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l. INTRODUCTION

The 197%-82 Agreement between the Governor's
Office of Employee Relations and Council 82 pro-
vided for a joint labor/management committee to
develop a performance evaluation program for em-
ployees in the Security Supervisors Unit. The com-
mittee’s basic objective was to develop a program
that would improve employee performance and job
satisfaction. That performance evaluation system
has been in effect for several years and while it has
functioned effectively, it needed to be updated. The
labor/management committee, under the 1985-88
Agreement, has reviewed the performance evalua-
tion procedure and made the changes contained in
this handbook. This handbook describes the pro-
gram that has been developed by the committee
and the procedures to be followed in its implemen-
tation. Supervisors and employees are urged to
read this handbook carefully and to make use of
these procedures in a fair and equitable manner.

Il. DESCRIPTION OF PROGRAM

The Performance Evaluation Program for the
Security Supervisors Unit applies to all annual sal-
aried employees whose positions are  allocated to
a salary grade. It is effective January 1, 1988 and
replaces the former Performance Evaluation Pro-
gram for such employees but it does not replace

existing probationary programs. The program is

based upon supervisory appraisal and rating of

-activities, tasks and characteristics which are im-

portant to performance of the various jobs in the
Security Supervisors Unit.
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A. Obijectives of the Program
The program has the following major objec-
tives: to improve employee work performance;
to improve communication between supervisors
and employees concerning work performance;
to differentiate levels of performance among
various employees, including an identification
of employees whose performance is significantly
above acceptable standards and, therefore,
deserves to be noted; to identify performance
areas which are less than satisfactory and, in
such instances, to specify corrective action that
should be taken; to improve understanding of
and to clarify duties and performance €xpec-
tations for supervisors and employees; and to
determine eligibility for performance advance
payments based on ratings of performance.

B. Method of Evaluation
o Evaluation of each employee will be based upon
the activities, tasks and characteristics which
| R are most important to performance of the var-
e ious jobs in the Security Supervisors Unit. These
R T have been identified and grouped into ten fac-
tors. These ten “Performance Factors” are:
1. Maintains security supervision of a facility
or assigned area.
2. Time and attendance.
3. Relationship with fellow empioyees,
superiors and subordinates, etc. |
4. Knowledge and application of laws, rules
and regulations.
5. Consistency of response with mission of
the agency.
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If a performance factor does not apply to an
employee’s job assignment, do not assign the
employee a rating. for this factor. Simply omit
the factor from consideration in determining the
final rating.

C. Rating Period and Frequency |

1. Each employee will be formally evaluated and
rated annually, commencing with the employ-
ee's date of appointment or promotion to a
position in the Security Supervisors Unit,
except in the first year of such graded ser-
vice. During the first year of suchservice,
each employee will be formally evaluated and
rated every six months, until they complete
one year of service. Between these annual,
formal evaluations, supervisors should meet
periodically and regularly to informally give
employees feedback on their performance.

Note: Employees who have ten full pay
periods (100 full work days) but less than SiX
months of service in grade are eligible for
a performance advance payment, but must
be rated prior to April 1 to receive such pay-
ment. In such cases, an employee may be
evaluated and rated with only five months of
service. Thereafter, evaluations will take place
on the employee’s anniversary date in grade.

2 Where an employee has had more than one
supervisor during the rating period (e.g. due
to transfer of either the supervisor or the em-
ployee), the supervisor who is responsible
for the employee (to whom the employee
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this requirement 100 percent; less than full pay
is prorated (e.g. 20 days of sick ieave at one-
half pay = 10 days of service), and leave without
pay does not count at all.

IIl. EVALUATION PROCESS

Supervisors will evaluate an employee’s per-
formance during the preceding year, using the
Employee Performance Evaluation Rating Form for
employees in the Security Supervisors Unit.

STEP 1 _ ’
The supervisor enters the agency name oOn
the Employee Performance Evaluation Rating
Form and completes Section | — Employee
Identification.

STATE OF NEW YORK Employee Performance Evaluation Rating Form
SECURITY SUPERVISORS UNIT EMPLOYEES

Correctional Services

Agency

SECTION | — EMPLOYEE IDENTIFICATION

Employee's Name WillamSmith  ocial Security # 219-60-5722

Title Correcticnal Lisutenant

Facility/Division _Fishidll

Evaluation Period From: 6/9/87 To: 6/8/88

item #

0=476 : Salary Grade 20




STEP 2
Next, the supervisor reads carefully the Super-
visory Instructions contained in Section 1l on the
Employee Performance Evaluation Rating Form.

SECTION Il —
SUPERVISORY INSTRUCTIONS

Compare the employee’s job performance
relative to each of the performance factors in
Section 1l with the ratings described under
each factor. Select the rating which most
accurately describes the employee’s perfor-
mance on each factor, and check the appro-
priate box. If the employee’s performance is
not exactly described by one of the defini-
tions under a factor, select from all ratings
the one which best describes the employee’s
performance. |f an employee’s duties are
such that a given factor has no applicability,
omit that factor.

STEP 3 NYSCOPBA

Going to Section Ill — Performance Factors,
the supervisor now evaluates the employee’s
actual job performance relative to each of the
ten performance factors appearing on the Em-
ployee Performance Evaluation Rating Form
and identifies the performance rating which
most accurately describes the employee’s level
of performance for each factor. The supervisor

should consider one factor at a time, basing
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judgment on the spécific requirements of the
individual employee’s job.

Once the appropriate rating has been identi-
fied for a performance factor, the supervisor
checks the rating on the Employee Performance
Rating Form.

Note: In some cases, a performance factor may
not apply to the job assignment of a specific
employee. In such a situation, the factor should
be omitted from consideration.

o E:E%, &

SECTION Il — AL 8
2 PERFORMANCE £181%|28
FACTORS HE

1. Maintain security
supervision of a facility
or assigned area.

<

Consider the quality of security super-
vision provided a facility or area under this
employee’s supervision. '

OUTSTANDING: Provides close and -
frequent supervision to assigned areas
including inspection of security, safety
and sanitary conditions of a facility or
area, equipment or grounds. Always gives




. Time and

prompt and appropriate direction to sub-
ordinates to deal with any problems which
arise; promptly and accurately reports any
conditions which require it. In correctional
facilities, provides highly effective control
and coordination of inmate movement,
counts, and activities.

GOOQOD: Provides adequate security
supervision to assigned areas. Security,
safety, and sanitary conditions of super-
vised areas usually good. Deals with most
situations adequately. Usually prepares
reports accurately and within a reason-
able time period. Has good control of
inmate movement and activity.

UNSATISFACTORY: Supervision of
areas inadequate. May not inspect areas
frequently enough, or direction to sub-
ordinates in handling problems may
reflect poor judgment or inconsistent

‘approach; or reports may be of poor

quality or untimely.

attendance. v

Consider employee's attendance and
punctuality record in relation to generally
accepted rules and regulations.

OUTSTANDING: Employee uses a limited

~amount of sick leave time. Always advises




. Relationship with fellow

supervisor of planned or emergency use
of leave time and obtains prior approval.
Is very rarely tardy.

GOOD: Employee generally uses an
acceptable number of sick days. Obtains
supervisory approval. Is seldom tardy.

UNSATISFACTORY: Employee frequently
and inappropriately uses sick leave; is
tardy on a frequent basis; is absent with-
out approval or prior notification.

employees, superiors v

and subordinates, etc.

Consider the quality of this employee’s
relationship with other employees.

OUTSTANDING: Employee has excellent
relationship with both superiors and sub-
ordinates and other program and adminis-
trative staff. Communicates in a coopera-
tive and helpful way with both groups.
Resolves employee problems and imple-
ments valid employee requests to the
extent of ability to do so.

GOOD: Employee has good relationship
with most superiors and subordinates and
other program and administrative staff. Is
normally reasonable and cooperative with
both groups. Is usually fair and consistent
in dealings with subordinates.
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NYSCOPBA

UNSATISFACTORY: Employee has poor
relationship with superiors and subordi-
nates and the program and administrative
staff. Is often uncooperative or uncom-
municative, or handling of subordinates
generates labor relations probiems. Makes
little effort to accommodate needs or work
problems of subordinates.

. Knowledge and
application of laws, v
rules and regulations.

Consider the employee’s knowledge

of relevant laws, rules and regulations
required in the performance of assigned
duties and judgment used in their
application.

OUTSTANDING: Employee exhibits a
thorough knowledge and understanding
of relevant laws, rules and regulations;
consistently applies them in an appro-
priate manner.

GOOD: Employee has a basis understand-
ing of relevant laws, rules and regulations;
generally applies them in a consistent
manner. |

UNSATISFACTORY: Employee lacks
understanding and familiarity with rele-
vant laws, rules and regulations; applica-
tion is often arbitrary.
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5. Consistency of

response with mission Y

of the agency.

Consider the employee’s understanding
of role and the parameters of that role and
accepted activities within that role.

OUTSTANDING: Employee displays
exceptional understanding of the mission
of the agency and consistently acts as a
positive role model in pursuit of that
mission; clearly seeks to be a positive
influence in pursuit of program objectives.

GOOD: Employee carries out assigned
responsibility in a manner which is
generally consistent with the mission of
the agency.

UNSATISFACTORY: Employee shows
little understanding and appreciation of
the agency mission and frequently acts in
a manner which is inconsistent with, and
reflects poorly upon, that mission.

6. Schedules and assigns
employees under v

his/her supervision.

Consider employee’s performance in
scheduling and assigning the work of
employees under his/her supervision.

OUTSTANDING: Consistently and
effectively schedules and assigns staff to

419




cover necessary tasks in accordance with
applicable contract and labor/manage-
ment agreements and employee atten-
dance rules. Anticipates and prepares for
staffing difficulties; exercises good judg-
ment in assigning staff in emergency
situations.

GOOD: Generally schedules and assigns
staff to cover necessary tasks, in accor-
dance with applicable contract and
labor/management agreements and
employee attendance rules. Responds i in
adequate fashion to emergency situations.

UNSATISFACTORY: Fails to plan well for
staffing needs on shift; staff not efficiently
used. Security, labor/management or
contract problems created by poor
judgment in assigning staff.

. Anticipation and action

in emergency situations. |V

Consider the employee’s ability to
recognhize emergency situations and
timeliness of response to such situations.
Also, consider the employee’s ability to
detect potential problems and judgment
in taking action.

OUTSTANDING: Employee consistently
exhibits ability to recognize potential
problems or emergencies, taking construc-
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NYSCOPBA

. Administrative

........

tive and effective action which serves to
minimize problems before they occur.

GOOD: Employee reacts to emergency
situations in an effective manner ensuring
a minimum of disruptions.

UNSATISFACTORY: Employee often does
not detect and/or respond appropriately
to problem situations and/or emergencies.

responsibilities. N/A

Consider the employee’s performance.
investigating and reporting on various
matters (e.g. employee grievances or mis-
conduct, unusual incidents, operationatl
problems, performance/probationary
evaluations, etc.).

OUTSTANDING: Employee consistently
and promptly provides thorough investiga-
tions and reports on a variety of matters.
Reports are always complete and reliable.

GOOD: Employee usually provides timely
and adequate investigations and reports.
Reports are usually accurate and
adequate for the situation.

UNSATISFACTORY: Employee’s
investigations and reports are slip-shod or
incomplete or untimely. May frequently
require double-checking or correction;
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. Relationship with

may not be completed within a
reasonable time.

clientele* group. v

Consider employee’s performance in deal-
ing with matters relating to clientele group.

OUTSTANDING: Employee coordinates
and/or supervises client-related activity in
a consistently thorough manner. Is sensi-
tive to client concerns. Is very effective
in conveying and enforcing standards in
dealing with clients to the clients and
subordinate staff.

GOOD: Employee usually coordinates
and/or supervises client-related activity in
an acceptable manner. Shows some sensi-
tivity to client concerns. Usually conveys
and enforces standards in dealing with
clients to clients and subordinate staff.

UNSATISFACTORY: Employee has diffi-
culty in coordinating and/or supervising
client-related activity in an acceptable
manner. Exhibits little sensitivity for client
concerns. Seldom conveys and enforces
standards in dealing with clients to clients
and subordinate staff.

*Clientele group may mean inmates,
patients, students, residents, service
users, the public, etc.
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10. General
leadership skills. v

Consider employee’s demonstrated ability
to provide direction, instruction and
counsel to subordinate staff.

OUTSTANDING: Employee continually
demonstrates leadership ability in all
assigned tasks. Always coordinates work
force effectively to accomplish assigne
tasks. :

GOOD: Employee usually demonstrates
leadership ability in most assigned tasks.
Usually coordinates work force effectively
to accomplish assigned tasks.

UNSATISFACTORY: Employee does

not demonstrate adequate leadership
ability in assigned tasks. Cannot coordi-
nate work force effectively to accomplish
assigned tasks.

STEP 4
After the rating for each of the factors has been
recorded, the supervisor assigns a -Tenative
Rating, which should reflect the employee’s
overall performance for the rating period,

The supervisor should take into consideration
the ratings on all factors when determining this
Tentative Rating. This rating is intended to be
an objective review of all the ratings.
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In determining the Tentative Rating, the super-
visor should also weigh all of the factors in
terms of their importance to the job being per-
formed. For example, if some factors are more
important to the successful performance of the
job, the ratings on those factors should carry
more weight in determining the Tentative Rating.
Conversely, if certain factors are of lesser impor-
tance, the ratings on these factors should carry
less weight. The rating on any single perfor-
mance factor, however, will not be the sole basis
for the Performance Rating. )

Ratings of less than “Good” should be accom-
panied by comments (in the Supervisor's Com-
ments section) relating to specific instances or
occurrences during the rating period.

SECTION IV — PERFORMANCE RATING

After the rating for each of the factors has been recorded, the supervisor
assigns a Performance Rating, from the categories below, which should
reflect the employee’s overall performance for the rating period.

O OUTSTANDING: The employee's performance clearly is exceptional in
comparison with expectations, thereby causing the employee to stand
out above others in the work unit. Performance consistently exceeds
expectations for all tasks. The employee can be relied upon to perform
the most difficult tasks and has made exceptional contributions to the
work of the employee’s work unit or the agency.

0O EXCELLENT: The employee always meets and frequently exceeds per-
formance expectations for all tasks. The employee is performing better
than expected for many of the tasks and is recognized as a particular
asset to the work unit,

O GOOD: The employee meets performance expectations for all tasks
and performs in a good, competent manner. This is the expected and
usual level of performance for most employees.

00 NEEDS IMPROVEMENT: The employee meets performance expecta-
tions at a minimally acceptable level.

O UNSATISFACTORY: The employee clearly does not meet performance
expectations, not even at a minimally accepted level.

17




STEPS
In the spaces provided on the Employee Perfor-
mance Evaluation Rating Form, the supervisor
should comment on the employee’s strengths
and areas in need of improvement. The super-
visor should .also suggest ways in which the
employee may improve performance. After com-
pleting the appraisal and Tentative Rating of the
employee, the supervisor signs and dates the
Employee Performance Evaluation Rating Form.

Supervisor's Comments: Consistent with the values recorded above
and the rating given, the supervisor is to offer comments’in the spaces
provided below:

Demonstrated Strengths: M Srnith has demonstrated exceptional

ability in promoting the security and safety of this faecility by his

careful attention to inmate activities and contraband control. Hae is

cooperative with fellow employees and his conduct has contributed

to an improved work climate.

Areas in Need of Improvement; Although routine reports and docu-

mentation of incidents are generally submitted on time, they are

not always complete and accurate. Mr. Smith needs to pay closer

attantion to details and submit written documentation in a more

timely manner.

Signature of Supervisor /s/ Emilio Rodriguez
Title _Correction Captain Date __6/14/88

STEP 6 _—
The supervisor now submits the Tentative
Rating to a higher level of supervision for re-
view. This review at a higher level is intended

18




to insure accuracy, consistency and equity
in the ratings and in the application of the
performance factors and indicators to
employee performance. Once the Employee
Performance Evaluation Rating Form has
been reviewed and signed by the reviewer,
the Tentative Rating becomes the employee’s
Final Rating for the rating period.

SECTION V — SECOND-LEVEL SUPERVISORY REVIEW

My comments on the rating are as follows: 1conour with this .

performance evaluation and rating. Mr. Smith i8 a conscientious

and reliable employee and I am confident that he will improve in

his administrative responsibilities.

Signature of Reviewer /8/ Thomas Reynolds

Title _Deputy Superintendent  pgute _ 6/21/88

STEP 7

After the Employee Performance Evaluation

Rating Form has been reviewed, signed by

the reviewer and returned to the supervisor,

. the supervisor conducts a confidential ap-
T ~ praisal interview with the employee. During
the interview, the supervisor should explain
the basis for the assigned performance rating
and provide an explanation of and the basis
for the supervisor's comments on the employ-
ee’s strengths and areas in need of improve-
ment. The supervisor should recommend
specific actions to improve performance and
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offer the employee guidance for career devel-
opment. Supervisors and employees alike
are encouraged to use these meetings as
opportunities for open, frank discussion con-
cerning any and all aspects of the job which
affect performance. At the conclusion of the
confidential appraisal interview, the employ-
ee will be given an opportunity to comment
in writing on the performance evaluation and
rating in the space provided in Section VI —
Employee Comments. The employee will then
record the name of the supervisor in the
space provided and sign and date the Em-
ployee Performance Evaluation Rating Form.

SECTION V| — EMPLOYEE COMMENTS

The employee is afforded the opportunity to comment on the
performance evaluation in the space provided below:

Although I believe providing safety and security to my assigned

area is my most important job, I also understand that timely

and accurate record keeping is also important, and I will work to

improve in this area.

Employee Review: | have reviewed this completed rating and it has been
discussed with me by Emilio Rodriguez

Employee's Signature /s/ William Smith pge __6/25/88

STEP 8
After the evaluation process has been com-
pleted, give a copy of the evaluation form to the
employee, send the original of the form to the
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local personnel office, and send a copy to the
central office. The original will be retained in
and become part of the employee’s official per-
sonnel file.

IV. APPEALS PROCESS

The program which has been developed has
been designed to assist supervisors in the conduct
of fair and accurate evaluations of employee per-
formance. A face-to-face appraisal interview has
been included in the evaluation process to provide
for and to enhance communication between supér-
visors and employees concerning work perfor-
mance. Provision also has been made on the rating
form for employees to comment on any aspect of
their job or on their supervisor's assessment of
their performance of the job. Nevertheless, there
still may be disagreement between an employee
and a supervisor concerning the Final Rating
which the employee has been assigned. In such an
instance, the employee may request a review of the
rating by filing an_appeal according to the process
outlined belom&f nly Final Ratings are appealable ]

A. Levels of Appeal

1. Local Level
An employee who disagrees with any as-
signed Final Rating may appeal within 14 cal-

(agency, facility, subdivision, etc.) manage-
ment review board and seek to have the rating
raised to the next higher level. (If the organi-
zation of an agency is such that there is no
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need for a local board, this step in the process
is omitted and the employee may appeal
directly to the next level.) The local board
will consider the appeal and issue a deter-
mination within 14 days of receipt of
the appeal.

2. Agency Level

An employee whose Final Rating is “Good”
or lower and whose appeal has been denied
at the local level may appeal to a manage-
ment review board at the agency level and

seek to have the rating raised to the next
higher level. An appeal to the agency level
must be submitted within g _%calendar days
of receipt of the decision ofhé local board.

The agency board will consider the appeal
and issue a determination within 21 days of
receipt of the appeal.

Local and agency level appeals boards are
comprised of two or three management level
individuals (three is preferred).

3. Security Supervisors Unit Appeals Board
An employee whose Final Rating is “Unsatis-
factory” and whose appeal has been denied
at the agency level may appeal to a board
established jointly by G.O.E.R. and NYSCOPFBA
This board will consist of one union repre-
~ sentative and, when necessary, a chairperson
mutually agreed upon. An appeal to the Unit
Appeals Board must be submitted within 14
calendar days of receipt of the decision of
the agency board. The Security Supervisors
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Unit Appeals Board will consider the appeal
and issue a determination within 60 days of
receipt of the appeal.

B. Representation
An employee may be represented at each step
in the appeals process only by a person desig-
nated by NYSCOPBA.

V. MONITORING OF THE PROGRAM

The success of this system is dependent upon
the extent to which good performance evaluation
takes place. Performance evaluation has benefits
for both supervisors and employees. For super-
visors, it provides a means for improving the quality

~and quantity of the work for which they are re-

sponsible. For employees, the program assists in
improved understanding of their duties and respon-
sibilities, as well as of what they need to do to
improve their work performance.

The joint G.O.E.R./NYSCOPBA Performance Eval-
uation Program Committee will review the adminis-
tration of this new performance evaluation system
and address issues and problems that may arise
out of its implementation.

- VI. AGENCY SUPPLEMENTAL

INFORMATION

This Performance Evaluation Program is the sys-

tem to be used for all employees in the Security
Supervisors Unit to whom it applies. Individual
agencies have been asked to supplement the infor-
mation in this handbook with specific agency

23




information and guidance. The material provided
by each agency is intended to assist both employ-
ees and supervisors by interpreting the system in
the context of agency polices and practices. Such
supplemental information does not change the pro-
gram described in this handbook. Changes in the
program may be made only with the approval of
the joint G.O.E.R./ NYSCOPBA Performance Evalua-
tion Program Committee.
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APPENDIX A

Definition of Terms
Employee Performance Evaluation Program
Security Supervisors Unit

Agency Performance Evaluation Appeals Board —
The management review panel established in each
agency to review and rule on employee appeals
from Performance Ratings of “Good,” “Needs Im-
provement” and Unsatisfactory.”

Anniversary Date — An employee’s appointmen't
date to the present salary grade. This date is used
to determine each employee's evaluation cycle. ‘

Appraisal Interview — Confidential meeting be-
tween supervisor and employee for the purpose of
discussing the employee's performance. These dis-
cussions should focus on the employee’s strengths, |
areas in need of improvement, the rationale for the
assigned performance rating and supervisory sug-
gestions for improving performance.

Employee Performance Evaluation Rating Form —
Official form for rating Security Supervisors Unit
employees under the Employee Performance Eval-
uation Program effective January 1, 1988.

Final Rating — The final rating is the Performance
Rating received most immediately prior to April 1
of each year. For employees who are below the
job rate for their salary grade, the final rating is
needed to determine eligibility for a performance
advancement.
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Hiring Rate — Entry level or minimum salary stated
for each salary grade in the salary schedule for
employees in the Security Supervisors Unit.

Job Rate — Maximum salary stated for each salary
grade in the salary schedule for employees in the
Security Supervisors Unit.

Local Performance Evaluation Appeals Board —
The management review panel established at the
local level (facility, subdivision, etc.) of each agency
to review and rule on employee appeals from Per-
formance Ratings. In some agencies the creation
of such local boards may not be appropriate or
necessary.

Performance Advance Payment — Salary increases,
approximately equivalent to one-fourth of the differ-
ence between the Hiring Rate and the Job Rate for
each salary grade. To be eligible, the employee's
salary must be below the Job Rate and the employ-
ee must receive a Final Performance Rating of
“Needs Improvement” or better. At no time, how-
ever, will an employee’s salary exceed the Job Rate
for the salary grade as the result of receiving a
Performance Advance Payment.

Performance Appraisal — Supervisory assessment
of activities, tasks and characteristics which are
important to the performance of the various jobs in
the Security Supervisors Unit.

Performance Factor — A grouping of activities,
tasks and characteristics which are most important
to performance of the job. Performance factors are
defined on the Employee Performance Evaluation
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Rating Form or may be developed at the agenby
labor/management level subject to the approval of
G.O.E.R. and NYSCOPBA

Performance Indicator — One of the levels of per-
formance which describes performance on each
performance factor.

Rating Period — 12-month period preceding each
employee’s performance evaluation rating.

Reviewer — Person who is the next level supervisor
above the supervisor who conducts the perfor-
mance evaluation.

Security Supervisors Unit Appeals Board — The
three member panel established at the Statewide
level to review and rule on employee appeals from
Performance Ratings of “Unsatisfactory.”

Supervisor — Person who immediately supervises
the employee whose performance is being rated.
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APPENDIX B

_ NYSCOPBA .
Security Supervisors Unit

- Performance Evaluation Program
Supplementary Questions and Answers

Evaluation Procedures

1. Q.

A.

How many copies of the evaluation form
should be made?

Three. The original should be sent 1o the
personnel office to be filed in the employ-
ee's personal history folder; one copy
should go to the employee; and one copy
should be sent to the central office. Rout-
ing and filing of copies should be indi-
cated on the employee’s copy.

. Does the employee have to sign the

evaluation form?

The employee should sign, but if the em-
ployee refuses, the supervisor should note
the refusal on all copies of the form.

. What rating form is used to evaluate

employees performing alleged out-of-
title work? |

Elimination of out-of-title work is consis-

tent with the agreement and the classifi-
cation and compensation plan governing
security unit employees. Any out-of-title
work issues which are identified as a result
of the performance evaluation program




6.

should be referred to the appropriate
processes for resolving out-of-title
work issues.

. Who evaluates an employee working away

from direct supervision?

. The supervisor to whom the empioyee

is assigned will complete the form. The
supervisor should gather information re-
garding the employee’s performance from
other supervisors who regularly work with
the employee.

. What should be done if the employee is

not available at the work location to sign
the evaluation?

. The evaluation and review shouid be com-

pleted and held for the employee’s signa-
ture if the employee will be returning in a
reasonable amount of time. If the delay
will be extensive, the forms may be de-
livered personally or sent via certified or
registered mail to the employee and re-
turned to the supervisor in the same way.
The date on which the rating is delivered
to the employee determines the date for
filing an appeal.

. How should a supervisor rate an employee |

who has been absent during the rating
period?

. If the employee is absent with or without

pay for a portion of the rating period,
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he/she is to be rated on his/her perfor-
mance for the time actually worked.

If the employee is absent with pay for
the entire rating period, he/she will be
assigned the same rating received for the
preceding rating period.

If the employee is absent without pay
for the entire rating period, no rating is to
be given.

. If an employee is promoted, how: is the

evaluation date affected'?

. The evaluation period beglns over with the

promotion date. The first rating is due one
year from the date of promotion uniess
an earlier performance evaluation is neces-
sary for performance advance purposes.

Note: Employees who have ten full pay
periods (100 full work days) but less than

'six months of service in grade are eligible

for a performance advance payment, but
must be rated prior to April 1 to receive
such payment. In such cases, an employ-
ee may be evaluated and rated with only
five months of service. Thereafter, evalua-
tions will take place on the employees-
anniversary date in grade.

. What happens if supervisor and reviewer

do not agree on the employee’s rating?

. Every effort should be made to reach a

consensus, including consulting with




higher levels of supervision; however,
if an agreement cannot be reached, the
reviewer’s decision will prevail.

. How long do performance evaluations

stay in personal history folders?

The Employee Performance Evaluation
Rating Form is filed in the employee's
official personal history folder as a perma-
nent record.

il. Appeal Procedure

1. Q.

A.

2. Q.

Can a rating be lowered by an appeal
board?

No. The appeal can be either sustained
and the rating raised one level, or denied.

How many copies of the appeal form
should be made?

Four: one for the employee, one for the
board, one for the supervisor, and one for
the personal history folder. -

. Does the supervisor have the right to

appear before the appeals board?

No. The supervisor will appear if requested
to do so by the board; the supervisor may
request to appear, but the board need not
allow it. The essential element is that the
board get all the information it needs to
reach an appropriate decision.
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. What ratings are appealable at the local

level?

All ratings are appealable at the first level.
All appeals must begin at the first level.
Appeals at higher levels are appeals of the
denial of the board at the previous level.

. If an employee changes agency or facility

during the rating period, who is respon-
sible for rating the employee?

Since a change of agency or facility also
constitutes a change of assignment, the
provision outlined in the Handbook under
C. Rating Period and Frequency (item 2,
page 4) is applicable. When an employee
has had more than one supervisor during
the rating period (e.g., due to transfer of
either supervisor or employee), the super-
visor who is responsible for the employee
(to whom the employee reports) at the
time the employee’s evaluation is due is
responsible for rating the employee. In
doing so, that supervisor has the responsi-
bility to check with the employee's previ-
ous supervisor(s) concerning performance-
in the previous assignment(s) during the
same rating period.
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—  PROFFSSTONALLY COMPLETES WORK ASSIALMPHIS AMD NUTICC |
- Complelis assrcred Taske A Bules i g G eunsd n
—~ RECOGNIZLS POTENTIAL AND CURRLNT SECURITY Qisw" AN TAKES APPROPRIATE ACTION
-~ CARRIES OUT. ASSTGRED TASKS WITHOUT CONSTANT SUPERYISIAN
~ CAN BE DEPENDED UPON TO PERFORM ASSIGNED DUTIES WITHOUT CONSTANT SUPERVISION
— CAN RE RELIED UPON TO PERFORM DUTIES IN AN EFFECTIVE AND TIMELY MANNER
~ PERFORMANCE ON ASSIGNED POSTS IS CONSISTENT WITH FACILITY..STANDARDS
- CAN BE DEPENDED UPON TO PERFORM DUTIES WITH A MINIMUM OF SUPERVISION
~ SHOWS AN INTEREST IN HIS DUTIES. IS WILLING AND EAGER TO LEARN :
-~ 1S KNOWLEDGEABLE AND UNDERSTANDS PROPER PROCEEDURE AND APPLIES THEM IN HIS

ASSTGNMENTS

-~ DISPLAYS UNDERSTANDING OF HIS DUTTES ON ASSIGNED POST

-~ APPLIES SAFETY AND SECURITY STANDARDS EFFECTIVELY

-~ HIGH JOB PERFORMANCE DEMONSTRATES CONSCIENTIOUS ATTENTION TO ASSIGNED DUTIES

— MAKES THORNUG H FREQUENT AND SYSTEMATIC INSPECTION (F ASSISNED ﬂPfW NOTES
[MPROPRIETIES AND TAKES ACTION TO CORZECT

= DISCHARGES DUTIES ASSIGNED IN A COMPETENT, CO-OPERATIVE MANNER

= MINIMUM USE OF LEAVE TIME DEMONSTRATES INTEREST IN ‘WORK

-~ CONTINUE - .TO DEMONSTRATE ABOVE AVERAGE/GOOD ATTENDANCE RECORD

- IS ALERT T POSSIBLE SECURITY PRORLEMS AND INITIATES APPROPRIATE ACTION

— IS WILLING AND CO-OPERATIVE AND PERFORMS ASSIGNED TASKS WITH MINIMUM SUPERVISINN

~— ACCEPTS ASSIGNMENTS WILLINGLY AND SHOWS RESPECT FOR AUTHORITY .

~-~.CAN BE DEPENDED UPON TO DISCHARGE HIS DUTIES THOROUGHLY AND EFFICIENTLY

~— EXECUTES ASSIGNED DUTIES IN A TIMELY AND SATISFACTORILY MANNER

-~ SHOWS RESPECT FOR AUTHORITY, IS HIGHLY MOTIVATED AND DNES AN EXCELLENT JOR

~ DEMONSTRATES A WILLING, COMPETENT AND CO-OPERATIVE ATTITUDE IN JOR PERFORMANCE

— HAS AN EXCELLENT RELATIONSHIP WITH BOTH HIS PEERS AND SUPERVISORS

— DEMONSTRATES A CO-OPERATIVE ATTITUDE WITH FELLOW EMPLOYEES

— WORKS WELL AND CO-DPERATES WITH BOTH SECURITY AND CIVILIAN STAFF

— INTERACTS WITH PFERS IN A-POSITIVE AND EFFECTIVE MANNER

— DEMONSTRATES A HIGH DEGREE OF INTEREST IN HIS JOB BY ASKING QUESTIONS AND
FOLLOWING DIRECTIONS

- MAINTAINS A PROFESSIONAL ATTITUDE AND IS COURTFOUS AND CO-OPERATIVE WITH STAFF
— ACCEPTS CONSTRUCTIVE CRITICISM AND APPLIES THE INFORMATION IN JOB DUTIES

~ CO-OPERATES WITH.PEERS IN A POSITIVE, SUPPORTIVE AND EFFECTIVE MANNER
- ALERT, ATTENTIVE AND WILLING T0O LISTEN AND FOLLOW.DIRECTION

— SEEKS DIRECTION RY ASKING PERTINENT OUESTIONS AND APPLIES INFORMATION GIVEN




PRISENTS A PROFESSIDNAL ATTITUDE AND DISPLAYS A NEAT AND CLEAN UNTFORM
MATMTRTNS BHITORM AND TOLIPMINT Ppo SHTONAL LY |

OTSPLAYS PROFESSIONAL ATTITUDE IN BOTH ACTION AND APPEARANCE
ACTS CONSTRUCTIVELY AND EFFECTEVELY -IN-NEW STITUATIONS

ANTICIPATES NEW SITUATIONS AND PLANS AND IMPLIMENTS APPROPRIATE ACTION
DEMONSTRATES GOOD SENSE AND JUDGEMENT

COMPLETES ASSIGNMENTS AND DUTIES WITH A MINIMUM OF DIRECTION AND SUPERVISION
OBSERVES SITUATIONS AND RESPONDS ACCORDINALY

EXHIBITS INTEREST AND CONCERN AND RESPONDS TO PROBLEMS IN ASSIGNED AREA CORRECTLY
REPORTS ARE CONCISE, ACCURATE, AND OBJECTIVE AND SUBMITTED ON TIME

REPORTS AND RECORD KEEPING CONFORM WITH REQUIREMENTS OF HIS ASSIGNED DUTIES

DEMONSTRATES GOOD ADJUSTMENT AND ACCEPTS RESPONSIBILITY OF SUPERVISORY ROLE
CONTINUALLY DEMONSTRATES ABILITY TO PERFORM HIS REGULAR DUTIES WELL

ACTS COURTENUSLY AND RESPONDS POSITIVELY TO DIRECTINN

OEMONSTRATES JOB -INTEREST BY STAYING KNOWLEDGEABLE IN RULES AND REGULATIONS

SETS AND ENFORCES CLEAR AND CONCISE STANDARDS OF ACCEPTQBLE BEHAVIOR FOR INMATES
IN HIS DUTY AREA

PROJECTS A POSITIVE ROLE MODEL FOR INMATES IN HIS DUTY AREA

WILLING TO MAKE DECISIONS AND APPLIES KNOWLEDGE OF POLIC( AND PROCEEDURES IN

THOSE. DECISIONS

WILLINGLY ACCEPTS RESPONSIBILITY AND ADAPTS QUICKLY TO NEW ASSIGNMENTS

IS AN ASSET TO THE DEPARTMENT AS DEMONSTRATED BY THE PERFORMANCE OF ASSIGNED DUTIES
I5 RESPONSIVE TO SUPERVISORY DIRECTION AND SHOWS RESPECT FOR AUTHORITY :
DEMONSTRATES A NELLINFNESS TO TAKE RESPONSIBILITY AND LEARN NEW DUTIES AND TASKS
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APPEARS TO BE BORED WITH RECPETITIVE AND ROUTINE TASKS

NF[%" TOCALSHAL MORE RESPONSTIRILITY AND RUAANTH HIS JOR EXPEQIFNCE

NEEDS T0O GIVE MORE IMPORTANCE TH ACCOMPLISKING REPETITIVE. AND MUNDANF TASKS
CONTINUES T0. REPEAT.AMD NOT .CNRRECT THF .SAMF MISTAKES

HAS DIFFICULTY ADAPTING TO NEW ASSIGNMENTS %!

IS SLOW TO ADAPT T NEW RESPONSIBILITIES

NEEDS TO IMPROVE THE PLANRING OF HIS WORKLOAD
MOST TASKS ARE NOT COMPLETED IN A TIMELY MANNER -

R 1

"NEEDS TO PLACE MORE EMPHASIS ON SECURITY ROUNDS AND CALLS
IS DISTRACTED EASILY FROM HIS ROUTINE DUTIES

NEEDS TO DEMONSTRATE MORE INTEREST IN HIS JOB ASSIGNMENT /REOUIREMENTS

SHOULD TRY TQ HANDLE ROUTINE DUTY ASSIGNMENTS WITH LESS SUPERVISORY HELP
SHOULD DISPLAY MORE INITIATIVE IN HIS CORRECTIONAL ROLE

NEEDS TO BE MORE DILIGENT IN HIS RECORD KEEPING -IE. FIRE DRILLS, COUNTS, ETC.
TIME AND ATTENDANCE FOR THE EVALUATION PERIND

SICY TIMF USE NR THE FYALLIATION PERIND

NUMBER OF QCCASIONS OF ABSENCE SHOULD BE REDUCED

TARDINESS FOR THE EVALUATION PERIGD

_\ 6%:;l

REDUCTION OF OCCASIONS OF ABSENCE (SICK, TARDY, ETC.) FOR THE NEXT CYALUATION PERION

IMPROVEMENT OF TIME AND ATTENDANCE TO REDUCE UNSCHEDULED ABSCENCES
‘ENCOURGED TO DEMONSTRATE BETTER WORK HABITS 8Y IMPROVING TIME AND ATTENMDANCE
NEEDS TO BE MORE RECEPTIVE TO CONSTRUCTIVE CRITICISM

HAS DIFFICHLTY ACCEPTING DIRECTION GIVEN BY SUPERVISORY STAFF

INTERACTION AND COOPERATION WITH PEERS NEEDS TO BE IMPROVED

NEEDS TO IMPROVE KNOWLEDGE AND APPLICATION OF RULES, REGULATIONS, LANS POLICYS

AND PROCEEDURES :
SHOULD WORK TO IMPROVE HIS KNOWLEDGE OF APPLICABLE (RULES, REGS, LAMS, P & P)
NEEDS TO REVIEN EMPLOYEE MANUAL, DIRECTIVES::ETC PERTAINING TO JOB DUTIES

NEEDS ADDITIONAL FAMILIARIZATION WITH RULES, REGS. POLICY, PROCEEDURES, ETC.
SHOULD REVIEW FACILITY/DEPARTMENT R & R, P & P, DIRECTIVES, ETC.

NEEDS TO DEVELOPE A MORE THORQUGH KNOWLEDGE OF LAWS, RULES AND REGULATIONS
UNIFORM APPEARANCE AND MAINTENANCE

IMPROVEMENT IN CARE AND MAINTENANCE OF ASSIGNED EQUIPMENT AND UNTFQRY

ENCOERGE TO TAKE MORE PRIDE AND CARE IN MAINTENANCE OF UNIFORM AND EQUIPMENT
OBJECTIVITY AND PROFESSIONALISH WHEN CONFRONTED WITH NEW/ DIFFICULT SITUATIONS
INFORMING SUPERVISORS OF REAL OR POTENTIAL PROBLEMS IN ASSIGNED AREA

SHOULD IMPROVE ORAL/WRITTEN COMMUNICATION

MORE TIMELY SUBMISSION OF SOCEMENTATION AND REPORTS
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ADDITIONAL EXPERIENCE AND IMPROVEMENT NEEDED IN REPORT PREPARATION

MORE CARE AND ACCURACY TN RECORD MATNTFNANCE AND DOCHMENT AT TON
MORE PROFESSTONAL AND OBJECTIVE SUPERVISION AND INTERACTION WITH INMATES

NOT ALLOW PERSONAL PROBLEMS AND.VIEWPOINT.DISTORT J0B DUTLES AND CONTACT WITH INmAtes-
MORE CONSISTANT ENFORCEMENT OF RULES,.REGS, LTC. |

HORE APPROPRIATE AND LESS ARBITRARY DIRECTION TO INMATES
COMMUNICATION AND INTERACTION WHEN GIVING DIRECTION TO INMATES
NEEDS TO EXHIBIT MORE CONFIDENCE WHEN DIRECTING THE INMATE POPULATION

APPEARS TO BE TIMID WHEN DEALING WITH THE INMATE POPULATI® N

NEEDS TO BE MORE ASSERTIVE WHEN DIRECTING INMATES

SHOULD MAINTAIN MORE CONTROL OF THE INMATES UNDER HIS SUPERVISION

SHOULD PROJECT A MORE FIRM AND POSITIVE DEMEANOR IN DEALING WITH INMATES
APPEARS UNSURE OF HIMSELF AND HIS DECISION-MAKING ABILITY WHICH MAY DISAPPEAR
WITH MORE EXPERIENCE
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