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Presenter
Presentation Notes
Welcome to Performance Assessment Review, or, as more commonly know, “PAR”. This presentation will give you detailed step by step instructions showing you how to complete the PAR form.


Performance Assessment Review

This presentation will take you step by step through the

process of completing the PAR form which is available on
line in a fillable format

The format of this presentation will consist of a:
> Blank sample of each section of the form
> Brief discussion of each section of the PAR form
» Completed example of each section of the form



Presenter
Presentation Notes
I will take you step by step through the process of completing the PAR form. For your convenience, the PAR form is available on line in a fillable format. The intent of this presentation is to make completing the PAR easily understandable. To do that, I will first   show you a blank sample of each section of the form, followed by a topical discussion of that section, then I will  show you a completed example of each section as we literally walk through the completion of each section of a PAR from start to finish.  At the end of this presentation we will bring those individual examples together so that you can see the completed PAR form. 


Getting Started

> It may be helpful for you to have a hard copy of YOUR
Organization’s PAR form available as you proceed
through this presentation since forms will vary slightly from
organization to organization

> At the end of the presentation, there is a “Tip Sheet” that
may also be beneficial to you in completing the PAR form.



Presenter
Presentation Notes
To get started, it may be helpful for you to have a hard copy of YOUR Organization’s PAR form available as you proceed through this presentation since forms will vary slightly from organization to organization. At the end of the presentation, there is a “Tip Sheet” that may also be beneficial to you in completing the PAR form.
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Any Good Performance System Must:

» Link performance to Core Mission
Areas, Goals, and Strategies

> Tie individual results to program results

> Measure individual results

> Enable skill development %
and job enrichment

Individual Rasulis
PR
)



Presenter
Presentation Notes
In order for any performance management system to be effective, it must have certain elements.

First , the system must be tied to Core Mission Areas, goals and strategies of the organization.  People receive satisfaction and perform well in a job when they believe that they are making a contribution to the organization.

Secondly, a performance management system is successful when the individual results are linked to the goals of the individual program or unit.  The success of the whole is dependent upon the success of the individual.

In order to identify the individual’s  success, it must be measured.  The system should be designed so it measures the right things.  What gets measured, gets done.

Finally, the system should be designed so it encourages the identification of  employee growth and development.     



Overview of the
PAR Appraisal Process

Job Expectations Agreement
What the job is
How well it is to be done ?

Interim Assessment

How well was it done
during the first six
Months ?

Final Assessment
How well was it done
throughout
the entire cycle ?



Presenter
Presentation Notes
It is important that employees understand the purpose  and the process of the PAR program. There are three basic steps in the PAR process.

The first step of the process, the Job Expectations Agreement takes place at the beginning of the rating cycle when the employee and supervisor review the Job Expectations, clarifying what the job is and how well it is to be done.

The second step, the Interim Assessment, occurs six months into the rating cycle. The purpose of the Interim Assessment is to give the Ratee an indication of  how well they have performed the job during the first six months.

The third step, the Final Assessment, occurs at the end of the rating cycle and is an evaluation of overall performance for the entire rating cycle. 

Although there are three required meetings during the PAR cycle, the Rater should meet with the Ratee and provide feedback on a frequent basis  to ensure that the objectives of the individual and unit are being met.


Participants in the PAR Process

Ratee:

Rater:

Reviewer:

Employee being rated

Immediate supervisor who receives and/or
dispenses the work

Rater’s supervisor or manager. Role is to
check for consistency. Responsible for
setting goals and expectations for
unit/division



Presenter
Presentation Notes
There are three participants in the PAR process: the Ratee, the Rater, and the Reviewer. The Ratee is the employee for whom the evaluation is being done. Everyone is a Ratee. This person is the focus of the assessment. As in any other communication process, there must be an exchange of ideas in the PAR process. Both the Ratee and the Rater are responsible for working together in the development of job expectations and the provision of open and honest feedback about job expectations, the interim and final assessments as well as  the development plan.
The Rater is the immediate supervisor of the Ratee. Immediate supervisor is defined as the person who receives and/or dispenses the work. The Rater has the responsibility of conducting the performance assessment and giving open and honest feedback to the Ratee about performance throughout the rating cycle.
In those instances where an individual receives work from more than one supervisor, it is recommended that one supervisor take the lead and coordinate all work assignments. At the end of the rating cycle, the supervisors meet to discuss how their work was handled and arrive at a consensus about the rating.
The Reviewer is the Rater’s supervisor (or manager) and is responsible for ensuring appropriate administration of the PAR Process. Reviewers are also responsible for setting goals and expectations for the organization, unit or division. The Reviewer is strongly encouraged to take an active role in all parts of the PAR process. It is highly recommended that Raters meet with Reviewers prior to conducting interim or final assessment meetings with their Ratees. The Reviewer should be comfortable with the ratings assigned based upon the performance of the unit and the organizational results achieved. The major role of the Reviewer is to check for consistency in the PAR process.


Job Expectations

>
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Job Expectations
Conference

Review Core Mission Areas & Department Mission
Statement

Outline Major Goals for Unit

Establish Major Ratee Goals

Determine Major Job Responsibilities

Set Specific, Measurable Essential Criteria

Review pre-defined Performance Factors selected by
agency and discuss their application

~ Ny



Presenter
Presentation Notes
The overall purpose of the Job Expectations Conference is to define the employee’s job in relation to the Core Mission Areas and the Department Mission Statement. This will also involve outlining major goals for the unit, establishing major ratee goals, determining major job responsibilities, setting specific and measurable essential criteria, and reviewing pre-defined performance factors which have been selected by the agency. These things combined provide a clearly defined mechanism for evaluation of the employees performance. We will discuss these terms individually as we proceed through the various sections of the PAR form.


ldentification Section

Rarting Period:

Dept/Agency-Location:

This section includes information which identifies the employee being
evaluated:

Ratee Name
Ratee Title
Rating Period |
Rater Name >
Department/Agency-Location

V V V V V

The Identification Section will be the header throughout the

document |
SAMPLE

Ratee: Litle: Rating Period:
Joan Smith Personnel and Labor Analyst 4 Sep. 1, 2012-Aug. 30, 2013
Rater: Dept/Agency-location:

Donald West Civil Service Commission


Presenter
Presentation Notes
The Identification Section is at the top of each employees PAR form. The information it includes is: the ratee’s name, ratee’s title, the rating period, rater’s name, and the department or agency for which the employee works. 
For this purpose of this presentation, our “sample” employee PAR is for :”Joan Smith”. Joan is a Personnel and Labor Analyst 4 for the Civil Service Commission. Joan’s PAR rating period is from September 1, 2012 through August 30, 2013, and Joan’s supervisor or “rater” is Donald West. The entire identification section will be the header throughout the document.


C R
Section 1:
Job Expectations

» Major Goals of the Unit/Work Group
> Major Goals of Ratee

> Sighatures
» Acknowledgment of PAR elements

» Confirmation of meeting

> Agree/Disagree
» Acknowledgment of Ratee’s position

» Ratee Comments



Presenter
Presentation Notes
Section 1 of the PAR form is called Job Expectations. We will now discuss the following areas of Job Expectations:

Major Goals of the Unit/Work Group
Major Goals of Ratee
Signature section of the form which will: 
 be an Acknowledgment of PAR elements,
Confirm that a meeting was held,
Determine Whether the ratee Agrees or Disagrees
Acknowledge  the Ratee’s position
And any Comments that the Ratee may have

 


)
10

SECTION 1- Jow ExpECTATIONS
Major Goals of the Unit/Work Group



Presenter
Presentation Notes
This is  “Section 1 – Job Expectations: Major Goals of the Work Group”
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Job Expectations:
Major Goals of Unit/Work Group

> Governor’s Predefined Core Mission Areas that relate to
your organization

» Goals of the organization

» Division’s purpose

» Work Unit or Group’s overall purpose as it relates
to/supports the overall Core Mission of the organization



Presenter
Presentation Notes
When developing the Major Goals of the Unit Work/Group, review the Governor’s Predefined Core Mission Areas that relate to your organization and any statutory or regulatory authority creating the department or unit. Those documents will assist in defining the purpose and objectives of the unit and identifying the desired state of affairs toward which the organization and individual are working. This component is typically pre-defined by the organization’s management.


SAMPLE

SEcTION 1- JoB EXPECTATIONS

Major Goals of the Unit/Work Group

The Core Mission of the Civil Service Commission is to provide a fair and efficient human resource delivery system that rewards
quality, merit and productivity in a framework that allows Civil Service jurisdictions the flexibility necessary to mange their workforce,
improve productivity and provide a more cost effective service delivery for state taxpayers. The Division of Merit System Practices and
abor Relations supports this mission by providing the regulatory framework for the administration of an equitable and expeditious

dispute resolution process between Civil Service jurisdictions and their employees.
The specific goals of the Division of Merit System Practices and Labor Relations are as follows:

[Provide an equitable and expeditious dispute resolution process for employees, employers and candidates for employment.

Provide accurate and timely advice to operating divisions of the CSC and other stakeholders on the interpretation and application of

aws and rules.

|Facilitate favorable disposition of matters in litigation and legal advice on interpretation of laws and rules.



Presenter
Presentation Notes
This sample is of Joan Smith’s Job Expectations, Major Goals of the Unit/Work Unit  section of Joan’s PAR.
The Major Goals of the Unit/Work Group specifically indicates the Core Mission of the Civil Service Commission and specific goals of Joan’s division.


SecTiON 1- JoB EXPECTATIONS
Major Goals of the Ratee



Presenter
Presentation Notes
This is “Section 1 – Job Expectations: Major Goals of the Ratee”
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Job Expectations
Major Goals of the Ratee

» ldentifies the individual goals of the
ratee that support the work unit’s
purpose(s)

» The major goals of the Ratee should
be identified, communicated and
discussed at the Initial Agreement

session


Presenter
Presentation Notes
The Major Goals of the Ratee identifies the individual goals of the ratee that support the work unit’s purpose. These should be communicated and discussed at the Initial Job Expectations Conference.  

The identification of Major Goals is significant because it gives the Rater and Ratee the opportunity to discuss the Ratee’s job in direct relationship to the “Big Picture.” 

Questions to consider when developing the major goals are “Why is the Ratee’s job important to the organization?” and “How does the individual’s job make a contribution to the organization’s accomplishment of its goals?”

Major Goals of the Ratee are attainable objectives.


SAMPLE

SECTION 1- JoB EXPECTATIONS (Continued)

Major Goals of the Ratee

ssist in Division goals of reducing percentage of pending written record appeals aged greater than six months.



Presenter
Presentation Notes
This sample is of Joan Smith’s Job Expectations, Major Goals of the Ratee section of Joan’s PAR.

The Major Goal of the Ratee, Joan, is to:  ”Assist in Division goals of reducing percentage of pending written record appeals aged greater than six months.”



I have reviewed this package and have had a face-to-face meeting ) o .
with my supervisor to discuss the Core Mission Areas, Major Goals My signature indicates that the Ratee’s positions have been noted.
(Unit and Ratee), Major Job Responsibilities, Essential Criteria,
Performance Factors, Point Accumulation Methodology, and the
Evaluation Conversion to the Overall Rating by which I will be rated.
This meeting was held on Date:

Rater:

(Date)

My signature indicates that I have been advised of these PAR elements.

My signature indicates that the Ratee’s positions have been noted.
Ratee:

Reviewer:

Date:

I O Agree [ Disagree with the elements of this PAR. Date:

omments (Use Additional Sheets as Necessary)



Presenter
Presentation Notes
This is “Section 1 – “Certification of Job Expectations Agreement”



Certification of Job Expectations
Agreement

During Initial Meeting/After the Entire PAR is Discussed:
» Job Expectations are discussed and clearly explained
» Date that the face to face meeting was held

» After any revisions/comments, both rater & ratee sign & date
PAR form

> Ratee checks either “agree” or “disagree”
» PAR s then forwarded to the reviewer

*NOTE: We will return to the Certification of Job Expectations Agreement section
after review of Sections 1, 2, & 3



Presenter
Presentation Notes
During the Job Expectations Conference, the job expectations are discussed and clearly explained to the ratee. The date that the face to face meeting was held is documented, and after any revisions, or comments are completed, both the rater and the ratee sign and date the PAR form. The ratee also checks off whether he/she agrees with the elements of the PAR.  The PAR Form is then forwarded to the Reviewer for a signature and date. 
The Certification of Job Expectations Agreement is to be signed and dated AFTER the ENITRE PAR has been reviewed and discussed, therefore we will return to the Certification again in this presentation after we have reviewed Sections 1, 2, & 3 of the PAR form.


SAMPLE

I have reviewed this package and have had a face-to-face meeting
with my supervisor to discuss the Core Mission Areas, Major Goals
(Unit and Ratee), Major Job Responsibilities, Essential Criteria,
Performance Factors, Point Accumulation Methodology, and the

Evaluation Conversion to the Overall Rating by which I will be rated.

This meeting was held on

9/1/2012

My signature indicates that I have been advised of these PAR elements.

Ratee: ]oan Smith

(Date)

Date: 9/15/12
I JAgree [] Disagree with the elements of this PAR.

My signature indicates that the Ratee’s positions have been noted.

Rater: Donald West

Date:_9/15/12

My signature indicates that the Ratee’s positions have been noted.

Reviewer:_Sally Jones
Date.__ 9/16/12

Ratee Comments (Use Additional Sheets as Necessary)



Presenter
Presentation Notes
This sample is of Joan Smith’s Certification of Job Expectations. By signing, dating,  and checking off on the “agree” box,  Joan is verifying that she has reviewed the PAR package, had a face to face meeting with her supervisor to discuss the Core Mission Areas, Major Goals, both the unit/work group goals as well as her ratee goals, Major Job Responsibilities, Essential Criteria, Performance Factors, Point Accumulation Methodology, and the Evaluation Conversion to the Overall Rating by which she will be rated. Joan’s supervisor and rater, Donald West, has signed and dated the form, and Mr. West’s supervisor, Sally Jones has reviewed Joan’s PAR, signed and dated it as well. Joan has agreed with her PAR and has therefore chosen not to make any comments on her PAR.
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Section 1:
Job Expectations also includes:

»>Major Job Responsibilities

>Essential Criteria



Presenter
Presentation Notes
Section 1 “Job Expectations” also includes Major Job Responsibilities and Essential Criteria which are written for “Successful” Accomplishment of PAR
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Major Job Responsiblilities
and Essential Criteria

SECTION 1- JoB EXPECTATIONS (Continued)
Major Job Responsibilities and Essential Criteria for Successful Accomplishment

Job Responsibility: (Use Additional Sheets as N

Essential Criteria:



Presenter
Presentation Notes
This is “Section 1 – Job Expectations: Major Job Responsibilities and Essential Criteria. We will first discuss “ Job Responsibilities”.


Major Job Responsibllities
What are they?

» Generally 6-10 broad duties, tasks or
responsibilities which must be accomplished
to achieve the unit’s goal.



Presenter
Presentation Notes
There is no fixed number of Major Job Responsibilities, however, there are generally 6 to 10 broad duties, tasks or responsibilities which must be accomplished to achieve the unit’s goal and the Major Goals of the Ratee


Major Job Responsibilities Should:

Contribute to the Goals and Objectives
Be Critical to the job
Require a significant amount of Time

Include any that are Required by Statute or
Regulation

Be Done Often

YV V V VY

Y

» Accurately reflect the Actual Work over which
employee has control (responsibility, authority and
resources to act)



Presenter
Presentation Notes
When the Major Job Responsibilities are determined and established, the following questions should be asked in relation to the position:
Does the job responsibility contribute to the goals and objectives of the Ratee and the work unit?
 Is it critical or vital to the job?
 Does statute or regulation require the job responsibility?
 Does performing the job responsibility appropriately take up a significant amount of the Ratee’s time?
Does the job responsibility accurately reflect the actual work over which the employee has control, meaning does the employee have responsibility, authority and resources to act?

If you cannot answer “yes” to any of these questions, perhaps that task should not be listed in the document as a Major Job Responsibility.


SAMPLE

SECTION 1- JoB EXPECTATIONS (Continued)

Major Job Responsibilities and Essential Criteria for Successful Accomplishment
Job Responsibility:

(Use Additional Sheets as N
Reviews draft decisions prepared by staff on hearing matters after the Civil Service Commission modifies, rejects or affirms an

ALJ’s initial decision (rewrites) testimony summaries on hearing matters by the Commission; and reviews requests for inter-
locutory review of an ALJ’s initial decision.

.w'|

Essential Criteria:



Presenter
Presentation Notes
This sample is of Joan Smith’s Major Job Responsibilities section of Joan’s PAR. 
The Job Responsibility given contributes to the goals and objectives of both the ratee and the work unit, is critical to Joan’s job, requires a significant amount of her time, and is required by statute/regulation.


Job Responsibility:



Presenter
Presentation Notes
This is “Section 1 – Job Expectations: Major Job Responsibilities and Essential Criteria. We will now discuss  “Essential Criteria”.
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Essential Criteria

What are they? I

+ Essential Criteria are
statements of conditions
that exist when a job How many are
responsibility has been required?
completed successfully

+ At least one (1) Essential
Criteria for every Major
Job Responsibility



Presenter
Presentation Notes
Once the Major Job Responsibilities are outlined, the Essential Criteria describing the measures used to determine the Ratee's success are defined on the form. 
Essential Criteria are statements of conditions that exist when a job responsibility has been completed successfully. 
There must be at least one Essential Criterion for each Major Job Responsibility.
Essential Criteria  describe the acceptable level of performance that the Ratee must achieve in order to meet the work unit goals. Essential Criteria describe the performance at the “Successful" level.
The Ratee may inquire about what would be considered "Exceptional" performance and, therefore, the Rater should be able to discuss this at the time of the initial meeting.
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Principles of Essential Criteria

Specific

Measurable
Attainable
HReasonable

'ied to the Organization



Presenter
Presentation Notes
Good Essential Criteria should follow the SMART principle. They must be:
Specific - They should be explicitly stated and distinctive actions related to the successful accomplishment of the job responsibility. If they are too broad, they will be difficult to measure.
Measurable - Essential Criteria must be quantifiable.
Attainable - Essential Criteria must be attainable. It must be reachable, within the power and scope of the Ratee to accomplish. It must be something that the Ratee can do.
Reasonable - Essential Criteria must also be reasonable. The criteria should be within the Ratee’s authority, something the Ratee has appropriate training for and the necessary functioning equipment.
Tied - Finally, good Essential Criteria are tied, that is linked to the goals of the organization.


SAMPLE

SECTION 1- JoB EXPECTATIONS (Continued)
Major Job Responsibilities and Essential Criteria for Successful Accomplishment

IOb ReSDOﬂSibilitv: {Use Additional Sheets as Necessary)

Reviews draft decisions prepared by staff on hearing matters after the Civil Service Commission modifies, rejects or affirms an
ALJ’s initial decision (rewrites) testimony summaries on hearing matters by the Commission; and reviews requests for inter-
locutory review of an ALJ’s initial decision.

Essential Criteria:

Ensures that the drafts are in compliance with the intent of the Civil Service Commission, and are clear, comprehensive, in
conformance with civil service law and rules, and consistent with agency policies. Drafts are reviewed within one week of
receipt from analyst. Notifies supervisor when a longer time frame is required. Ensures that the summaries properly reflect
the testimony presented at the Office of Administrative Law (OAL) hearing, and address issues raised by the Commission for its
review. Testimony summaries are reviewed within one week of receipt form analyst. Notifies supervisor if a longer time frame
is required.

*NOTE: The next screen will have additional Job Responsibilities and
Essential Criteria for this employee



Presenter
Presentation Notes
This sample is of Joan Smith’s Essential Criteria associated with the corresponding Job Responsibility. Notice that the Essential Criteria follows the SMART criteria. It is specific, measurable, attainable, reasonable and tied to the goals of the organization.


SEecTION 1- JoB EXPECTATIONS (Continued)
Major Job Responsibilities and Essential Criteria for Successful Accomplishment

ob Responsibility: (Use Additional Shects as Necessary)
Reviews draft decisions prepared by staff on hearing matters after the Civil Service Commission modifies, rejects or affirms an

ALJ’s initial decision (rewrites) testimony summaries on hearing matters by the C ission; and reviews requests for inter-
locutory review of an AL]’s initial decision.

SAMPLE

Essential Criteria:

Ensures that the drafts are in compliance with the intent of the Civil Service Commission, and are clear, comprehensive, in
conformance with civil service law and rules, and consistent with agency policies. Drafts are reviewed within one week of
receipt from analyst. Notifies supervisor when a longer time frame is required. Ensures that the summaries properly reflect
the testimony presented at the Office of Administrative Law (OAL) hearing, and address issues raised by the Commission for its
review. Testimony summaries are reviewed within one week of receipt form analyst. Notifies supervisor if a longer time frame

H™ £ A
is req .
ﬁ Job Responsibility: (Use Additional Sheets as Necessary)

Reviews calendars of staff on a weekly basis.

Essential Criteria:

Ensures that the calendars accurately reflect the status of appeals and brings any problems to the immediate
attention of supervisor.

Job Responsibility:

Reviews, analyzes and drafts decisions on complex written record appeals. Drafts appeal memoranda for the
Civil Service Commission.

Essential Criteria:

Reviews file for completeness and requests all relevant information within 2 weeks of receipt of file. Draft
appeal memoranda must be grammatically correct, clear and concise, well-organized, focused, cogent, and
demonstrate sound analysis of issues and include discussion, conclusion, recommendation and findings of fact
where appropriate. The recommendation and conclusion must be in accordance with statutes, rules, regula-
tions and case law. Cases should be reviewed and completed within six (6) months of receipt. If it is anticipated .
that the six-month time frame will not be met, suEervisor must be notified and provided with the reasons time —
frame will not be met. Job Responsibility: {Use Additional Sheets as Necessary)
Prepares miscellaneous correspondence, memoranda and referrals.

Essential Criteria:

Content must be grammatically correct, clear, concise, well-organized, focused, cogent, and in accordance
with statutes, rules, regulations and case law. When due dates are specified, they must be met. If no due date
is specified, Commissioner or Director referrals are due within five working days of receipt of assignment.

All other correspondence is due within 10 working days of receipt of assignment. If it appears that due dates
will not be met, appropriate notification to supervisor must be made.



Presenter
Presentation Notes
Here are all of Joan’s Job Responsibilities and Essential Criteria on her PAR.
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Section 2:
Performance Factors. Purpose

» Align Core Mission Areas, agency goals and objectives
with performance

» Provide a uniform guide for evaluating performance

» Predefined by the organization



Presenter
Presentation Notes
Section 2 of the PAR is Performance Factors.
Performance Factors are used in the PAR to:
Align Core Mission Areas, agency goals and objectives with performance
Provide a uniform guide for evaluating performance
Define varying levels of behaviors that support the achievement of Job Expectations
Identify specific behaviors required for the job
Provide feedback so employees can improve or correct performance
Are predefined by the organization



i EE

Section 2:
Performance Factors

> Job Achievement Factors

> Job Related Factors

*Refer to the hard copy of your organization’s PAR so you know
which factors your organization has chosen



Presenter
Presentation Notes
The PAR uses two types of performance factors to measure performance: They are 
Job Achievement Factors and Job Related Factors.
Each Performance Factor, whether it is a Job Achievement Factor or a Job Related Factor, has a 3 point rating scale. Each rating column: 1, 2, or 3 has clearly defined performance outcomes with which the ratee will be evaluated at both the Interim and the Final Assessments. 
The Rater will determine the Ratee’s score on each Job Achievement Factor.
The organization predetermines Job Achievement and Job Related Performance Factors.
 You should refer to the hard copy of your organizations PAR so that you know which factors your organization has chosen.



SEcTION 2-PERFORMANCE FACTORS

Job Achievement Factors
These factors are directly related to the outputs of the job: Section 1 Major Goals, Job Responsibilities, and Essential

Criteria.
Job Achievement
Factors 1 2 3 Interim | Final
Goal Achievement Failed to accomplish | Achieved or exceeded | Significantly exceeded
most major goals; major goals. original goals and
Overall extent to original objectives objectives.
which employee were not entirely
accomplishes achieved.
established ratee goals.
Quality of Work Failed to achieve most | Achieved or Significantly exceeded
or all essential quality | occasionally exceeded | essential quality
Overall extent to criteria. all essential quality criteria.
which employee criteria.
thoroughly and
accurately meets the
quality criteria.
Quantity of Work Failed to produce an | Produced acceptable | Significantly exceeded

Overall extent to
which employee
produces an
acceptable amount of
work as defined in the
quantity criteria.

acceptable amount of
work as identified in
the essential quantity
criteria

or greater amount

of work and met or
occasionally exceeded
essential quantity
criteria.

essential quantity
criteria.

Timeliness

Overall extent to
which employee meets
specified schedules
and deadlines.

Rarely met work
schedules or
deadlines. Often was
late in completing
assignments within
specified time frames.

Met and occasionally
completed
assignments ahead of
specified deadlines.

Consistently
completed
assignments,
projects and job
responsibilities
ahead of scheduled
deadlines.

Job Achievement
Subtotal



Presenter
Presentation Notes
This is an example of Section 2- Performance Factors: Job Achievement Factors which are specific to organizations.
Joan’s organization, The Civil Service Commission, has chosen four Job Achievement Factors with which the ratee will be evaluated
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Section 2;
Performance Factors

Job Achievement Factors

» These factors are directly related to the output
of the job: Section 1 - Major Goals, Job
Responsibility, and Essential Criteria

» The Organization predetermines Job
Achievement Factors



Presenter
Presentation Notes
Job Achievement Factors describe what was accomplished in terms of output and
production, and are directly related to the Job Expectations section, i.e. Major Goals of
the Unit/Workgroup, Major Goals of the Ratee,  Job Responsibilities, and Essential Criteria.
The organization predetermines the Job Achievement Factors



Job Related Factors

SecTioN 2-PERFORMANCE FAcTORS

“These global factors support the core values of the organization and expected performance of the job.

Job Related
Factors 1 2 3 Interim | Final
Communication Informal Successfully Excelled in the
i icated ideas, ication of
Effective exppression | was ineffective due to | thoughts or directions. | ideas, thoughts or
of ideas, concepts or | disorganization of Asked appropriate directions. Thought
directions in individual | thoughts, and/or questions and well, fast and
or group situations, | inappropriate use of [ involved the listener. | appropriately in formal
i i voice Sought i situations. Informal
gestures, voice level | or gestures, Formal | and affirmed presentations created
and izati ions failed i word pictures, leaving
of materials, If to inform or persuade | verbal exchanges. no room for confusion.
communication is due to lack of Used appropriate Apt questions
written, thoughts structure or poor supportive gestures, | uncovered lingering
are expressed with organization. Didn’t | voice level and confusion. Presented
appropriate grammar, | listen during verbal [ organization of complex or technical
organization and exchanges. ‘materials. Formal information in a
structure. Communication flaws | presentations were | manner easil
included: poor o understood by target
listening, no ‘had appropriate audience.
organization of detail, Verbal
thoughrs, communications,
inappropriate gestures | formal and informal,
were consistently well
organized, well
structured and to
the point. Affirmed
understanding with
appropriate questions. Job Related
Factors 1 2 3 Final
Customer Service | Diagnosed customer | Accurately assessed | Frequently anticipated
needs inaccurately; customer needs; internal and external
Tdentifies and meets lacked comsistency provided necessary customer peeds;
eustomer (internal and | in mesting of requested service advanced quality
external) needs customer needs; within acceptable alternative
wiis not attentive timeframes requiring | solutions; work quality
and inguisiti few Sane o s y
when dealing with revisions; sought exceptional insights and
customers; ded not customet feedback technical expertise,
Iy meet and ion of
Earme, quality and cost | sarisfaction with work
requircments. product, Occasionally
sought alternative
solutions.
Job Rarely E: iy il expert
any application of demonstrated job skills and knowledge
Esxtent to which skills or knowledgy knewledge and ability | abs 2
employee knows the | which elearly had an | o answer queries. Stayed abreast of
deails of the job. adverse efect onjob | Knowledge and skills | recent developments Job Related
Und ds job and Rarely 1 the and changes m job’s Trore 1 2 3
applies necesmary albile o answer yuetics, | work of the unit. technical area or
technical knowledge | Usually did not know discipline. Knowledge Problem Solving Demonstrated o poor | Performed as & Consistently exercised
and skills. when to ask others for was sought by others approach to problem petent a logical, thorough
nformation. and thought to have Identifies and analyzes | resolution and was wabver Fxhihited a apprasch to prohlem
significant impact on problems; ues sound | slow in m-l::ru logical approach to wobving which resulted
the resalts of the reasoning to arrive wt | problems. ) problem solvisg. mcaningful
of the nnt woek conclusians; fnds difficulty in making | Considered risks snd | solutions to complex
- alternative solutions | cholces and benehits n weighing | problems.
plex problems; ishi
distinguishes between | alternatives. Failed
relevant and irrelevant | o identify and’
information to make | or distinguish risks
logieal judgments. and benefits, neoded
consderable anmntance
in identifying
alternatives and
evaluating ri
benefirs.
1%d mot share Supported the team in | Supported the team in
information or meeting or exceeding | significantly excecding
conperate with others | cesential objectives, | the coential chjectives.
i on team. Engaged in | Responsibly Contributed
meanber v negative son oF inbed work well
stated goals. promated i n and maximized the
contlict ameng team | support of ream etfectiveness of the
members, Failed 10 obsectives. Effectively | group. Gave regular
responsibly sssume fair | cooperated with and | feedbsck 1o team
ahare 3 ibuted o help o
Eeam results, Worked | Hosured that group
o encourage good goabs had priority over
from individual i
sthers, Shased Ahernated
information in order | appropriately between
b help team mensbers | loader and mombar to
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Presenter
Presentation Notes
This is an example of Section 2- Performance Factors: Job Related Factors which are predetermined by an organization.  
Joan’s organization, The Civil Service Commission, has chosen five Job Related Factors with which the ratee will be evaluated.






Section 2;
Performance Factors

Job Related Factors

» These global factors support the Core Values
of the organization and expected
performance of the job

» The Organization predetermines Job Related
Factors



Presenter
Presentation Notes
Job Related Factors are global factors that support the Core values of the organization and the overall job performance by describing competencies and knowledge necessary to accomplish the job

The organization predetermines the Job Related factors


Section 3.
Computation & Conversion
to Overall Rating

1. Subtotals of Job Achievement and Job Related
Performance Factors are added to determine
Grand Total points

2. Grand Total points are converted to the Overall
Evaluation Rating. For example:

09-13 points = Unsatisfactory Final Rating (1)
14-22 points = Successful Final Rating (2)

23-27 points = Exceptional Final Rating (3)

*NOTE: Point values will vary by organization depending on
the number of “Job Performance Factors” each organization selects



Presenter
Presentation Notes
Section 3 of the PAR form is the computation and conversion to overall rating.
The subtotals of Job Achievement and Job Related Factors are added together to determine Grand total points.

Grand total points are then converted to the Overall Evaluation rating. 
Point values will vary by organization depending on the number of Job Performance factors each organization has selected.

In our example of Joan’s PAR,  the Civil Service Commission’s has chosen 4 Job Achievement Factors and 5 Job Related factors for a point scale range from 9 to 27 points. 
On this scale:
 9 - 13 points is unsatisfactory with a final rating of 1 
14 – 22 points is Successful with a final rating of 2
23 – 27 points is Exceptional with a rating of 3
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Presenter
Presentation Notes
As previously mentioned, each performance factor has a 3 point rating scale. Each rating column: 1, 2, or 3 has clearly defined performance outcomes with which the ratee will be evaluated at both the Interim and the Final Assessments. Rating is based on 1, 2, & 3 only, do not use decimals or fractions.

The Rater will determine the Ratee’s score on each Job Related Factors.

These are Joan Smith’s scored Performance Factors and her computation and conversion to overall rating sections of the PAR form.



Performance Factors:
Rating Mechanism

Job Achievement Job Related

1. Review written descriptors 1. Review written descriptors
against Ratee’s Goals, against Ratee’s Overall
Job Responsibilities, and Performance
Essential Criteria >. Determine evaluation

2. Determine evaluation points for each factor
points for each factor 3. Subtotal points

3. Subtotal points



Presenter
Presentation Notes
The ratee will be evaluated based on both job achievement and job related factors.  
To evaluate the Ratee’s Job Achievement Factors, you will need to review the written descriptors against the ratee’s goals, job responsibilities, and essential criteria. Then you will determine the evaluation points of each job achievement factor  by determining if the ratee’s performance meets the descriptors in column 1, 2, or 3 and give each factor the appropriate score. 
You will then subtotal the job achievement factors.
To evaluate the Ratee’s Job Related Factors, you will need to review the written descriptors against the ratee’s overall performance. Then determine the evaluation points of each job related factor by determining if the ratee’s performance meets the descriptors in column 1,2, or 3 and give each factor the appropriate score. 
You will then subtotal the job related factors. 
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Ratings are done
on a 3-point scale

1. Unsatisfactory - Failed to achieve most essential
criteria. Rarely met work schedules or I
performance criteria

2. Successful - Met or occasionally exceeded
essential criteria. Produced acceptable or
greater amounts of work

3. Exceptional - Significantly exceeded essential
criteria consistently in a sustained job
performance



Presenter
Presentation Notes
Ratings are done on a three point scale.
Unsatisfactory means that the ratee failed to achieve most essential criteria. Rarely met work schedules or performance criteria.
Successful means that the ratee met or occasionally exceeded essential criteria. Produced acceptable or greater amounts of work.
And, Exceptional means that the ratee significantly exceeded essential criteria consistently in a sustained job performance.
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Job Expectations are written at
the “Successful” level

» Justifications should be written for all ratings

» If the Ratee’s performance is at the “Exceptional”
or “Unsatisfactory” level, the Rater should prepare
specific documentation to support those ratings

» We will discuss this again later in the presentation

*NOTE: At this point in the PAR Review, all of the expectations of the ratee have been
discussed with the employee. Now is when the ratee and rater will sign the Certification
in Section 1 — Job Expectations



Presenter
Presentation Notes
It is important to understand that Job Expectations are written at the “Successful” level and that Justifications should be written for all ratings.
However, if the ratee’s performance is at the “Exceptional” level or “Unsatisfactory” level, the rater should prepare specific documentation to support that rating.
We will discuss this again later in the presentation in Section 4 - Justification.
It is at this point in the PAR Review, when all of the expectations of the ratee have been discussed with the employee. Now Is when the ratee and rater will return to the certification in Section 1 – Job Expectations. The ratee will sign, date, and either agree or disagree with the elements of the PAR. The ratee also has the opportunity to note any relevant comments, concerns, or reasons for disagreement in the “Ratee Comments” section. The rater will sign & date indicating  that the ratee’s position has been noted. The PAR is then forwarded to the Reviewer for signature and review. 
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Presenter
Presentation Notes
This is the sample of Joan’s Performance Factors scores and the corresponding Computation & Conversion to Overall Rating.
As you can see, the Job Achievement Subtotal and the Job Related Subtotal are transferred to the appropriate Interim or Final Computation section. The Job Achievement Factor Subtotal and the Job Related Factor Subtotal are then added to compute the Interim or Final Grand Total Points. The Grand Total Points should then be located on the scale of ranges provided, and an interim or final evaluation rating should be assigned based on the conversion table.



Sections 4 & 5:

Interim and Final Justification
Sheet and Development Plan

Section4 &5
are identical with the
exception of the time
periods they cover:

Interim = First 6 months
Final = Entire 12 months



Presenter
Presentation Notes
We now move along to Sections 4 & 5 of the PAR.
Section 4 is the Justification Sheet and Development Plan for the Interim, and Section 5 is the Justification Sheet and Development Plan for the Final.
These two sections are identical with the exception of the time periods with which they cover.
The INTERIM is the first 6 months, while the FINAL is the entire 12 months. 



Interim and Final Evaluation
Conferences

Determine evaluation points and rating justification; Recognize
and document positive contributions and areas needing
improvement

Determine job performance gaps and action plan to close gaps

Mutually develop action plan for development and
improvement

Mutually establish specific deadlines for improvement

Set follow-up meeting if necessary

Interim Rating covers the 15t six months

Final Rating covers the ENTIRE year



Presenter
Presentation Notes
It is during the Interim and Final Evaluation Conferences that the evaluation points and rating justification are calculated. This is done by determining if there are any job performance gaps, and if there are, developing an action plan to close those gaps. The action plan for development and improvement, and established deadlines are mutually developed by both the rater as well as the ratee. If necessary, a follow up meeting is set. Remember that the Interim Rating covers the first six months, while the final rating covers the entire year.


SECTION 4-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-INTERIM

Justification for Interim Evaluation

SECTION 5-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-FINAL
Justification for Final Evaluation



Presenter
Presentation Notes
These are examples of Section 4 – Justification Sheet and Development Plan. As previously mentioned, they are identical with the exception of the time periods that they cover. The top justification is the Interim Evaluation which is done at 6 months, and the bottom justification is the Final Evaluation, which is done for the entire year. 
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Justification Sheet
Justification

—

» Recognize and document positive contributions, as well I
as areas needing improvement

> Provide justification for the overall Rating

» Cite specific examples of performance that support an
Exceptional or Unsatisfactory Rating



Presenter
Presentation Notes
In the Justification section, the Rater should recognize and document positive contributions, areas needing improvement, and provide justification for the Overall Rating. In ratings of Exceptional or Unsatisfactory, cite specific examples - both positive and negative - which support and justify the rating given.


1 .
Justification:
Do’s and Don'ts

@D_o: (V) DON'T:

»Give reasons, both positive »Repeat the rating term and
i and negative, that think that this is sufficient -
’ substantiate the rating evidence: e.g. “Joan’s

performance is

»Review the “Fact Sheet of Commendable”

Significant Events” which

will be reviewed shortly, »Include issues that are not =
and any other related to the performance
documentation in of the job

preparing the justification



Presenter
Presentation Notes
When writing Justifications, there are some do’s and don’ts to remember:
Do:
Give reasons, both positive and negative, that substantiate the rating
Review the “Fact Sheet of Significant Events”, as well as any other documentation in preparing the justification. 
(The “Fact Sheet of Significant Events” will be reviewed shortly) 

DON’T
Repeat the rating term and think that this is sufficient evidence ( example: “Joan’s performance is Commendable”)
Include issues that are not related to the performance of the job


SAMPLE

SECTION 4-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-INTERIM

Justification for Interim Evaluation

Joan’s performance warrants a successful rating for this interim rating period. Joan has met the performance criteria 2
in the areas quantity and timeliness by consistently reviewing the classification appeals and rewrites from analysts
within the one week period as evidenced by the tracking log. She has exceeded the quality and goal achievement Rating

criteria by the thorough and high quality reviews of the examination appeals. Joan has assisted the team in reducing
the backlog by closing the most cases. Joan sometimes tends to work too independently and withholds information from team
members which would help them in performing their tasks. However, Joan continues to be assigned the highest level and most
complex work of the Division. She demonstrates excellence in research analysis and clarity of writing leading to

a higher rating in job knowledge and skills and communication.

SECTION 5-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-FINAL
Justification for Final Evaluation

Joan's performance for the final rating warrants an exceptional rating. Joan continued to provide thorough and high 3
quality reviews in all appeals and rewrites. Joan'’s demonstrated an incredible analytical ability to resolve some extremely
difficult problems and complete the work ahead of scheduled deadlines. The timely submission of materials upon Rating

completion resulted in the highest rate of closed cases of the team according to the tracking log. This effort impacted
the overall division goal by reducing the number of backlogs. Additionally, Joan has made a concerted effort to work cooperatively
with team members. Joan independently came up with the idea then implemented with supervisor approval, a weekly email update
on cases with impact to all team members. The advanced analytical skill and collaborative effort has resulted in other team members
closing more cases because of the shared information.

/ I\



Presenter
Presentation Notes
This sample is of Joan’s Section 4 - “Justification for Interim and Final Evaluation”


Interim Development Plan
Specific Area(s) Identified for Development

Final Development Plan
Specific Area(s) Identified for Development



Presenter
Presentation Notes
On the “Interim and Final Development Plan”, there are two parts. The first, is the “Specific Area or Areas identified for Development”. 
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Development Plan

Specific Area(s) Identified for
Development

» Ildentify skills and competencies targeted for
Improvement

Focus on improvement in order of importance

> Mutually develop a plan of action
Include resources needed,
obstacles, and alternatives



Presenter
Presentation Notes
In this section the Rater should identify skills and competencies targeted for improvement or growth, in order of importance. Although weaknesses are typically the focus of development plans, it is appropriate and highly recommended that this forum be used to increase an employee’s strength in a particular area.
The Development Plan outlines a specific action plan related to areas where growth of skill or knowledge is desired, or needed. In order to provide clarity for the Ratee, it is suggested that Raters prioritize the areas targeted for development.
It is in the best interest of both the Rater and Ratee to mutually develop a specific plan of action. This development plan should include the identification of any resources necessary for successful achievement and a plan to address the possible obstacles that may arise, as well as giving alternatives to obstacles.


SAMPLE

Interim Development Plan

Specific Area(s) Identified for Development

*Timeliness.
*Teamwork.

Final Development Plan

Specific Area(s) Identified for Development

*Continued teamwork.
*Increase leadership skills.



Presenter
Presentation Notes
Joan’s Interim  Development Plan, which was done after 6 months,  indicated that the skills and competencies targeted for her improvement  are timeliness and teamwork,  which she should work on during the remainder of the year. 
Her Final Development Plan, done for the full year, indicates that she should continue to work to improve teamwork, and should also work toward developing leadership skills.



SECTION 4-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-INTERIM (Continued)

Interim Development Plan

Specific Action to be Taken by Ratee

SEcCTION 5-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-FINAL (Continued)

Final Development Plan
I Specific Action to be Taken by Ratee .



Presenter
Presentation Notes
The second part of “Interim & Final Development Plan”,  is the “Specific Action to be taken by the ratee”. 



C CR
Development Plan
Specific Action to be

Taken by Ratee

Actions may include:

> Take on special projects or assignments

» Attend classroom training courses

» Utilize Online Training (LMS) -
> Perform library research or other relevant readings
I > Work with a peer or closely with a Manager =

» Attend seminars and workshops

> Enroll in local and national professional organizations



Presenter
Presentation Notes
The “Specific Action to be taken by the Ratee” may include such things as:

Taking on special projects or assignments
Attending classroom training courses
Utilizing Online training or what is known as LMS 
Performing library research or other relevant readings
Working with a peer or closely with a Manager
Attending seminars and workshops
Enrolling in local and national professional organizations



SAMPLE

SECTION 4-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-INTERIM (Continued)

Interim Development Plan
Specific Action to be Taken by Ratee

*Submit closed cases when complete rather than waiting for deadline.
*Regularly share information with team members on cases.

X >
’ SECTION 5-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-FINAL (Continued)
Final Development Plan
Specific Action to be Taken by Ratee
*Continue to find opportunities to support the team and share knowledge. :
*Take some course work in the areas of coaching, leadership and teamwork.
> *Enroll in NJ STEP - supervisory training. =~
Ny |



Presenter
Presentation Notes
Joan’s Interim Development Plan,” Specific Action to be taken by Ratee”  which was done at 6 months, indicates that Joan should submit closed cases when complete rather than waiting for the deadline. Joan should also regularly share information with team members on cases.
Joan’s Final development plan, at her year review, indicates that she should continue to find opportunities to support the team and share knowledge, take some course work in the areas of coaching, leadership and teamwork.
Joan’s last Specific action is to enroll in NJ STEP- supervisor training which is offered by the Civil Service Commission. 
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Section 6:

Fact Sheet of Significant
Performance Events



Presenter
Presentation Notes
The last section of the PAR Form is Section 6:  “Fact Sheet of Significant Performance Events”.  Even thought this is the last section of the PAR, it is actually utilized throughout the rating year cycle whenever a significant event occurs. 


SECTION 6-FACT SHEET OF SIGNIFICANT PERFORMANCE EVENTS

Descripton of Significant Performance Event

Rater Comments/Recommended Action

Ratee Initals Rater Initials

Descriprion of Significant Performance Event

Rater Comments/Recommended Action

Ratee Initals Rater Inidals

Description of Significant Performance Event

Rater Comments/Recommended Action

Ratee Inidals Rater Inidals

Description of Significant Performance Event

Rater Comments/Recommended Action

Ratee Initials Rater Initials Date

Ratee Comments Lse Additiareal Shevts as Nec



Presenter
Presentation Notes
This is “Fact Sheet of Significant Performance Events”  


Fact Sheet of Significant
Performance Events

» Used to record any noteworthy event, positive or negative,
that occurs throughout the rating cycle I

» Any Significant Event that represents performance below or
above the Successful level should be recorded

» Events should be documented as they occur, with both rater
and ratee initialing the documentation

» All involved parties are encouraged to request
entries on the form; Rater determines significance



Presenter
Presentation Notes
The Fact Sheet of Significant Performance Events is used to record any noteworthy event, positive or negative, that occurs throughout the rating cycle.  Any Significant Event that represents performance above below or above the Successful level should be recorded.
Many times, a Rater may wait until the last minute and attempt to recall specific events when determining the rating. This is not only difficult, but very impractical. Therefore, this sheet was developed to capture significant events as they occur, with both the Rater and Ratee initialing the description of the event and making comments.
It is up to the Rater to decide whether an event is considered “significant.” However, this does not preclude a Ratee from bringing a particular event to the attention of the Rater for inclusion in the Fact Sheet of Significant Events. It is important to reiterate that this section is designed for use as the rating cycle progresses. It should not be filled in as an afterthought or as a means of justifying the rating given but as a tool to provide ongoing feedback.


SAMPLE

56

SECTION 6-FACT SHEET OF SIGNIFICANT PERFORMANCE EVENTS

Rater C

]

wded Action

Description of Significant Performance Event

The Civil Service Commission received a letter of
commendation from a Township Administrator
thanking Joan Smith for her excellent customer ser-
vice skills and providing the guidance and consultative
services necessary to support their agency’s human

resource management needs. % & Parzi 5/1/2013

tee Initals Rarer Initials Date

Description of Significant Performance Event Rater C R 1ded Action
Ratee Initials Rater Initials Date

Description of Significant Performance Event Rater C R ded Action
Ratee Initials Rater Initials Date

Description of Significant Performance Event Rater C R 1ded Action
Raree Initals Rarer Initials Date

Ratee Comments



Presenter
Presentation Notes
Joan received a letter of commendation for her excellent customer service. This is an example of a “noteworthy event”.  Joan’s supervisor Donald West documented receipt of the letter which praised Joan’s work on her Fact Sheet of Significant Performance Events  when the letter was received from the Township Administrator in May 2013.


)
57

Certification of
Interim and Final Evaluations

» Review & discuss Sections 1, 2, 3 and 4.
Rating, Justification and Development Plan.

» Date the face to face meeting was held

> After any revisions/comments, both rater & ratee sign
& date PAR form

> Ratee checks each of 3 boxes with either “agree” or
“disagree”

> PAR Is then forwarded to the reviewer



Presenter
Presentation Notes
After both the Interim and Final Development plan, there is a certification section that needs to be completed. By  signing the certification, the employee is verifying that they have had a face to face meeting with their supervisor to discuss all of the sections of the PAR:  the Major Goals of both the unit and ratee, Major Job Responsibilities, Essential Criteria, Performance Factors, Point accumulation Methodology, Evaluation, and the development plan . 
Once all of that has been done, the employee will document the date of the meeting, sign, date and check either “Agree” or “Disagree” in all 3 statements  which are if they agreeing or disagreeing with the final rating, justification, and development plan. If the employee has any revisions or comments they will note them at the bottom in the “Ratee Comments” section. The supervisor will also sign and date the Certification, it will then be forwarded to the Reviewer for review and signature. 


I have reviewed Sections 1, 2, 3 and 4 of this package and have had a
face-to-face meering with my supervisor to discuss the Interim Rating,
Justification, and Development Plan.

This meeting was held on

2/1/2013

My signatere indicates that T have been advised of these PAR elemennts.

(Dare)

Ratee: Joan Smith

Daﬁ?' 2/15/2013

1 Yyagree 1 Disagree with the Interim Rating.
I M Agree | | Disagree with the Justification.
I Agree | Disagree with the Development Plan.

My signature indicates thar rhe Ratee’s positions have been nored,

Rater: Donald West
Date: 2/15/2013

My signature indicates thar the Ratee’s positions have been noted.

Reviewer: Sally Jones

Date: 2/16/2013

Ratee Comments

SAMPLE

I have reviewed this Sections 1, 2, 3 and 5 of this package and have
had a face-to-face meeting with my supervisor to discuss the Final
Rating, Justification and Development Plan.

This meeting was held on

8/1/2013

My signature indicstes thut [ have been advised of these PAR demenis.
Ratee: Joan Smith
Date: 8/15/2013

(Dare}

Disagree with the Justification.

lﬁ{&gm [l Disagree with the Final Rating,
|
[ Disagree with the Development Plan.

My signature indicates that the Ratee's positions have been noted.

Rater: Donald West

Date: 8/15/2013

My signature indicates that the Raree's positions have been noted.
Sally Jones
Date: 8/16/2013

Reviewer:

M omments



Presenter
Presentation Notes
As you can see from Joan’s Interim and Final Evaluations, Joan has opted to agree with all of her supervisors rating decisions. Joan, her supervisor Donald West, and Sally Jones, who is Donald West’s supervisor & PAR reviewer, have signed and dated each certification at the times in which they were due. Sally has not chosen to document any comments or concerns in the Ratee Comments section of her PAR.

As I said explained at the beginning of the program, the format of this presentation consisted of first showing you a blank sample of each section of the PAR form, followed by a topical discussion, and finally, you were shown a completed example of each section of the form as we walked through the complete PAR process. We have just completed reviewing each section of Joan Smith’s PAR and we are now ready to bring the process all together by showing you Joan’s PAR in it’s entirety.

To give the full picture of a completed PAR, the next 8 slides are Joan’s final PAR product from the examples we gave during the presentation.
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Presenter
Presentation Notes
Joan’s Completed PAR for the rating period September 1, 2012 through August 31, 2013.
Remember that the form is available on line in a fillable format for the convenience of completing a PAR for each of your employees.
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Presentation Notes
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Rating Cycle Ending 2013

PAR Committee Model

Employee Form

StaTE OF NEW JERSEY Civil Service Commission

PERFORMANCE AsSESSMENT REVIEW

Tide: Rating Period:
Joan Smith Personnel and Labor Analyst 4 Sep. 1, 2012-Aug. 30, 2013
| Rater: Dept/Agency-Location:
Donald West Civil Service Commission

SECTION 2-PERFORMANCE FACTORS

Job Achievement Factors
These factors are directly related to the outputs of the job: Section 1 Major Goals, Job Responsibilities, and Essential

Criteria.
Job Achievement
Factors 1 2 3 Interim | Final
Goal Achievement | Failed to accomplish | Achieved or ded | Significantly ded
most major goals; major goals. original goals and 3 3
Overall extent to original objectives objectives.
which employee were not entirely
accomplishes achieved.
established ratee goals.
Quality of Work Failed to achieve most | Achieved or Significantly exceeded
or all essential quality | occasionally exceeded | essential quality
Overall extent to criteria. all essential quality criteria.
which employee criteria. 3 3
thoroughly and
accurately meets the
quality criteria.
Quantity of Work Failed to produce an | Produced acceptable | Significantly exceeded
acceptable amount of | or greater amount essential quantity
Overall extent to work as identified in of work and met or criteria.
which employee the essential quantity | occasionally exceeded 2 3
produces an criteria essential quantity
acceptable amount of criteria.
work as defined in the
quantity criteria.
Timeliness Rarely met work Met and occasionally | Consistently
schedules or completed completed
Overall extent to deadlines. Often was i ahead of i y 5
which employee meets | late in completing specified deadlines. projects and job 3
specified schedules assignments within responsibilities
and deadlines. specified time frames. ahead of scheduled
deadlines.
Job Achievement
Subtotal i e
Please Make Copies and Distribute to Ratee, Reviewer and PAR Coordinator 9



Presenter
Presentation Notes
Joan’s organization rates their employees on 4 Job Achievement Factors
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Presentation Notes
And on 5 Job Related Factors



Rating Cycle Ending 2013

S N PAR Committee Model
TATE OF NEW JERSEY  Ciyil Service Commission
PERFORMANCE ASSESSMENT REVIEW

-~ Employee Form
Ratee: [ Title: | Rating Period:

Joan Smith I Personnel and Labor Analyst 4 Sep. 1, 2012-Aug. 30,2013

| Rater: [ DepyAgency-Location:
Donald West | Civil Service Commission
SEcTION 3-COMPUTATION AND CONVERSION TO OVERALL RATING
Computation
Perfor Factors Interim Evalution Final Evalution

Job Achievement Factor Subtotal 10 12
Job Related Factor Subtotal 1. 15
Grand Total Points 22 27

Conversion to Overall Rating

1-Unsatisfactory 2-Successful 3-Exceptional
(9-13 Points) (14-22 Points) (23-27 Points)
Interim Evaluation Rating Final Evaluation Rating
Overall 2 3

Please Make Gopies and Distribute to Ratee, Reviewer and PAR Coordinator 13



Presenter
Presentation Notes
During Joan’s Interim Evaluation, her 6 month or interim scores were computed and documented in the column labeled “Interim Evaluation,” and were then converted to an overall rating of “2” or “Successful”.
Joan’s Final Evaluation scores were documented on the column “Final Evaluation, then were again computed  for a final 12 month rating of “3” or “Exceptional”


Rating Cycle Ending 2013

PAR Committee Model
Grxrr OF NEw JERSEY  Civil Service Commission
PERPORMANCE AssessMENT REVIEW F-Yﬂpluyee Form
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Jourls performance warraots a successiul rating for this tnerim rating period. Joan has met the performance crileria

in the areas quantity and timeliness by consistently reviewing the classification appeals and rewrites fram her subordinate|
analysts within thve one week period a3 evidence by the tracking log. Shehas exceeded the quality and goal achievement
criferia by the thorough and high quality reviews ‘af the examination appeals. joan has assisted the ream in reducing
the backlog by closing the most cases Joan sometimes tends to work 100 independently and withbolds information from team
members which would help them in performing their tasks, However, foan continues 10 be assigned the highestlevel and most
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2 higher cating in job Knowledge and skills and communication.
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Presenter
Presentation Notes
Joan’s Interim plan consisted of a Justification for Interim Evaluation, an Interim Development Plan: Specific areas identified for development, and specific actions to be taken by ratee. The employee’s Interim Evaluation Rating will be automatically generated in the box in the top right corner of the “Justification for Interim Evaluation” 
Below the Interim Development plan, is the completed certification of the interim PAR indicating that Joan has agreed with the final rating, justification, and development plan and she has not chosen to make any comments regarding her PAR. All signatures & dates have been completed. 


Rating Cycle Ending 2013

PAR Committee Model
State oF NEw JERSEY Civil Service Commission

PERFORMANCE ASSESSMENT REVIEW

Employee Form
| Ratee [Title: [Rating Period:
Joan Smith | Personnel and Labor Analyst 4 Sep. 1, 2012-Aug. 30, 2013
[ Rater: [ D. -Location:
Donald West Civil Service Com
SECTION 5-JUSTIFICATION SHEET AND DEVELOPMENT PLAN-FINAL

Justification for Final Evaluation

Joan's performance for the final rating warrants an exceptional rating. Joan continued to provide thorough and high

quality reviews in all appeals and rewrites. Joan's demonstrated an incredible analytical ability to resolve some extremely 3
difficult problems and complete the work ahead of scheduled deadlines. The timely submission of materials upon

completion resulted in the highest rate of closed cases of the team according to the tracking log. This effort impacted R
the overall division goal by reducing the number of backlogs. Additionally, Joan has made a concerted effort to work cooperatively
with team members. Joan independently came up with the idea then implemented with supervisor approval, a weekly email update
on cases with impact to all team members. The advanced analytical skill and collaborative effort has resulted in other team members
closing more cases because of the shared information.

Final Development Plan

Specific Area(s) Identified for Development
*Continued teamwork.

*Increase leadership skills.

Please Make Copies and Distribute to Ratee, Reviewer and PAR Coordinator
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Presenter
Presentation Notes
As you recall, Sections 4 “Interim” & Section 5 “Final” are identical with the exception of the time periods in which they cover.
The Interim is the first 6 months, and the final is the full year.
You can see that Joan has made improvement in her performance through the year and in doing so, her final rating has increased from a “2” at the Interim to a “3” “Exceptional” at the Final rating and Donald West, her supervisor has written an extensive justification to collaborate the “Exceptional” rating. The final rating of “3” also  generates sutomatically in the top right corner of the Justification for Final Evaluation


GpATE OF New JERSEY
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Presentation Notes
Joan had one positive and no negative “Significant Events” documented on her “Fact Sheet of Significant Performance Events”
This completes Joan’s PAR for the rating period.


Tip Sheet

You should save the PDF immediately once you start working within the form.
» Save in your documents: File>Save As>PDF

Recommended naming convention: 2013 PAR_“employee name”.
Example: 2013 PAR_Joan West

To check spelling within the form: I
» Go to Edit>Check Spelling>In Comments, Fields & Editable Text
» Or Use key command F7

If you want to email the PDF you can do so from within Adobe Reader:

» File>Attach to Email. A panel willopen on the right hand side. Select Attach to
Email and press Attach button and outlook will open with the PDF attached.

The form is designed to allow the user to type in the Ratee’s name, Title, Rating
Period, Rater, and Department/Agency-Location one time then it will auto populate
on every page.

The form calculates the Job Achievement Subtotal and Job Related Subtotal for the
user.

Also once the Interim Evaluation Rating and Final Evaluation Rating is keyed into the
Conversion to Overall Rating, the rating is placed onto the Justification Sheet and
Development Plan.



Presenter
Presentation Notes
Here are some commonly occurring situations which can be easily remedied by following the recommended steps as indicated on the TIP SHEET


Thank you for your
participation!

> If you have any further questions or
concerns regarding PAR, please contact
your PAR Coordinator or Human Resource
Manager.

» The Civil Service Commission will have
further PAR training opportunities at the
request of the agency



Presenter
Presentation Notes
Thank you for your participation in Performance Assessment Review (PAR): 
PAR Form Completion Instructions. 
If you have any further questions or concerns regarding PAR, please contact your PAR Coordinator or Human Resource manager.
 
The Civil Service Commission  will have further PAR training opportunities at the request of the agency
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