PERFORMANCE REVIEW INSTRUCTIONS

Manager/Supervisor (PR-01 Form)
1.
Form PR-01 is the official document used to record job performance for state managers and supervisors.  These employees are assigned to the management and executive service as defined by Oregon Revised Statute (ORS) 240.212 and 240.205 respectively.

2.
State Personnel Policy, 50.035.01, requires every manager or supervisor to be evaluated on their performance by 15 November each calendar year. The evaluation period is 1 October to 30 September each year. Note:  To emphasize the importance of doing performance evaluations on employees, managers and supervisors are to be rated on their ability to complete performance appraisals on their employees in a timely manner.

3.
The rater will establish performance criteria at the beginning of the review period. This criterion may change each year dependent upon operational need and/or the employee’s individual performance.

4.
Providing performance criterion at the beginning of the review period gives the employee an opportunity to work toward achieving identified goals and objectives during the rating period.

5.
Prior to discussing performance goals and objectives with the employee, the rater will consult with his/her supervisor to get input in the development of performance criteria.

6.
The PR-01 form may be typed manually or electronically.  The form will not be handwritten and must be signed in ink.  An electronic copy of the form may be obtained by sending a blank disc to the State Personnel Office (AGP).  Please indicate preference of Microsoft Word or WordPerfect (specify version needed).

7.
The rater will review the employee’s position description (PD) at the time the PR-01 is finalized.  Content of the PD is reviewed to ensure there has been no significant change to the employee’s job duties that may affect the allocated classification.  If the PD is revised, the revised original is forwarded to AGP along with the finalized PR-01 form.  If no revision is necessary, do not reissue the PD unless it has been more than five (5) years from the effective date.

8.
The organization chart (wiring diagram) may need to be revised.  The chart must include for each state position: employee name, position number, classification title, and class number.

9.
At the end of the review period, the rater’s supervisor will review the completed PR-01 before discussions with the employee take place.

10.
The rater’s supervisor will be responsible to ensure the rater has justified  all “Needs Improvement” and “Excellence” ratings as required.

11.
The rater’s supervisor will ensure the rater changes any rating that is not an accurate assessment of the employee’s performance or is not adequately supported by specific comments to justify the rating given.

12.
After the rater’s supervisor has signed off on the PR-01, the rater will meet with the employee to discuss performance outcomes.

13.
The finalized PR-01 is forwarded to AGP and signed by the appointing authority.  A copy of the PR-01 is returned to the employee and the original is placed in the employee’s official personnel file.  (The appointing authority is defined as the Deputy Director of State Affairs or the Director of State Personnel.)

PART I, ADMINISTRATIVE DATA

The rater will complete the basic personnel related information on the employee.  The rater and employee for accuracy shall review the information.

Part II, AUTHENTICATION

Part II certifies the authenticity of the information contained in the employee’s performance review.
a.
The rater (employee’s immediate supervisor) enters name, signs and dates at the beginning of the review period.

b.
The rater’s supervisor enters name; signs and dates at the end of the review period.

c.
The employee signs and dates at the end of review period.

d.
The appointing authority enters name, signs and dates upon receipt of the finalized PR-01.

PART III, PERFORMANCE DISCUSSIONS

Part III, records the date on which the:

a.
initial meeting between the rater and employee takes place to discuss performance expectations, goals and objectives.

b.
interim discussion takes place.  Any modifications needed to performance criteria should be done at this time.

PART IV, CORE VALUES/RESPONSIBILITIES

Part IV contains ten (10) core performance standards.  The appropriate rating box is to be marked with an “X.”   A bullet statement is required of any “Needs Improvement” or “Excellence” rating.  

On a “Needs Improvement” rating, if discussions with the employee did not occur during the review period or there are no supervisory notes, coaching/counseling notes, letter(s) of expectation or formal disciplinary action on file to support a “Needs Improvement” rating, the rating shall be marked “Success.”  However, reference may be made as to improvement is needed citing the reason(s) why.

PART V, VALUES/RESPONSIBILITIES

Part V rates managers/supervisors on basic values and responsibilities in the following areas:


1)
Competence


2)
Responsibility and Accountability


3)
Leadership


4)
Training


5)
Management of Human Resources 

The rater indicates the level of performance (Needs Improvement, Success, Excellence) with an “X” in the appropriate box.  The performance ratings are defined as follows:

· NEEDS IMPROVEMENT:  Performance at this level is consistently below the expectations of the job.  Although some employees at the high end of this rating may meet some of the established job requirements and performance measures, goals, and expectations of the job, on balance, they have failed to satisfactorily complete expectations.  This level of performance indicates the immediate need for the improvement of performance (may require training, instruction, use of acquired knowledge and skills).  It is expected that an employee would not remain in this category without further action, disciplinary or otherwise.

· SUCCESS:  Performance at this level consistently meets and may, at times, exceed the established job requirements and performance measures, goals, and expectations of the job.  At the high end of this level, performance is that of a fully competent performer in all areas.  This employee meets the high standards that the State of Oregon requires of all its employees.  At the low end, the employee, on balance, has met most of the required performance measures, goals and expectations of the job but may not have reached all of the agreed upon standards of quality/quantity/time constraints for the accomplishment of those objectives.

· EXCELLENCE: Performance at this level significantly and consistently exceeds the established job requirements and performance measures, goals, and expectations of the job.  Work quality and quantity are of the highest caliber.  This level contributes unique and innovative solutions to even the most difficult problems.  (Documentation or written examples are required to support this rating.)

PART VI, OVERALL RATING

The rater will mark with an “X” the appropriate overall performance rating consistent with the definitions in V. above.  An overall rating of “Needs Improvement” must be supported by written notes, letter of expectation, or some form of disciplinary action.

PART VII, EMPLOYEE DEVELOPMENT/PROGRESS

Supervisor:

a.  Design a plan for the employee to develop individual job skills.  The plan shall include how the development will be accomplished.  At the end of the rating period, the rater assesses the employee’s accomplishments.  NOTE:  If a “Needs Improvement” rating is given, this section should be used to document a plan of action to help the employee improve job performance to an acceptable level.

b.  In this section, list significant job-related accomplishments the employee achieved during the rating period.  The accomplishments listed may or may not be the same as the established goals and objectives set by the rater at the beginning of the review period.  A goal not met that is listed in VII.a. requires an explanation.

Employee:

Provides significant accomplishments for the evaluation period.
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