NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #506

ISSUED:  September, 2003
TO:

     Nebraska Department of Education Staff

FROM:
     Douglas D. Christensen, Commissioner of Education

SUBJECT:
     PERFORMANCE APPRAISALS

FOR ASSISTANCE:     Contact Human Resources at 471-5026

PURPOSE

This document specifies the policy and procedures for completing performance appraisals for NDE employees.

The following performance appraisal process is consistent with the provisions of the Nebraska Department of Education-NAPE/AFSCME contract and the NDE personnel rules, which provide that employees are to be evaluated on their job performance at regular intervals.

POLICY-  The Department of Education believes that the performance appraisal process can be an effective tool to increase an employee’s level of performance and provide a structured opportunity for ongoing dialog between employee and supervisor on work-related topics ranging from daily responsibilities to long-range goals.  The purposes for performance appraisal include:


-To ensure employee/supervisor communication, decision making, and future planning


-To recognize individual achievements.


-To facilitate organizational effectiveness.


-To encourage professional growth.


-To identify job focus priorities.


-To provide performance documentation.


-To ensure effective work performance.


-To identify, discuss, and develop action plans to address areas of performance needing improvement.
SCHEDULE- Department of Education employees are to participate in the appraisal process at least once annually.

Permanent Employees (full-time and part-time).  Each Leadership Council member must establish an appraisal cycle for his/her team based on fiscal year, calendar year, employee anniversary dates, or another schedule compatible with the team’s workload, and must provide that schedule to the Human Resources (HR) Office.  The HR Office will monitor the schedule to assure timely completion of appraisal instruments for all employees. 
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Probationary Employees (full-time and part-time).  New employees are classified as probationary until they have demonstrated a successful work experience in our agency.  The probationary period for staff eligible for overtime (non-exempt staff) is 6 months, and during that time their performance must be appraised prior to the end of 90 days and prior to the end of 6 months of employment.   The probationary period for staff not eligible for overtime (exempt staff) is 12 months, and during that time their performance must be appraised prior to the end of 90 days, 6 months, and 12 months of employment.   The appraisal instrument includes space for indicating if the employee is to be moved to permanent status or if the probationary period is to be extended.  It is understood that the job description will evolve with each appraisal as job duties are added or expanded during probation.  

JOB DESCRIPTION- The performance appraisal process depends on a thorough and comprehensive job description and measurable job outcomes.  The performance appraisal instrument is based on the employee’s job description, which has been mutually established by the supervisor and the employee.  Each of the broad duties or assignments of the job description will be rated by the employee’s immediate supervisor.  The instrument is designed to measure the employee’s knowledge, skills, and behaviors as he/she contributes to the successful completion of the responsibilities of the job.

PERFORMANCE APPRAISAL CONFERENCE- After the supervisor has completed rating the employee’s performance, the supervisor will meet with the employee in order to discuss the appraisal instrument.  This conference opportunity is to occur with each appraisal for both probationary and permanent employees.  During this conference the supervisor and the employee will jointly fill out Sections 2 and 3.  The purpose of Sections 2 and 3 is to facilitate communication between the supervisor and employee regarding future planning and to allow for the recognition of individual achievements.

The following questions are provided as discussion points that may be used by the supervisor and employee during the conference.  Questions may vary to accommodate the needs of the team.  Responses provided by the employee may be used by the Leadership Council member during program reviews.

1)
What has gone exceptionally well at work? 

2)
What have you done at work that makes you proud?

3)
What has been your biggest frustration at work?

4)
What are your job-related goals for the upcoming appraisal period?

5)
How can NDE help you reach your job-related goals?

6)
Do you have suggestions to improve our team’s performance?

REVIEWER- Each appraisal instrument must be reviewed by the immediate supervisor (or a peer) of the supervisor who has completed the appraisal instrument.  There is a space provided at the end of the instrument for the reviewer to sign and make comments.
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FILING- Supervisors are responsible for providing a copy of the completed appraisal instrument to the employee, retaining a copy for their own use, and forwarding the original to the HR Office at the Nebraska State Office Building.  The original will be maintained in the employee’s personnel file.

COMPLETING THE PERFORMANCE APPRAISAL INSTRUMENT - The NDE Performance Appraisal Instrument is Appendix A of this Administrative Memorandum.  Complete Sections 1 through 5 of the Performance Appraisal Instrument according to the following instructions.

Section 1.   Prior to the annual appraisal, the employee should fill out Section 1 of the appraisal instrument (except for the rating portion of the section) based on the current job description, and forward it to the immediate supervisor.  If an employee has more than one supervisor, the supervisors are to reach consensus and complete a single appraisal instrument.  Each item is to be rated as to whether it meets expectations or is below expectations.  Comments are encouraged for any rating, but ratings of below expectations must be accompanied by comments that provide the rationale or documentation for the rating and must be addressed in the Plan of Action space provided at the end of Section 1.  (Section 1 is to be completed prior to the Performance Appraisal Conference.)

Definition of Ratings
Meets Expectations:   Represents the performance of a fully competent employee who is meeting all the requirements that can be reasonably expected and are required for the position.

Below Expectations:   Represents a level of performance that is less than that expected of a fully competent employee and means improvement is necessary.

Section 2.  This section is the appropriate area in which to list awards or recognitions received by the employee during the preceding year or since the last appraisal.  (Section 2 can be completed during the Performance Appraisal Conference.)

Section 3.  This section concentrates on job-related priorities and professional development activities.  Comments may be written to indicate progress made in achieving the priorities or professional development activities.  This section provides the opportunity for the supervisor and employee to mutually identify specific job-related activities they want to emphasize, training and development projects desired, or professional development programs the employee wants to complete.  (Section 3 can be completed during the Performance Appraisal Conference.)

Section 4.  This section provides a list of professional traits.  This listing is the same for and applicable to all staff classifications.   Each item is to be rated as to whether it meets expectations or is below expectations (see Section 1 for definitions).  Comments are encouraged for any rating, but ratings of below expectations must be accompanied by comments that provide the rationale or documentation for the rating and must be addressed in the Plan of Action space provided at the end of Section 4.  (Section 4 is to be completed prior to the Performance Appraisal Conference.)
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Section 5.  This section provides space for required signatures and optional comments.  The employee’s signature indicates the employee has read and discussed the evaluation.  In the event the employee disagrees with any part of the performance appraisal, he/she may respond or attach comments.  (Section 5 is to be completed following the Performance Appraisal Conference.)

If the reviewer writes comments on the instrument after it is signed by the employee, the employee must be given the opportunity to read those comments and initial and date the form to indicate awareness of the comments.
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