MAT Performance Appraisal

Advisory Team

November 6, 2008

1:30 a.m. – 3:30 p.m.

Room 311

MINUTES
Called to order: 1:36pm

Attendees: Sherrie Faulkner, Cheryl Crutcher, Judy Castellanos, Pat Honzay, Sara McCarthy, Karen Delavina, David Thompson, Chris Hoeffler

A. Welcome 

B. Review Minutes – Approved with edits, will be posted to web. 
C. Review Agenda and Expected Meeting Outcomes

Plan ( Design ( Build ( Implementation ( Evaluate – Consequences

D. PeopleSoft ePerformance

ITS is planning on making the evaluation tool available off-site with out the use of the VPN. This would allow Supervisors to work on it from home without getting distracted.  The final approval and submission of the evaluation would need to be submitted onsite or through the VPN.

Walk-Through Implementation Setup

Team would like to put Maricopa specific introduction text above Section 1 on the main evaluation page (similar to the Pima example). Project team will check with IT to see if they can add that customization.

Initial Setup of Evaluation by Manager

Section 1 – Initiatives – Currently MCCCD Initiatives, managers can add college/site specific initiatives.

Section 2 – Essential Functions – Managers can set up essential functions based off of job descriptions and/or posting. The manager would have to bring in summary, key responsibilities, etc. in; it is not available in HRMS. 

Section 3 – Competencies – All ten competencies are listed along with the definition. Within the main definitions are the sub-competencies. Can add notes throughout the year relating to the individual competencies. (Plan to have behavior indicators as an external learning aid for managers to use).

Section 4 – Performance Goals – Manager can identify performance goals for the year; can add title, description and due date (optional).

Section 5 – Employee Development Plan – will be developed by both the supervisor and the employee to input data/information.

· Managers would want to save their evaluation throughout the year as they made additions and changes but would not want to mark it as complete until it had been reviewed with the employee as no more edits can be made after it is marked complete without the aid of an HR ePerformance administrator from Employee Relations.

· At the end of the Performance Evaluation, managers may want to work with the employee to identify performance goals and a development plan for next year and create a new document for the next year with that information. Managers and employees can go in and view it all year long and enter notes.

· Managers will not be able to clone initial setup for multiple employees with the same position.  However, manager can make the first one and copy and paste the text into the template in order create the others.

· There are safe-guards in place so that employee can view what manager submitted to Employee Relations in case changes to the evaluation were made other than what the employee and manager agreed to.

Self- Evaluation by Employee

After manager has created initial document with performance goals, development plan, and additional initiatives, the employee can log on and see the populated template. The employee can start doing self-evaluation and make notes after the template has been marked complete by the supervisor. Employee can import Performance Notes into the Self-Evaluation comments area.

General Notes:

· Get feedback from pilot regarding instructions on saving and marking completed to determine if system text is clear enough, or if team will want to add more specific instructions (also added to Issue Bin).

· Team wants the section summary boxes for all areas removed; summary can be entered in the comments box.

· Rating/Tip feature only allows one sentence comment since this is not what the team was looking for; the rating feature will be removed.

Writing tools available in all areas; can import Performance Notes in any section (this applies to both employee and manager).

Email notifications sent to:

· Employee after manager completes Initial Criteria

· Manager after employee completes Self-Evaluation

· Employee after manager completes Evaluation

Manager can release employee Self-Evaluation back to employee to make modifications. Manager can pull in comments from submitted Employee Self-Evaluation and put it into any applicable section of the performance document. Managers will not be able to add initiatives after original document has been created, but will be able to delete initiatives.

Project team will test out language checker to see how it functions. 

Is “available for review” the same as complete? Can manager allow employee to review evaluation before final evaluation is sent to HR admin.

Pilot Participants

Project team will contact 100 random supervisors to find participants, expecting around 30 to participate in pilot.

Training

Offer 2-hour training module with 1 hour open lab. Will cover a high level overview for both manager and employee sessions. Managers will be trained first and will create “dummy” documents in the test database for their employees so employees can access the document and do hands-on training for their session. If managers want to go into live production during the open lab they will have assistance with creating a real document.

Remaining agenda items moved to next meeting.
E.  Change Management 



- Communication

Issue Bin:

· Pilot group will be asked to evaluate each competency for its applicability.

· Get feedback from pilot regarding instructions on saving and marking completed to determine if system text is clear enough, or if team will want to add more specific instructions.
· Ongoing monitoring of new Performance Tool to see if there is an extra competency that is consistently being selected.

· Allowing Performance Appraisals to be used for internal hiring references (this item will not be moved forward to a recommendation unless all committee members are given a vote)

· Using Performance Appraisals for employee achievements and awards, Supervisor does not have direct understanding of employee’s job responsibilities (explanation when team member present)

· Future Desire- Non-stipend, non-pay increase training, education and certification to be available and updatable online

· Refine remaining competencies’ definitions and behavior indicators

· Ideas for rollout-having support person at each campus/location to assist managers.

Adjourned: 3:19pm
F.  Next Meeting Date – December 8, 2008, 9:00am-12:00pm, TTC Room 300 (Employee Performance Appraisal training session).

By Fall 2008 create an interactive competency based employee professional development system with realistic measurements that fosters employee relationships and focuses on achieving superior performance.

