DEPARTMENT OF NATURAL RESOURCES

PERFORMANCE PAY PROGRAM

Planning and Performance Appraisal Form Instructions

INTRODUCTION

The Department of Natural Resources Performance Pay Program (PPP) has been designed to meet all requirements of the State of Colorado Performance Pay System (PPS).  The Planning and Performance Appraisal Form has been designed to be flexible for divisions/supervisors to use as it best fits their specific needs.  It is required that all supervisors use the base form for evaluating employee performance.  This includes four (4) minimum requirements:

1) A cover page with employee information, dates and signatures to indicate a planning session, an interim review, and a final appraisal;

2) A quantitative (numeric) score;

3) An evaluation of core competencies on a pass/fail basis;

4) A minimum of one weighted individual performance objective (IPO).

Included in these instructions are additional sections available for supervisors to use as they deem appropriate.  Divisions may determine the extent of consistency to be required for these optional sections (i.e., whether consistency will be required by division, supervisor or not at all).

The cover page of the Planning and Performance Appraisal Form includes required record-keeping information used by the Department’s Human Resources Office.  Beginning in April 2005, the State moved to a common appraisal cycle of April 1 to March 31.  Please see the Department Performance Pay Program for deadlines.  Each supervisor must conduct a planning session, an interim review, and a final appraisal.  These must be forwarded to and signed by the first-level reviewer.  Every appraisal must result in a numeric score.
Section I – State of Colorado Core Competencies

The State of Colorado Performance Pay System requires that all agencies use core competencies as a part of each employee’s performance plan and appraisal.  The Department’s Planning and Performance Appraisal Form explains what a core competency is.  Core competencies are rated as pass/fail in the Department of Natural Resources.  Because these core competencies are considered to be minimum professional standards for all employees in the Department, an employee who receives a “fail” on one of the core competencies will not be eligible for a performance salary adjustment, regardless of his/her total appraisal score.  Failure on one of the core competencies must be documented and communicated to the employee in writing, in Section VI of the form.

Attachment A lists various characteristics that may be used to describe each core competency.  These are provided as examples only; others may be used.

Section II – Performance Factors and Performance Areas (Optional)
Section II is available for supervisors/employees to use for rating factors considered appropriate for the job being evaluated.  Samples are attached with these instructions.  Supervisors may select factors from the samples in Attachment B, develop their own, or not use this type of appraisal tool at all.  



Section III – Individual Performance Objectives

Individual performance objectives are explained on the form.  Each employee must have a minimum of one (1) individual performance objective that is weighted and rated as a part of the appraisal., Supervisors and/or employees may wish to further define specific expectations and rating criteria for the various levels of performance.  Attachment C provides lists the statewide common performance level definitions, which must be considered when defining performance criteria.  Further examples are available on the Department’s intranet – the DNR Insider.


Section IV – Overall Performance Rating

This section is for calculating the score and the rating that an employee had received for the appraisal.  This must be a numeric score.  If the employee received a “fail” for any of the core competencies, he/she is not eligible for a performance award, regardless of the score.


Section V – Professional Growth (Optional)
This section is for documentation of any discussion between a supervisor and employee regarding professional growth.  

Section VI – Comments (Optional)
Supervisors and/or employees may use this section for any comments regarding the performance appraisal.  

Multi-Source Assessment (Optional)
Optional multi-source assessments may be used if feasible and appropriate.  This type of assessment uses additional sources of input for the employee’s appraisal.  For example, input from customers and co-workers may be obtained and incorporated into the rating of an employee.  This type of appraisal is sometimes referred to as a 360-degree rating.  Should a supervisor decide to use a multi-source assessment, it is imperative that he/she has a good understanding of this type of tool.  Attachment C provides guidance on the use of a multi-source assessment. 

Dispute Resolution

The Colorado State Performance Pay System requires that all employees must be informed of the Dispute Resolution Process.  Details of the process are part of the Request For Dispute Resolution form, and are also available on the DNR Insider.             

Attachment A – Core Competencies
The following is a listing of various characteristics that may be used to describe each core competency.  These are provided as suggested examples only.  Others may be used.

Core Competency:  Communication

· Communicates orally in a well-organized, courteous, and effective manner.

· Communicates to provide or exchange information while keeping others informed.

· Maintains sensitivity to the feelings and efforts of others.

· Listens effectively to the ideas, problems, and suggestions of others.

· Demonstrates effective public greeting skills.

· Demonstrates effective telephone skills.

· Seeks feedback on the effectiveness of written and oral communication.

· Adapts communication methods to respond to different audiences.

· Provides accurate, timely information (oral/written).

· Actively listens to others.

· Provides clear instructions and expectations.

· Works in an open manner.  Shares information with others to get the job done.

· Listens carefully and sincerely considers the ideas of others.

· Responds in a prompt and friendly manner to requests and inquiries.

· Keeps others informed.

· Meets routinely with supervisor and key customers to exchange information and clarify expectations.

· Asks appropriate questions to clarify information/needs.


Core Competency:  Interpersonal Relations

· Well-regarded by colleagues.  Can interact easily with a diverse workforce.  

· Is pleasant, friendly, affable, and cheerful.

· Is polite, courteous, and empathetic.

· Demonstrates appreciation.  Thanks others for their assistance.

· Is courteous and acknowledges the contributions of others.  Is respectful of the feelings of others.

· Is seen by peers as someone whom they can depend on.

· Does not initiate conflict and actually takes measures to ensure that conflict does not occur.

· Is tactful and diplomatic when resolving conflicts, addressing concerns directly with the individuals involved.

· Takes initiative to address concerns with other staff in a timely manner, promoting understanding and cooperation.

· Approaches to conflict are exceptional, creating enhanced teamwork, without creating hard feelings.

· Contributes to a positive work environment through interactions with others. 

· Demonstrates respect for responsible dissent.

· Behaves in ways designed to keep problems impersonal whenever possible.

· Maintains positive work relationships.

· Treats others with courtesy and respect.

· Is cooperative and responsive.

· Builds trust and works with integrity.

· Accepts criticism, is open to new ideas, and handles conflict constructively and diplomatically.

· Consistently obtains the cooperation of others.

· Works through conflict for positive solutions/results.

· Promotes cooperation and teamwork.

· Learns from conflict and makes appropriate changes.

· Makes a special effort to boost employee morale and create a positive work environment.




Attachment A – Core Competencies (cont)
Core Competency:  Customer Service

· Keeps appointments, call-return commitments, etc.

· Is approachable and responsive to customers and others.

· Shows appropriate patience with complaining customers and employees.

· Treats the customer with respect and courtesy.

· Is available to the customer and provides accurate, consistent, and honest information.

· Listens to the customer and provides feedback that will benefit the customer in the future.

· Strives to satisfy customer needs.

· Offers appropriate and innovative solutions to customer problems.

· Responds promptly to requests for information and/or assistance.

· Meets customer expectations in a timely manner.  Delivers what has been promised.

· Follows up with customer in a timely manner.

· Responds to telephone and e-mail messages in a timely manner.

· Anticipates future needs/problems of customers and takes action to meet these needs or solve problems.

Core Competency:  Accountability

· Adheres to established work schedule.

· Arrives at work and meetings on time.

· Meets assigned deadlines without additional prompting by supervisor or others.

· Follows established call-in procedures; follows approved leave practices and policies.

· Submits time sheets on time and correctly completed.

· Actions and speech reflect a commitment to the agency.

· Always finishes assignments on time.  Meets deadlines.

· Administrative paperwork is accurate and submitted on time.

· When on leave, makes arrangements for “current” work/responsibilities to continue.

· Is instrumental in seeing that change is carried out in a way that improves the overall operation of the agency.

· Maintains confidentiality appropriately.

· Avoids disparaging the agency and its employees in public.

· Completes projects ahead of time without compromising the quality of work.

· Adapts well to new situations, unusual demands, emergencies, or critical incidents.

· Avoids gossip and negative rumors.

· Seeks new and/or additional on-the-job training opportunities to obtain mastery over tasks, expand personal knowledge and add value to the work group.

· Demonstrates initiative consistent with job expectations to improve performance.

· Completes work by established timelines and routinely uses time efficiently.

· Completes work in time for sufficient supervisory review.

· Demonstrates professional job-specific skills necessary to provide the appropriate quality of work.

· Takes the initiative to learn higher level skills that enhance ability to contribute to the organization.

· Assists coworkers in response to fluctuations in workloads.

· Assist others in times of need without having to be asked.  

· Voluntarily assists others, including at times when the employee would not be expected to volunteer.
· Improves morale and work production by providing assistance within the organization.
Core Competency:  Job Knowledge  

· Serves as a technical/administrative resource to others.

· Utilizes occupational/technical knowledge and skills at work.

· Correctly interprets State laws and agency regulations and guidelines.

· Produces work and/or provides service at the expected levels of quailty.

Attachment B -- Performance Factors and Performance Areas (Optional)
Performance Factors and Performance Areas may form another section of an employee’s Performance Plan.  Performance Factors compose the broader categories; Performance Areas compose the items within the Factors.  Factors and Areas may be designed as appropriate to an employee’s class and assigned duties.  If optional Performance Factors and Performance Areas are used, assessment must be numeric, and must be included in an employee’s Overall Performance Evaluation Rating.  Examples are described below.

  ____    FACTOR:  SUPERVISION
U
S
O


(0)
(1)
(2)

  ____    Conducts PPS planning, progress reviews, and annual appraisals.
__
__
__


  ____    Ensures employees provide quality and timely work and service.
__
__
__


  ____    Motivates and develops others to accomplish goals and objectives.
__
__
__


  ____    Develops methods, procedures, and guidance for employees to complete work.
__
__
__


  ____    Provides feedback to employees in a friendly and constructive manner.
__
__
__


  ____    Delegates work to employees appropriately and effectively.
__
__
__


  ____    Allows employees to utilize authorized work-life programs (Flex-Time, etc).
__
__
__


  ____    Resolves routine personnel issues quickly, fairly, and effectively.
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__



         OVERALL FACTOR RATING
__
__
__

_____

  ____    FACTOR:  PROBLEM ANALYSIS AND DECISION MAKING
U
S
O



(0)
(1)
(2)


  ____    Identifies and resolves real and potential problems in a timely manner.
__
__
__


  ____    Obtains all relevant facts before making decisions.
__
__
__


  ____    Seeks input from others as appropriate.
__
__
__


  ____    Ensures decisions are made at appropriate levels.
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__


  ____    ____________________________________________________________
__
__
__



         OVERALL FACTOR RATING
__
__
__

_____


  ____    FACTOR:  PROJECT / TIME MANAGEMENT 
U
S
O



(0)
(1)
(2)


  ____    Completes assigned projects on time.  Averts crises.
__
__
__


  ____    Manages project workload in accordance with assigned priorities.
__
__
__


  ____    Schedules meetings, appointments, classes, and inspections appropriately.
__
__
__


  ____    Prepares reports, documents, materials, and correspondence as required.
__
__
__


  ____    ___________________________________________________________
__
__
__


  ____    ___________________________________________________________
__
__
__


  ____    ___________________________________________________________
__
__
__


  ____    ___________________________________________________________
__
__
__


  ____    ___________________________________________________________
__
__
__



        OVERALL FACTOR RATING
__
__
__

_____

Attachment C 

Performance Level Definitions 

Beginning April 1, 2007, the performance rating levels are defined by a statewide standard, as follows:

Level 3 (Outstanding)    This rating represents consistently exceptional and documented performance or consistently superior achievement beyond the regular assignment.  Employees make exceptional contribution(s) that have a significant and positive impact on the performance of the unit or the organization and may materially advance the mission of the organization.  The employee provides a model for excellence and helps others to do their jobs better.  Peers, immediate supervision, higher-level management and others can readily recognize such a level of performance.

Level 2 (Satisfactory)  This rating level encompasses a range of expected performance.  It includes those employees who successfully developing in the job, employees who exhibit competency in work behaviors, skills, and assignments for the job,  and accomplished performers who consistently exhibit the desired competencies effectively and independently.  These employees are meeting all the expectations, standards, requirements, and objectives on their performance plan and, on occasion, may exceed them.  This is the employee who reliably performs the job assigned and may even have a documented impact beyond the regular assignments and performance objectives that directly supports the mission of the organization.

Level 1 (Unsatisfactory)  This rating level encompasses those employees whose performance does not consistently and independently meet expectations set forth in the performance plan, as well as those employees whose performance is clearly unsatisfactory and consistently fails to meet requirements and expectations.

Marginal performance requires substantial monitoring to achieve consistent completion of work, and requires more constant, close supervision.  Though these employees do not meet expectations, they may be progressing satisfactorily toward a level 2 rating and need coaching/direction in order to satisfy the core expectations of the position.

Multi-Source Assessment (Optional)

This section describes optional Multi-Source Assessments.  Multi-Source Assessments may be used if feasible and appropriate.  Multi-Source Assessments, if utilized, can consider using assessment sources such as the employee, the employee’s superiors, the employee’s subordinates, the employee’s peers, the employee’s internal and external customers, and any other appropriate sources of an employee’s performance.  Methods in obtaining Multi-source Assessments could include Customer Satisfaction Surveys (if appropriate), meetings between raters and the employee’s peers and subordinates, and employee self-evaluations.  A description of the Multi-Source Assessment, if utilized, may be placed here or attached separately.

Example:
Twenty-five percent (25%) of the employee’s performance evaluation will be based upon the results of a Customer Satisfaction Survey developed jointly by the employee and the rater.  An additional twenty-five percent (25%) of the employee’s performance evaluation will be based upon the employee’s self evaluation, utilizing this performance plan.  The remaining fifty percent (50%) of the employee’s performance evaluation will be based upon the evaluation conducted by the employee’s immediate supervisor.
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