Employee Performance Plan
THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND THE AGENCY. THIS DOCUMENT DOES NOT CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE AGENCY RESERVES THE RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART. NO PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS OF THIS PARAGRAPH CREATE ANY CONTRACT OF EMPLOYMENT.
Employee Information:
	Employee Name
	

	Manager
	

	Department
	

	Division
	

	Title 
	

	Location
	

	Job Code 
	

	Perner
	



Instructions:
The Employee Performance Management System is designed to communicate to employees expected performance levels, performance feedback and evaluation. The intent is to provide employees with enough information to know what performance is required to be successful in their positions and sufficient feedback to know how their performance compares to these expectations. 
Definitions: 
Established Review Date - The employee’s review date as established in accordance with State Human Resources Regulations.
Employee Performance Plan - A planning document presented to an employee at the beginning of a rating period that documents the performance expectations for the review period. 
Mid-Year Review - A review presented to an employee at the midpoint of their rating period to provide them feedback with the current level of performance.
Universal Review Date - The date prior to which all employees’ performance reviews are due. (insert date) will be the universal review date for the agency. (Exceptions: “probationary” employees.)
Probationary Period - Each new employee in probationary status shall be evaluated prior to the completion of a 12-month probationary period for noninstructional personnel, of the academic year duration for instructional personnel except for faculty at state technical colleges, or of not more than two full academic years duration for faculty at state technical colleges. The performance review date marks the beginning of a new review period. The probationary period may not be extended. After satisfactory completion of the probationary period, an employee may receive a short year Employee Performance Plan and a short year review in order to move the employee to the universal review date.
Short Year Employee Performance Plan - Any Employee Performance Plan covering a period of time less than 12 months.
Short Year Review - Any performance review that evaluates an employee’s performance for a period of time less than 12 months. (Exception: “Performance Improvement Plan” reviews.)
Form Status: 
· Annual
· Probationary
Review Information:
	Originator:
	

	Review Period:
	
	To
	

	Due Date:
	



Job Purpose: 
What is the purpose of this job and how does it contribute to the agency’s mission and vision?
Employee Comments: 
	[bookmark: _Hlk162189418]





Final Job Purpose:
	





Essential Job Responsibilities, Developmental Goals, Projects and Special Assignments 
	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	








Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.



	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	






Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.

	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	






Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.

	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	






Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.

	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	






Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.

	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	






Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.

	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	






Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.

	 Essential Job Responsibility                  Developmental Goal                  Project                  Special Assignment

	Goal:
	Weight
	

	What are the expected results?
	




	How does the employee achieve these results?
	








Employee Comments (Mid-Year Review):
	







Manager Comments (Mid-Year Review): 
	







Status (Mid-Year Review):	 
· On Target	
· Needs Improvement/Attention (Complete Coaching Form or Performance Improvement Plan) 

Employee Comments (Final Review)
	







Manager Comments (Final Review) 
	







Rating (Final Review): 
· Exceptional: Work that is above the criteria of the job function throughout the rating period.
· Successful: Work that meets the criteria of the job function.
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process.
Part 2: Competency Employee Comments will be entered only during the “feedback” portion of the cycle.

Competency
	



Competency Description 
	




Employee Assessments.
	Mid-Year Review

	Indicate which of the following statements most accurately describes your ability regarding this key skill.

 I am confident in my abilities.
 I am improving in my abilities.
 I need to develop more in this area and would like to discuss.


	Comments:

	Annual Review

	Indicate which of the following statements most accurately describes your ability regarding this key skill.

 I am confident in my abilities.
 I am improving in my abilities.
 I need to develop more in this area and would like to discuss.


	Comments:



Manager Assessments.
	Mid-Year Review

	Indicate which of the following statements most accurately describes the employee’s ability regarding this key skill.  

 Consistently Observed.
 Observed Sometimes.
 Seldom Observed.


	Comments:

	Annual Review

	Indicate which of the following statements most accurately describes the employee’s ability regarding this key skill.  

 Consistently Observed.
 Observed Sometimes.
 Seldom Observed.


	Comments:



Part 3: Summary Comments
	Mid-Year Review

	Employee Comments:
	





	Manager Comments:
	






	
	Annual Review

	Employee Comments:
	





	Manager Comments:
	







Final Review
	Essential Job Responsibilities, Developmental Goals, Projects and Special Assignments

	Rating
	Weight
	Score

	
	
	
	

	
	
	
	

	Total
	



· Exceptional: Work that is above the criteria of the job function throughout the rating period. 
· Successful: Work that meets the criteria of the job function. 
· Unsuccessful: Work that fails to meet the criteria of the job function. A covered employee may not be issued a rating of “Unsuccessful” for any job responsibility, developmental goal, project or special assignment that significantly impacts performance, without following the “Performance Improvement Plan” process. 
Employee Performance Plan Acknowledgement
	Print Name
	Signature
	Date

	Manager:


	
	



	Print Name
	Signature
	Date

	
Manager’s Manager:


	
	



	Print Name
	Signature
	Date

	
Employee:


	
	

	My signature indicates that this Employee Performance Plan and my manager’s performance expectations have been reviewed with me.



Mid-Year Review Acknowledgement
	Print Name
	Signature
	Date

	Manager:


	
	



	Print Name
	Signature
	Date

	
Manager’s Manager:


	
	

	Comments:






	Print Name
	Signature
	Date

	
Employee:


	
	

	My signature indicates I was given the opportunity to discuss the mid-year performance review with my manager, not that I necessarily agree. 

	Comments: 







Final Review Acknowledgement
	Print Name
	Signature
	Date

	Manager:


	
	



	Print Name
	Signature
	Date

	
Manager’s Manager:


	
	

	Comments:






	Print Name
	Signature
	Date

	
Employee:


	
	

	My signature indicates I was given the opportunity to discuss the official performance review with my manager, not that I necessarily agree. 

	Comments: 







Developmental Review
	Employee

	What additional training, materials or equipment would help you excel at your work?

	

	Are there any areas of your work where you would like more feedback?

	




	What role(s) do you see yourself playing in the agency within the next five years?

	




	What skills do you want to develop?

	






	Manager

	What does the employee excel at?

	




	In what areas should the employee focus on improving?
	




	How should the employee prepare to be successful in the roles they see themselves playing in the agency within the next five years?

	






