EMPLOYEE ASSESSMENT AND DEVELOPMENT PLAN

EMPLOYEE INSTRUCTIONS

ASSESSMENT AND DEVELOPMENT PROCESS
1.  
Preparing for the Interview

•
Your supervisor will notify you (usually in writing) of the time and place of the meeting no less than two (2) days in advance.

•
You will be provided with the "Employee" copy of the Plus/Delta form prior to your interview.

•
Complete the Plus/Delta form and bring it to the interview.

•
Review any written records or materials relevant to your past performance, including recommendations/goals from the last assessment and development interview and the appropriate job description.

2. CONDUCTING THE INTERVIEW

Within an open, friendly atmosphere, both parties can express themselves freely.


Two-way communication will be emphasized throughout the interview.

The supervisor will review the rating boxes in each of the six performance categories as well as the overall appraisal rating.

3.
Joint Assessment
•
Using the Plus/Delta forms, compare the supervisor's analysis of the assessment and development period with yours. Discuss the comparison and try to agree on what (if anything) should be done differently. It may not be possible to reach total agreement on all points, but it is important that you both reach an understanding of the other person’s views.

· The supervisor may schedule a mid-term progress meeting.
4.
Developing Recommendations

•
Together with the supervisor, after a review of the Plus/Delta, develop an action plan to accomplish the recommendations for the next assessment and development period. The action plan should cover the following points:

· What steps you can take to build on your strengths;

· What specific steps can be taken to improve performance in weak areas;

· How much improvement in specific areas of performance should be achieved and within what time frame;

· What can be done if problems are encountered in achieving these goals between now and the date of the next assessment and development;

· What support the supervisor/manager can provide to help you successfully complete your action plan.

•
Record each specific recommendation on the form.

PROFESSIONAL DEVELOPMENT PLAN
•
The Professional Development Plan is optional and separate from the assessment process. It is a voluntary plan between the employee and supervisor/manager designed to detail ways to help the employee develop and grow professionally. 

•
The Professional Development Plan may be included in the employee's personnel file, and both parties should maintain copies.

•
The development of a Professional Development Plan is a personal choice of the employee and no retaliation should be exhibited toward those employees who choose to not have a plan.

Performance Measurement Guidelines

The following measurements should be considered in the assessment of an employee's performance of his/her duties and responsibilities:

1.  Job Knowledge: Measurement should not be restricted to the technical knowledge an employee is required to bring to a specialized job. It is much broader and includes the range of pertinent policies, regulations, and procedures related to his/her assignment. It does not relate to the mental and/or physical skills required in a given position.


Comments - Does the employee consistently demonstrate a proper level of job knowledge, prerequisites and the job specifications? Has the probationary employee acquired an acceptable level of job knowledge? Is the regular employee keeping up-to-date with changing policies and procedures and with technological advances in his/her occupational field?

2.
Quality of Performance: Measures the degree of excellence of the work performed over the entire rating period. Attention should be given to the consequences of poor quality of work.


Comments - Is the employee's work neat, accurate, thorough, timely, and acceptable? Must the work be redone, thus reducing the potential volume of acceptable work which could have been produced? Do errors in the employee's work affect the efforts of others? Does poor work frequently reflect adversely upon the office, department, or college?

3.
Quantity of Performance: Refers to the quantity of satisfactory work turned out during a given period of time. Does the employee consistently accomplish a full day's work? Does the employee produce enough work so that he/she is clearly an asset to the department? 


Comments - Short term exceptions to the quantity standard can sometimes be made. Care should be exercised to insure maximum quantity of departmental standards.

4.
Self Management: Measures effectiveness and willingness to take responsibility for managing time and resources, and taking maximum advantage of talents, skills and expertise.


Comments - Does the employee prioritize his/her work load to accomplish the most important tasks first? Is the employee alert to changing conditions and/or departmental needs for flexibility? Does the employee comply with departmental and organizational policies and procedures? Is the employee consistently absent or tardy?

5.
Customer Service: Measures the extent to which the employee exhibits the ability to be courteous, efficient, informed, available, tactful and diplomatic when representing the department and organization to internal and external customers.


Comments - Does the employee treat internal and external customers in a professional manner? Does he/she look for positive solutions to solve internal and external customer problems? Does the employee often avoid contact with visitors to the office or on the telephone?

6.
Team Support: Measures effectiveness in working with others and helping co-workers succeed; demonstrates the ability to be supportive and flexible, contributing to the overall success of the department and the organization.


Comments - Does the employee approach challenges and problems in a positive manner and avoid negative influences among co-workers? Does he/she actively support the goals of the department and work to help the team succeed? 

7.
Specific Job Criteria: Measures those areas not included in the above categories that are specific to the performance of a particular job.


Comments - Specifics may come from the job description, ADA form, or duties that are regularly carried out in the performance of job duties.

rating guidelines
1. Needs Development: Reflects a fundamental or beginning level of performance and needs continued development.  

2. Developing: Reflects progress and is approaching job proficiency. 

3. Mastery: Has achieved satisfactory mastery of job requirements. 

4. Advanced: Has detailed knowledge of job and exceeds standard job requirements.  

5. Outstanding: Highest level of performance. Employee consistently demonstrates superior job performance in this  position. Requires little supervision.
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