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EMPLOYEE GUIDELINES -- PERFORMANCE PLAN AND APPRAISAL REPORT

1. Employee should review his/her employee organization's Memorandum of Understanding with the City and County of San Francisco for information that may add to or modify the following list of guidelines.
2. Employee has the right to read the Performance Plan and Appraisal Report.

3. Employee has the right to receive a copy of the Performance Plan and Appraisal Report.

4. Employee has the right to discuss the report with the Reporting Supervisor or Manager.

5. Employee has the right to attach a rebuttal to the Performance Appraisal Plan and Report. The rebuttal must be presented within 30 working days of the report date. The rebuttal should only address the items presented in the report.

6. Employee may request a conference, if requested, with the Reviewer (Reporter’s supervisor or manager).

DEFINITION OF RATINGS 
	Does Not Meet Expectations
	Meets Expectations 
	Exceeds Expectations 

	1
	2
	3

	Employee falls short of performance standards for his/her expected performance level. Employee achieves less than 70% of the behavioral indicators on the performance anchors guide.
	Employee meets the majority of the critical performance standards. Seldom exceeds or falls short of desired results or objectives. Employee demonstrates proficiency in at least 70% of the performance indicators. Employee has not engaged in any unacceptable behaviors at the workplace.
	Employee consistently meets all performance standards and often exceeds them. Employee demonstrates proficiency in at least 90% of the performance indicators. Employee has not engaged in any unacceptable behaviors at the workplace.


I. ORGANIZATIONAL CORE COMPETENCIES
These competencies are foundational to the effectiveness of all employees at the Human Services Agency and are expected of employees at all levels and departments. Please refer to the Performance Anchors for specific behavioral indicators when evaluating your staff’s performance within their performance expectations.
	
	Competency
	Subcompetencies
	Rating

	1
	Personal Effectiveness

Possesses the combination of knowledge, skills and abilities that are essential to operating effectively as a contributing member of the organization. Examples include complying with work expectations, dressing appropriately, speaking positively about the organization, exhibiting sportsmanship, courtesy and altruism with all people, and refraining from counterproductive work behaviors. Understands and models the National Association of Social Workers’ Code of Ethics. Demonstrates openness to new ideas and is willing to adapt own behaviors to fit situations and accomplish goals. Holds self accountable for work products and services and can stay calm under pressure.
	· Conscientiousness

· Adaptability

· Continuous Learning

· Integrity

· Personal Accountability

· Stress Tolerance


	

	Comments


	
	Competency
	Subcompetencies
	Rating

	2
	Effective Communication

Clearly receives and conveys information and ideas to others in an engaging manner and helps them understand and retain the message. Prepares well-organized and accurate documents such as court reports, summaries, and various correspondences. Skilled in synthesizing ideas and factual information into clear and logical written statements. Speaks with confidence and professionalism to individuals and groups of people. 
	· Verbal and Written Communication Skills

· Active Listening

· Comprehension

· Transparency

· Effective Feedback
	

	Comments



	
	Competency
	Subcompetencies
	Rating

	3
	Work Effectiveness

The collection of knowledge, skills and abilities needed to complete work tasks. These include the ability to organize material and resources to accomplish tasks, the ability to learn new tools (computer skills and program databases) and ability to effectively complete work assignments in a timely manner. Ability to understand how work activities fit into the big picture of the unit and agency goals.
	· Organizational Ability

· Computer Skills

· Ability to Learn New Tools and Work Processes

· Time Management

· Responsiveness
	

	Comments



	
	Competency
	Subcompetencies
	Rating

	4
	Customer Service

Utilizes cultural responsiveness, interpersonal skills and relationship building skills to provide exceptional customer service to clients and staff. Exhibits patience, empathy, and tact when working others and builds a network of contacts to foster effective collaboration when working towards common goals. Anticipates and focuses on meeting the needs of families. Gains and maintains trust and respect with others through honesty, empathy, and compassion. Treats all people with equal respect and fairness.
	· Relationship Building

· Empathy

· Trust

· Interpersonal Skills

· Cultural Responsiveness
	

	Comments




II. JOB FUNCTION COMPETENCIES

These competencies have been identified for the specific job function. Please refer to the Performance Anchors for specific behavioral indicators when evaluating your staff’s performance within their performance expectations.
	
	Competency
	Subcompetencies
	Rating

	5
	Critical Evaluation
The ability to thoroughly evaluate situations using technical knowledge of practice tools, decision making strategies, and problem solving processes. Analyzes complex situations to identify root issues, creates strategies to resolve issues, and implements the selected course of action.  Recognizes when more information is necessary and gathers information when needed. Makes clear judgments based upon an objective evaluation of facts.
	· Decision Making

· Problem Solving

· Data Gathering and Analysis

	

	Comments: 



	
	Competency
	Subcompetencies
	Rating

	6
	Relating To Others
The ability to develop and manage interactions with others to carry out service goals. Builds positive working relationships with others (internally and externally) and appreciates different perspectives. Participates in work groups to improve program functioning, policies and service delivery. Uses appropriate interpersonal styles and techniques to reduce tension in difficult situations. Responds to conflict or contentious situations in a professional and calm manner and uses a solution focused approach.
	· Interpersonal Skill
· Collaboration
· Conflict Management
· Relationship Building and Maintenance


	

	Comments: 



	
	Competency
	Subcompetencies
	Rating

	7
	Professional Expertise
The collection of professional and technical knowledge and other pertinent skills that enables one to effectively operate in Child Welfare. Skilled in all aspects of investigation, safety and risk assessments, case planning, and case transition. Integrates and focuses on the three national goals of safety, permanency, and well-being in every aspect of case management.  Utilizes and integrates practices and modalities to actively involve families in promoting safety, permanency, and well-being for children. Utilizes strength-based and family-centered approach to build a sense of partnership with families to achieve positive outcomes. Understands and effectively utilizes Core Practice model in building a supportive and cohesive support network of individuals, family members, court members, and community service providers to collectively help families work toward shared goals and positive outcomes. Skilled in applying legal procedures including rules of evidence and standards of proof, as well as able to testify and prepare for court activity and hearings. 
	· Knowledge of Child Welfare Regulations

· Knowledge of Family and Children’s Services Program Policies and Procedures

· Knowledge of tools used in assessment and consultations (SOP, SDM, Safe Measures, etc.)

· Case Management

· Family Engagement (teaming unit only)
· Case Collaboration/Teaming

· Advocacy
	

	Comments: 




III. PERFORMANCE PLAN – PAST KEY OBJECTIVES

The reviewee and the reviewer should review and discuss the progress in achieving the past goals set by the previous performance period.

PAST GOALS:

	Sub-competency:
CONTINUOUS LEARNING
	Timeframe:

December 2014-October 2015


	Behaviorally Based Objective:

Utilizes the latest child welfare evidence based practices by staying up to date on new initiatives, regularly sharing new learnings with unit members, and participating in industry related events.

	SMART Goals to Achieve Objective

1. Participate in at least three activities that can provide the latest industry news (become a newsletter subscriber, becoming a member of a child welfare/social work professional society, reading child welfare publications/journals, etc.)

2. Conduct unit meetings at least once a month and share one new fact/story/best practice in each of these meetings to encourage continuous learning with peers.

3. Attend at least two events (child welfare conference, training, community forum, etc.) and prepare a mini summary for supervisor/teammates to share learnings.

	Measures of Success:

· Completes all SMART Goals within the timeframe
· Demonstrates ongoing development of industry knowledge
· Regularly (once every two months) shares learnings with supervisor and team

	Achieved? 
Yes! Jane Smith has made continuous learning a priority and accomplished everything she set out to accomplish in the past year. She not only has shared her learnings with her supervisor and peers, but also with other 2940s in two brown bag forums that she led. Jane continues to show enthusiasm for ongoing development and proactively attends conferences or reads articles related to child welfare to model for her peers that there are always opportunities to improve the way we serve families. The one recommendation I have is for her to lead a workgroup project with her own idea and see it move from idea to fruition.


PAST GOALS:

	Sub-competency:

	Timeframe:



	Behaviorally Based Objective:



	SMART Goals to Achieve Objective



	Measures of Success:



	Achieved? 



PAST GOALS:

	Sub-competency:

	Timeframe:



	Behaviorally Based Objective:



	SMART Goals to Achieve Objective



	Measures of Success:



	Achieved? 



IV. PERFORMANCE PLAN – KEY OBJECTIVES
The reviewee and the reviewer should develop new goals that target the most important areas identified on the current performance ratings and the interests and goals of the reviewee. Every employee must have at least TWO goals for the review period.
NEW GOALS:
	Sub-competency:

	Timeframe:



	Behaviorally Based Objective:



	SMART Goals to Achieve Objective:



	Measures of Success:




NEW GOALS:

	Sub-competency:

	Timeframe:



	Behaviorally Based Objective:



	SMART Goals to Achieve Objective:



	Measures of Success:




NEW GOALS:

	Sub-competency:

	Timeframe:



	Behaviorally Based Objective:



	SMART Goals to Achieve Objective:



	Measures of Success:




V. OVERALL PERFORMANCE RATING

In addition to performance in the competencies for this position, the overall performance rating should include a consideration of:

· all items in the Job Description

· Departmental policies and procedures

· the quality and quantity of work 
· position expertise 
· organizational citizenship behavior 
· Performance Plan’s Key Objectives for the review period (Past Goal Achievement)
· the average numerical value of all previous competency ratings

Circle the appropriate number on the continuum.
	Does Not Meet Expectations
	Meets Expectations 
	Exceeds Expectations 

	1
	2
	3

	Employee falls short of performance standards for his/her expected performance level.
	Employee meets the majority of the critical performance standards. Seldom exceeds or falls short of desired results or objectives. Employee has not engaged in any unacceptable behaviors at the workplace.
	Employee consistently meets all performance standards and often exceeds them. Employee has not engaged in any unacceptable behaviors at the workplace.


COMMENTS REGARDING OVERALL PERFORMANCE

	


VI. Employee/Manager Comments:
	Employee Comments:

( I agree with this evaluation

( I do not agree with this evaluation

( I have attached a rebuttal

( I have attached a rebuttal and request a conference with the reviewer

	Manager Comments:




Signature certifies I have read this report

	Employee Signature:
	Date:




	Manager Signature:
	Date:
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Job Code and Title:





Reviewer Name:


Job Code and Title:





Previous Review Date:


Previous Review Period:


Previous Department:


Previous Unit:
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Department:


Unit:
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