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Sarasota County Government

Performance Management and Development

	Employee Information 

	Employee Name
	Reference Team
	Check review type:
	
	Probationary
	
	Annual
	
	Other

	Job Title
	
	If this is an initial probationary review, has the employee successfully completed probation?    
	
	Yes
	
	No

	Last 4 digits of SSN#
	
	
	
	
	
	

	Business Center /Unit
	
	If not, complete Evaluator Comments section below and attach any additional supporting documentation.  Contact Human Resources for additional guidance.


	Evaluator Name
	
	Review Period

	
	
	From
	4/07
	to
	4/08

	
	
	Pay Period Effective
	
	Next Review Date
	4/19/2008

	Rating Definitions

 (E)   Exceeds     =   Performance that significantly surpasses expectations in both Job Function/Objectives and Actions (Part A) and Core Competencies/Values (Part B).
(A) Achieves    =   Performance at this level completely accomplishes the Job Function/Objectives and Actions, and the Core Competencies/Values to a fully acceptable level.
                               This is a solid performer.  (Most employees will earn this rating.)
 (N)   Needs        =   Performance needs significant improvement for Job Functions/Objectives and Actions and/or Core Competencies/Values, which indicates a need for improved
    Improvement        performance.  An action plan for improvement must be developed.

	Performance Management Overall Rating

Instructions:  The immediate supervisor indicates a Final Overall Rating of the employee’s performance during the year as:  (E) Exceeds, (A) Achieves, or (N) Needs Improvement.  Consider Desired Outcomes and Core Competencies to obtain an overall rating.  This is not a numeric rating scale.

	
	
	EXCEEDS
	
	ACHIEVES
	
	NEEDS IMPROVEMENT

	Employee Comments:  


	Evaluator Comments:



	
	
	
	

	Employee Signature: 
	Date:
	Evaluator Signature:
	Date

	Has the employee’s Individual Development Plan been completed?
	
	Yes
	
	No
	

	
	
	
	
	
	Evaluator’s Supervisor Signature: 
	Date:


	PART A –  JOB FUNCTION / OBJECTIVES AND ACTIONS
Instructions:  Print a copy of the Process Activity Level of your business plan (in GovMax).  You will need this information in order to complete Part A.
1. Employee Objective: A specific statement that states what is to be achieved i.e., “Be Service Oriented.”  It is the purpose or reason for the employee to perform specific actions.  The supervisor and employee complete this section together. Most employee objectives should come directly from the Process Activity Action column of the Process Activity level business plan.
2. Scorecard Perspectives: Which of the five perspectives does the objective support?  (Community, Customer, Financial, Process or Learning & Growth)
3. Employee Measure:  How will progress/success be tracked and evaluated for each objective?  The supervisor and employee complete this section together.  The measure may already be established in the business plan.  Measures will often relate to quality, cost, volume, satisfaction, or timeliness.
4. Employee Target:  What is the desired level of performance or rate of improvement for a particular measure?  Supervisor completes this section.  The target may already be established in the business plan.
5. Employee Action: What specific action(s) should the employee take to accomplish the objective? Supervisor completes this section.  The Employee Actions may be the same as the Process Activity Actions in some cases, or the Employee Actions may be more specific.  The employee may perform more than one action in support of a particular objective.
6. End of Performance Year Results:  Summarize the employee’s results and accomplishments from the actions they performed.  Were targets met? Supervisor and employee complete this section together, but the Supervisor is responsible for the performance results comments.

Rating: The supervisor is responsible for rating performance for each Objective as (E) Exceeds, (A) Achieves, or (N) Needs Improvement.  Attach additional documentation as needed.

	EMPLOYEE OBJECTIVE
	SCORECARD PERSPECTIVES
	EMPLOYEE MEASURE
	EMPLOYEE TARGET
	EMPLOYEE ACTION
	END OF PERFORMANCE YEAR RESULTS
	RATING

(mark X)

	PROMOTE CITIZEN ENGAGEMENT

Promote voter registration

Recruit and retain volunteers

Investigate strategies/partnerships to increase access to government/other forms

Increase and enhance partnerships


	Community
	# of book displays and reviews promoting Voting

# of volunteers

# of partnerships

# visits to other agencies for enhancing library/community partnerships
# of bloodmobile visits

# of Diabetes & Wound care presentations

# agencies contacted
	-1 Book display & 2 Book Reviews/ articles promoting voting by November 2007. (Victor is lead person)

-Recruit & retain volunteers-Recruit 1 additional volunteer (Tina or Pat B) to show movies once a month (current level of volunteers is 5). 
- Depending on the wireless computer lab, form a new partnership & offer computer classes . 1Computer class per month. (Victor is lead person)
- Visit CRA office, Visit L.A. Ainger Middle School & LB High School to enhance community partnership. # of visits:3

Concerns: Staggered visits so one person will man desk

(Victor is lead person)

-Host 4 bloodmobile visits -Promote “Health in Motion” mobile lab that visits the library several times a month. -Host Diabetes & Wound Care program by May 2007. (Toni is lead person)
Contact agencies to see where we can send patrons to get help filing out various government forms & make a notebook containing this information by March 2008. (Lead person is Kim) 


	Provide information, posters, flyers, book review to support voter registration.

Diversify volunteer opportunities to respond to changing volunteer culture

Facilitate purchase of wireless laptops. Contact qualified individuals for teaching beginning computer classes on a volunteer basis. Schedule use of meeting rooms for classes.

2 Ref staf will visit CRA office,  L.A. Ainger Middle School & LB High School.

Toni will host 4 Bloodmobile visits.

Toni will host 2 Diabetes and Wound Care presentations.

Kim will update selected Ready Reference Community  Resource guides.
	  
	
	E

	
	
	
	
	
	
	
	A

	
	
	
	
	
	
	
	N

	
	
	
	
	
	
	

	INCREASE CUSTOMER SATISFACTION
	Customer
	% approval of customers

#Environmental programs

Document Collection Development and 
Weeding plan and 
actions.

Date of weeding completion

# of Genealogy meetings attended
	-90% at least good on

 Key Performance Indicators

Timeliness, Accuracy, Value, Professionalism, Quality. 

-Support system-wide Sustainability Month in Sept. by providing 3 environmental programs.

 (Leads are Kim & Toni)

Develop and implement Collection Development & Weeding plan

(Victor is lead person)

Weeding of collection will be completed by 

May 2008.  (Victor is lead person)
-7 Genealogy meetings attended (Lead person is Toni)
	Collect Customer Comment Surveys  quarterly– Key Performance Indicators

Timeliness, Accuracy, Value, Professionalism, Quality,

Perform weeding of the collection. Perform collection development. Complete planning documents.

-Provide quality materials, resources-
    In Collection Development: Re-identify

    Areas of strengths/weaknesses in 

      Collection ie. Environmental, voting, parenting, genealogy by March 2008. Donations: Be more selective with additions of donated materials. 

Victor will develop a checklist of criteria for donated materials.

Input to Request List 2007-8 to aid in Collection development process. (Victor, Toni, Kim)

-Promote & market genealogy services /materials at genealogy meetings ie. New genealogy books, microfilm service, volunteer helper for genealogy patrons

	
	
	E

	
	
	
	
	
	
	
	A

	
	
	
	
	
	
	
	N

	
	
	
	
	
	
	


	EMPLOYEE OBJECTIVE
	SCORECARD PERSPECTIVES
	EMPLOYEE MEASURE
	EMPLOYEE TARGET
	EMPLOYEE ACTION
	END OF PERFORMANCE YEAR RESULTS
	RATING

(mark X)

	PRIOMOTE SUSTAINABILITY EFFORTS

UTILIZE RESOURCES EFFECTIVELY

Increase revenue from alternative sources

Recruit and train volunteers


	Financial


	$ value of volunteer hours

$ value from alternative funding

# of volunteers

# of sustainability initiatives implemented

# of book reviews

# of displays

# of programs

# Grants administered

	-Target for in-kind goods & services @20,000
-Target for adult volunteers = 6

-1 book island display re: Sustainability

-Promote use of library materials & resources by providing 9 book reviews per year (3 each)

 Victor provides editorial oversight, & is responsible for submitting all reviews. 

2 Book island displays per month (Victor and Toni are lead persons)
Administer ( DVD) Plantation Grant. (Toni is lead person)
	Diversify volunteer opportunities to respond to changing volunteer culture; keep an updated list of volunteer tasks 

Support development of environmental materials collection; provide input on collection development

Develop displays/handouts relating to sustainability related library programming i.e: Showing relevant movies.
Promote use of library materials and resources with marketing.
Oversee expenditure of Plantation Grant. Tie-in: Plan showing of Movies at the Library. Complete final grant report.
	 
	
	E

	
	
	
	
	
	
	
	A

	
	
	
	
	
	
	
	N

	
	
	
	
	
	
	

	INCREASE QUALITY AND PRODUCTIVITY

PROMOTE SUSTAINABILITY EFFORTS
	Process
	# visits to other libraries
Document PDA initiative
Document recycling efforts


	-Visit other libraries (Fruitville, North) to research process improvements. # of visits, 2
(Kim and Toni are lead persons)

-If wireless & if PDA is purchased, Victor will research use of PDA’s at the Reference Desk.

-Recycling printer cartridges # of items recycled
(Victor is the lead person)
	Report on findings from visits

Report PDA findings.

Recycle printer cartridges
	 
	
	E

	
	
	
	
	
	
	
	A

	
	
	
	
	
	
	
	N

	
	
	
	
	
	
	


	DEVELOP HIGH PERFORMANCE LEADERS/TEAMS

FOSTER A POSITIVE WORK ENVIRONMENT
	Learning and Growth
	.#Classes attended
# of Conferences attended
# of reports 

Document that Co-workers provide positive assessment via multi-rater form.

# of monthly Reference meetings
	-Reference team will increase knowledge of reference skills by attending 5 classes . (Kim, Toni, Victor)
Toni will attend and report on the FLA conference.
Victor will study the Computers in Libraries 2007 CD of sessions he did not attend and provide 3 detailed reports.. These sessions will be selected for their relevance and possible application to the SCPL.

(Victor is lead person.)

-Positive climate- Co-workers provide positive assessment via multi-rater form 

-Reference team will schedule & conduct more structured monthly Reference meetings # of meetings held: 1 per month
	Document new knowledge, skills and abilities in monthly report.

Participate in training related to strategic plan

Improve skills needed to deliver high quality programs and services

Report on conferences attended.

Victor will reviews the sessions he did not attend of CIL 2007 and glean library-useful information from them.
Contribute to motivational climate

Have monthly EQ Reference meetings


	 
	
	E

	
	
	
	
	
	
	
	A

	
	
	
	
	
	
	
	N

	
	
	
	
	
	
	


	
	
	
	
	
	
	
	E

	
	
	
	
	
	
	
	A

	
	
	
	
	
	
	
	N

	
	
	
	
	
	
	


	PART B - CORE COMPETENCIES / VALUES

Core Competencies are behaviors and skills that are necessary for all employees to demonstrate in order to be successful within the organization, in support of Sarasota County Government’s Values:  Customer Service, Cooperation & Teamwork, Honesty and Integrity, Quality, Stewardship, Innovation, and Accountability.

This form is completed by the supervisor.

Instructions:   Print a copy of the core competency wheel (both front and back).  You will need this information in order to complete Part B.
1. Multi-rater feedback can be gathered from peers, team members, strategic partners, and customers.  The supervisor and employee should work together to identify the panel; the supervisor has final responsibility for panel selection.
2. Demonstrated Behaviors and Results: For each core competency, describe behaviors the employee has demonstrated (based on direct observation, input from co-workers, etc.) and results (survey data, etc.) which either achieve or fall short of expectations. LIMIT NARRATIVE SUMMARY TO ONE PAGE

3. Rating: Consider all available information/feedback about the employee’s demonstration of the core competencies/values and rate performance as (E) Exceeds, (A) Achieves, or (N) Needs Improvement.

	CORE COMPETENCIES


	DEMONSTRATED BEHAVIORS AND RESULTS

(Please state specific examples)
	Rating (mark X)

	Customer & Community Champion

REFER TO APPROPRIATE COMPETENCY WHEEL & DESCRIPTIONS
	
	
	E

	
	
	
	A

	
	
	
	N

	
	
	

	Financial Manager

REFER TO APPROPRIATE COMPETENCY WHEEL & DESCRIPTIONS
	
	
	E

	
	
	
	A

	
	
	
	N

	
	
	

	Process Improver & Capacity Builder

REFER TO APPROPRIATE COMPETENCY WHEEL & DESCRIPTIONS
	
	
	E

	
	
	
	A

	
	
	
	N

	
	
	

	Continuous – Innovative Learner

REFER TO APPROPRIATE COMPETENCY WHEEL & DESCRIPTIONS
	
	
	E

	
	
	
	A

	
	
	
	N

	
	
	


	PART C - Individual Development Plan (IDP)

“Putting It All Together” - Linking Development Opportunities to Future Performance Expectations/Goals
This form serves as a mutual agreement between supervisor and employee.

	Instructions:  Part C should be used during the planning process for each performance year; it is not part of the end-of-year evaluation.  (Employees are expected to achieve their work objectives/actions regardless of whether they have followed through on their Individual Development Plan.)  The purpose of the form is to establish a shared understanding of the employee’s development goals for the year, as well as an acceptable plan for achieving those goals.  The IDP may change during the year to accommodate shifting priorities or new learning resources that become available.  The employee should complete a first draft of the IDP, and then it should be finalized by the employee and supervisor together.
1. Employee Development Goals: Review the Employee Actions listed on Part A for the coming year, and the Core Competencies performance expectations in Part B.  Identify development goals that will help you achieve these expectations.  You may also consider your long-term career goals and development opportunities.  List in this column the skills, knowledge, or abilities you’d like to further develop during the coming year.  Be as specific as possible.  Each employee should have one, two, or three development goals.
2. Learning Plan / Resources:  For each development goal, identify specific learning resources you could use to support your learning and growth.  Resources may include classes, mentors, self-directed learning (books, videos, internet search, etc.), on-line (computer-based) training (also called e-learning), team-based workshops, technical certification, external courses, etc.  Your supervisor may have some additional ideas to offer.  For more information, check out the TPM (Talent & Performance Management) website.  Log on to TRAC (on-line registration system) to sign up for any internal classes you’d like to attend.  Feel free to list a variety of learning resources in this column, and then choose the one(s) that best meet your needs throughout the year.
3. Supervisor Support Plan: Consider what you may need from your supervisor to support your learning plan.  Your supervisor may have additional ideas for how they can support your development efforts.


	EMPLOYEE  DEVELOPMENT GOALS

(to support Part A - Employee Actions 

and Part B - Core Competencies/Values)
	LEARNING PLAN / RESOURCES
	SUPERVISOR SUPPORT PLAN

(How supervisor can assist)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	
	

	Employee Signature: 
	Date:
	
	Evaluator Signature:: 
	Date


