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SUBJECT:	Performance Management Process	NUMBER:	50.035.01
		
DIVISION:	Chief Human Resources Office	EFFECTIVE DATE:  	DRAFT	


APPROVED: Signature on file with the Chief Human Resources Office


	POLICY STATEMENT:
	The performance management process is a tool to assist managers and supervisors in managing the performance of their subordinates by promoting employee understanding of successful job performance and commitment to the objectives and goals critical to the success of their agency.

	AUTHORITY:
	ORS 240.086(1); 240.145(3); 240.212; 240.240; 240.430; 659A.012(1); and OAR 115-045-0020

	APPLICABILITY:
	Classified unrepresented, management service, unclassified (executive) service, and unclassified unrepresented employees.


	ATTACHMENTS:
	None


	DEFINITIONS:
	Refer to State HR Policy 10.000.01, Definitions



POLICY:
(1) The performance management process is a tool to assist managers and supervisors in managing the performance of their subordinates by promoting employee understanding of successful job performance and commitment to the objectives and goals critical to the success of their agency.

(a) Each agency shall develop a Performance Management Plan specific to their agency for unclassified executive and management service employees and classified employees, if applicable. Either Model A or B of the attached Performance Management Plans shall serve as the agency's plan unless an alternative plan has been adopted by the agency.

(b) The agency Performance Management Plan shall be communicated to all employees covered by the plan. Each agency is responsible for training all managers and supervisors in the administration of the agency's Performance Management Plan.

(c) Those agencies developing their own Performance Management Plan shall include the following plan requirements:

(A) a consistent annual performance evaluation period for all employees covered by the plan.

(B) a performance management plan for each employee that is developed and communicated to the employee prior to the beginning of each plan year and includes:

(i) identification of their job performance expectations and performance measures that are results-based or behavior-based or a combination of both. Performance measures for managers and supervisors shall contain the effectiveness of their affirmative action objectives. 

(ii) an individual employee development plan. 

(iii) provisions for ongoing review during the plan year to discuss employee performance, monitor progress and modify and update the performance plan as needed. 

(C) Agencies shall adopt a scoring system to evaluate performance that permits comparison of performance and ratings agency-wide or by specified organizational units of the agency. 

(D) At least three performance level ratings shall be used to provide for consistency in describing and reporting ratings on a statewide basis. 

(E) All supervisors shall complete an annual written performance evaluation for each employee prior to the employee’s performance appraisal date. The evaluation shall be based on the employee's performance plan and include: 

(i) a performance discussion between supervisor and employee. 

(ii) documented performance achievements and/or deficiencies. 

(iii) a rating of each employee that is consistent with the agency's scoring and rating system. 

(iv) an internal agency review process completed prior to finalizing and communicating the performance rating to each employee. 

(v) required signatures of employee, supervisor, and reviewer with a copy of the signed evaluation form provided to the employee. 

(F) Any employee may prepare written comments or rebuttal to their evaluation within 30 calendar days of receiving the evaluation which shall be attached to the evaluation form and become part of the official record. 

(G) Performance evaluations may be appealed by classified employees under the grievance review process described in State HR Policy 70.005.05. 

(H) Agencies may provide for an appeal process for unclassified executive service and management service employees in which the agency head shall be the final step. 

(I) a performance evaluation shall be completed for each employee new to the agency or supervisory unit with a minimum of four months of service prior to the end of a performance plan year and prior to completion of trial service for trial service employees. Except for trial service, agencies have the option to complete performance evaluations for new employees with less than four months of service. 

(J) Agencies shall enter a numerical rating or a Y (yes) into the PPDB employee system to indicate the employee received a written performance evaluation.
(K) Agencies shall evaluate their own performance management process and plan annually for compliance with established criteria, the job relatedness of performance criteria, overall consistency and rating errors, and modify them as necessary.

(L) Agency performance management plans are subject to CHRO review for agency consistency of plan application and compliance with state policy requirements.

(1) Policy Clarification:

(a) Attachment A - provides elements and good practice options for agencies to consider in developing their agency performance management plan.

(b) Attachment B - Model A - provides a simple plan utilizing a five point rating system and has no required form. It covers unclassified (executive) service and management service employees, and if applicable, classified employees in the agency. This plan may encompass both individual employee and team performance plans depending on how a supervisor organizes work and sets performance expectations.

(c) Attachment C - Model B - is the current performance management plan which has been utilized successfully by many state agencies. It has three rating levels and a prescribed format.
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