

5. Safety - Responsible for adhering to CHHC guidelines and policies regarding safety. Maintains a
safe work environment. Exhibits work-safe practices in all actions and behaviors.

NEEDS DEVELOPMENT

PROFICIENT

OUTSTANDING

Does not routinely work within the
established safety guidelines for
their position. Does not wear
appropriate personai protective
equipment.

Adheres to safety standards and
guidelines. Encourages safety
among peers and patient families.
Wears appropriate personal
protective equipment when
required. Attends safety training
sessions. Reports all unsafe
situations.

Dedicated to workplace safety
and consistently maintains safe
working conditions for self and
others. Takes an active role in
mentoring other employee’s on
safety guidelines. Frequent
contribution for safety
improvements and
communications.

Comments:

Recommendations for growth:




Employee Name: Job Title:
Department: Unit:
Reviewing Supervisor: Review Period:

Period Supervised by Performance Reviewer: Period Employee in This Job:

EXCEEDS JOB EXECTATIONS -- Consistently exemplary performance including in demanding situations or circumstances.

MEETS JOB EXPECTATIONS - Competent performance in most situations and circumstances.

PARTIALLY MEETS JOB EXPECTATIONS -- Shows capability, but in a variable manner. Inprovement needed inkey areas.

DOES NOT MEET JOB EXPECTATIONS -- Major or ongoing problems that negatively impact organizational objectives.

4’ (COMMENTS, THOUGH OPTIONAL, ARE ENCOURAGED)

COMMUNICATION -- Clearly expresses ideas. Readily shares appropriate wak-related informatian.

O WRITTEN ~ Uses clear and approprite language i writing.

0o
og
0O

] ORAL -- Verbally conveys informatin in a clear and accurate manner in a variety of situations. Where applicable, produces and delivers
formal presentations.

O O 0O O 498 KNOWLEDGE - Demonstrates expertise in the functional aspects of the job.

PROBUCTEVITY -- Reflects the accuragy, volume, and timely manner in which work is performed. Also recognizes ability to determine
priorities and maximize efficiency.

ACCURACY - Consistently produces accurge work.

VOLUME -- Consistently produces the designed volume of work based on department/unit priorities.

TIMELINESS -- Consistently produces work in a timely fashion

SELF-MANAGEMENT - Sets own priorities, regularly completing work on schedule. Utilizes resources available to maximize efficiency

oo
aoog
ooon
oo

O O O O cusToMER FOCUS Establishes and mainins good working relationships with both external and internal customers by understanding and
responding promptly and courteously to customer needs and expectations.

University of California, Office of the President Page I of 5
Employee Performance Evaluation Form



EXCEEDS JOB EXECTATIONS -- Consistently exemplary performance, including in demanding situations or circumstances.

MEETS JOB EXPECTATIONS -- Competent performance in most situations and circumstances.

PARTIALLY MEETS JOB EXPECTATIONS -- Shows capability, but in a variable manner. Inprovement needed inkey areas.

DOES NOT MEET JOB EXPECTATIONS -- Major or ongoing problems that negatively impact organzational objctives.

$’ {COMMENTS, THOUGH OPTIONAL, ARE ENCOURAGED)

D O D [0 TECHNOLOGY SKILLSProficient use of workrelated equipment, tools, and technology.

O O O O erRoBLEM SOLVING Reviews facts and data, using sound judgement, to arrive at the most effective solution.

0 O OO INTERPERSONAL RELATIONS-- Builds productive rapport with employees at all levels within and outside the department. Treats
others with faimess, dignity, and respect.

0 O OO TeAMWORK -- Workscollaboratively with fellow employees and others to achieve identified goals and objectives.

University of California, Office of the President Page 2 of 5
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EXCEEDRS JOB EXECTATIONS -- Consistently exemplary performance including in demanding sitvations or circumstances.

MEETS JOB EXPECTATIONS -- Competent performance in most situations and circumstances.

PARTIALLY MEETS JOB EXPECTATIONS -- Shows capability, but in a variable manner. Inprovement needed inkey areas.

DOES NOT MEET JOB EXPECTATIONS -- Major or ongoing problems that negatively impact organizational objgctives.

v vV

{COMIMENTS, THOUGH OPTIONAL, AREENCOURAGED)

O 000

FLEXIBILITY- Adjusts performance to accommodate changes n departmentaldirection and processs.

Ooooano

CREATIVITY/INNOVATIONXplores and uiggests new approaches and methods to effect departmental goals and respensibilities.

Oooono

DEPENDABILITY Consistently adheres 1 set work schedule.

Ooood

LEADERSHIP -- Createsa culture supportive of staff, which fosters individual motivation, high levels of individual and team performance,

and quality of service.

O 0Oo0nfd

DEVELOPMENT OF STAFF -- Develops necesssary skills in employees and maximizes existing skills in all employee

S.

Ooo0ooano

University of California, Office of the President

PERFORMANCE MANAGEMENT --Provides employees with performance standards, expectations, and ongoing feedback regardirg

progress. Constructively addresses performance problems in accordance with UC collective bargaining and/or personnel pol

Employee FPerformance Evaluation Form

icies and procedure:
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EXCEEDS JOB EXECTATIONS -- Consistently exemplary performance, including in demandng situations or circumstances.

MEETS JOB EXPECTATIONS -- Competent performance in most situations and circumstances.

PARTIALLY MEETS JOB EXPECTATIONS -- Shows capability, but in a variable manner. Inprovement needed inkey areas.

DOES NOT MEET JOB EXPECTATIONS -- Major or ongoing problems that negatively impact organkational objectives.

%’ (COMMENTS, THOUGH OPTIONAL, AREENCOURAGED)

O O O [0 rRESCURCE MANAGEMENT - Manages assets including technology, equipment, budget, and space, where applicable.

O O O [0 orGaANIZATIONAL CONTRIBUTION - Ensures that supervised employees understand and make an idntifiable contribution to the
organization’s mission and objectives.

Supervisor describesemployee’s major assignments and accomplishments, key strengths, performance shortfalls, and other performance elements that characterize the
employee’s performance during the review period. This description should help determine the overall performance rating.
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{REE: OVERALL PERFORMANCE RATING

EXCEEDS JOB MEETS JOB PARTIALLY MEETS JOB DOES NOT MEET JOB
EXPECTATION EXPECTATIONS EXPECTATIONS EXPECTATIONS
U ] O U

Supervisor discusses employee’s performance improvement needs and action plan, training recommendations, and future goals and expectations for employee’s job
performance.

REQUIRED SIGHNATUFR

REVIEWING

SUPERVISOR DATE
MANAGEMENT

REVIEWER DATE

I have reviewed this evaluation of my performance and received a copy. My signature indicates neither agreement nor disagreement with this
evaluation.

EMPLOYEE DATE
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UNIVERSITY OF CALIFORNIA - OFFICE OF THE PRESIDENT

PERFORMANCE EVALUATION FORM

Employee Name Dept.: Division
Unit:
Job Title Period covered by this evaluation Type of evaluation
Probationary [J
From: [/ To: /] Annual ]
Supervisor's Name Supervisor's Title Supervised this employee since

PURPOSE OF PERFORMANCE EVALUATION

The written performance evaluation is the last phase of the ongoing performance management and
assessment process. It is a formal evaluation of performance over a specified period of time based on
expectations identified by the supervisor and shared with the employee. it provides feedback to the employee
and assists in planning for the next performance period. Informal performance evaluation is the on-going
feedback required for effective supervisor/empioyee relations. The written evaluation shouid not replace
continuing feedback and communications on job performance.

TIMING OF EVALUATIONS
Career employees whe have attained regular status must be evaluated formally at least once a year.

Probationary employees must be evaluated at least once; usually 30 ealendar days before the completion of the
probationary period.

STEPS IN THE FORMAL EVALUATION PROCESS
1. Before completing this form and conducting the formal evalnation, the supervisor should complete the following steps:
¢ Review Personnel Policies for Staff Members 23.

+ Review existing performance expectations and objectives and ensure that they are realistic and attainable during this
rating period.

o Meet with the employee to schednle the evaluation meeting and describe the evaluation process.
e Suggest that the employee review the existing performance expectations and prepare a self-evaluation.

¢ Prepare a draft of the evaluation,

.l-)

The supervisor and employee meet to discuss both the self-evaluation, the draft, and future performance plans. The
employee’s comments should be encouraged.

3. The supervisor completes the final evaluation form based on discussion with the employee.

RETENTION
Performance evalnations are retained in the employee’s departmental personnel folder.

Record Copy: 5 vears after separation. Other Copies: 3-5 years.



RESPONSIBILITIES

List responsibilities in order of priority.
Responsibilities are key job functions/
duties which are listed on the position
description.

RATING {check one}

Exceeded expectations- - -------------
Met expectafions---------~w----—
Did not meet expectations-----------

EXPECTATIONS

Expectations” when these standards
achieved.

List performance  standards for each
responsibility. Performance is rated “Met

are




ACTUAL ACHIEVEMENTS
Describe the performance for this review period in relation to the performance standards (expectations) for
each responsibility or objective listed.

{(Can be done as a narrative and attached to the Evaluation Packet.)




PERFORMANCE STRENGTHS

Describe aspects of performance that were outstanding.

AREAS FOR IMPROVEMENT

Describe areas where performance could be improved.

exceptionai circumstances that had an impact on resuits should be taken into account.

OVERALL PERFORMANCE RATING
Indicate overall rating of performance by placing a check mark in the appropriate box. The rating
should be based on performance of all responsibilities and objectives listed for this review period. In
the Comments section briefly state the reason for the overall rating, taking into consideration the
ratings and specific examples cited for key areas of responsibility and individual performance
objectives. The relative priority of the responsibilities and objectives should be considered. Aiso,

Did not meet
Expectations

Short of
Expectations

Met
Expectations

Exceeded
Expectations

Far Exceeded
Expectations

COMMENTS:

CONTINUE CON A SEPARATE PAGE FOR ADDITIONAL SPACE




SUPERVISORY PERFORMANCE EVALUATION-INSERT A

Employee Name Date

AFFIRMATIVE ACTION & EEO
Describe affirmative action efforts that this employee made during the rating period. Include
consideration of new hires, employees who resigned, promotions, reclassifications, education support
and development opportunities.

DEVELOPMENT AND PERFORMANCE EVALUATION OF SUBORDINATES

Discuss the quality, accuracy, and frequency of feedback given subordinates, along with efforts made
to enhance their professional development.

MANAGEMENT PRACTICES
Discuss planning, delegation, communication, recognition, inter-departimental collaboration, work
climate, budget conirol, and other management practices essential io performance and maximizing
employee contribution and satisfaction.

CONTINUE ON REVERSE, IF NECESSARY




FUTURE PLANS AND DEVELOPMENT ACTIVITIES

Discuss future growth, specific activities to improve performance andfor areas where further
development would be beneficial.

EMPLOYEE COMMENTS AND RECOMMENDATIONS

Supervisor's Signaiure Date
Employee’s Signature: Your signature indicates neither agreement
nor disagreement, but it does indicate that you have read the
evaluation, it has been discussed with you and that you have had
the opportunity to record your comments.

Endorsing Supervisor's Signature Date

Department Head's Signature Date Signature Date




VII. References
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