DEPARTMENT OF NATURAL RESOURCES

PLANNING AND PERFORMANCE APPRAISAL FORM

	Appraisal Period
	From
	
	to
	
	Interim
	
	Annual
	


	Employee Name
	
	SSN (last 4 digits ONLY)
	

	Class Title
	
	Position No.
	

	Working Title
	
	Date PDQ last reviewed (Optional)
	

	Agency Name
	
	Agency No.
	



Performance Planning Section

The employee has been provided a Performance Plan that is acceptable to both the rater and the employee.

_____Agree     _____Disagree     _________________________________________________________________

                                                          Employee Signature                                                                                   Date

_____Agree     _____Disagree     _________________________________________________________________

                                                          Supervisor Name (PRINT & Sign)                   Pos. #                                  Date

_____Agree     _____Disagree     _________________________________________________________________

                                                          Reviewer Name (PRINT & Sign),  if Plan not prepared by Supervisor           Date


Interim Performance Evaluation Section

An Interim Performance Evaluation has been conducted:

___________________________________________                     _____________________________________________

Employee                                                      Date                                     Supervisor                                                         Date

NOTE:  Optional Employee/Supervisor comments regarding the Interim Performance Evaluation may be made in Section VI. 


Annual Performance Evaluation Section 

       TOTAL POINTS RECEIVED FOR ANNUAL PERFORMANCE EVALUATION      ____________

___  0-60: Unsatisfactory     ____  61-180: Satisfactory      ____  181-200: Outstanding
The employee    ____ is     ____ is not  eligible for a Performance Award (Supervisor check one).

______________________________________________

______________________________________________

Supervisor Name (PRINT & Sign)

Date


Reviewer Name (PRINT & Sign)

Date

I agree/disagree (circle one) with the annual performance evaluation rating.

__________________________________________________________________     ___________________

Employee Signature                                                                                                          Date

NOTE:  If an employee disagrees with the performance rating, the Dispute Resolution Process should be reviewed.  Refer to the Request for Dispute Resolution form or the DNR Performance Pay Program document.

Performance Planning and Evaluation Form

The Performance Planning and Evaluation Form has been designed to allow a high degree of flexibility and creativity in developing employee Performance Plans.  Employee Performance Plans must contain the section on the State of Colorado Core Competencies, and must contain at least one Individual Performance Objective (IPO).  Other optional Performance Evaluation Systems that may be used include Performance Factors and Performance Areas, Performance Level Definitions, and Multi-Source Assessments.  These optional systems may be used within this form, or may be attached separately.  More information regarding these evaluation systems may be found in Attachments A, B, and C of the instructions.  All assessments of performance, including separate attachments pertaining to Performance Factors and Areas, IPOs, and Multiple-Source Assessments, must be numeric.

Section I    Core Competencies


A competency is a measurable pattern of skills, knowledge, abilities, behaviors and other characteristics that an individual needs to perform work roles or occupational functions successfully.  The Colorado State Personnel Director has developed the following five uniform, statewide Core Competencies.  These must be included in every employee’s Performance Plan and Evaluation.  Each Core Competency should be checked only if the employee meets the Core Competency in a satisfactory manner.  If a Core Competency is not checked, provide a written explanation in Section VI.  The employee will not be eligible to receive a Performance Salary Adjustment.  More information regarding Core Competencies may be found in Attachment A.

____   
COMMUNICATION:  Effectively communicates by actively listening and sharing relevant information with co-workers, supervisors(s), and customers, so as to anticipate problems and ensure the effectiveness of the Colorado Department of Natural Resources.

  ____    INTERPERSONAL RELATIONS:  Interacts effectively with others to establish and maintain smooth working

relations.

  ____    CUSTOMER SERVICE:  Works effectively with internal and external customers to satisfy service/product

expectations.

  ____    ACCOUNTABILITY:  Employee’s work behaviors demonstrate responsible personal and professional conduct, and 

contribute to the overall goals and objectives of the Department.

  ____    JOB KNOWLEDGE:  The employee is skilled in job-specific knowledge which is necessary to provide the appropriate 

quantity and quality of work in a timely and efficient manner.

As required in the State PPS Plan, failure by any supervisor, including supervisors in the Senior Executive Service (SES), to provide timely plans and evaluations in accordance with established timelines will result in a corrective action and their ineligibility for a performance award. Furthermore, supervisors who fail to complete evaluations within 30 days of the corrective action are subject to CRS 24-50-118. Performance Evaluations  for all DNR supervisors must contain the  following competency:
____  
SUPERVISION AND PERFORMANCE MANAGEMENT: Performs supervisory duties in compliance with all applicable laws, rules, policies and procedures. Develops performance plans, conducts progress reviews, and annual performance appraisals in accordance with established timeframes.

Section II    Performance Factors and Performance Areas

Performance Factors form broad categories of employee behavioral expectations.  Performance Areas provide more specificity to the Performance Factors.  Examples of these may be found in Attachment B.  Performance Level Definitions must comply with the statewide standard definitions described in Attachment C. All assessments must be numeric.
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Section III    Individual Performance Objectives
DNR Employees must be assigned at least one Individual Performance Objective (IPO).  IPOs may be designed as separate stand-alone items, as separate Performance Factors, or as additional Performance Areas within existing Performance Factors.  IPOs may be described and weighted here, or described and weighted elsewhere within the Performance Plan.  IPOs may also be attached to the Performance Plan in separate documents.  IPOs may be designed in conjunction with Performance Level Definitions (Attachment C).  All IPOs must factor into an employee’s Overall Performance Rating.  All IPOs must be assessed numerically.
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Section IV    Overall Performance Rating 
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	OVERALL PERFORMANCE RATING
	
	


	
	0-60: Unsatisfactory
	
	
	61-180: Satisfactory
	
	
	181-200Outstanding
	
	
	



Section V    Professional Growth (Optional)


Employees and/or supervisors may utilize this area to discuss opportunities for employee growth, which is defined as adding value to the employee and the organization.  Training, cross-training, assignment of new tasks, and areas for development/improvement are all examples of items that may be discussed below.

	

	

	

	

	



Section VI    Comments (Optional)


Employees and/or supervisors may utilize this area to incorporate comments into the Progress Review or Annual Performance Appraisal.  Core Competencies, Performance Factors, and IPOs that are the subject of the comments below should be specified.
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