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Presenter Notes
Presentation Notes
It allows you to better engage with your team
It opens the door for communication 
It can improve productivity
Provides support and encouragement 
Continuous feedback



Objectives

¢oProbationary Period

cEmployee Performance Evaluations
oAddressing Performance
oPerformance Improvement Plan




The Probationary period is a .
key step in determining

whether a new employee can
do the job or not.

As a supervisor it’s your job to
TRAIN, PREPARE and EVALUATE

a probationary employee.
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Presenter Notes
Presentation Notes
It is your job as a supervisor or trainer to train, prepare and evaluate a probationary employee



Probationary Period

* Increases * Providing tools to Work Quality
productivity complete their job e One on One

* Increases employee * set SMART goals * Monthly Review
confidence and strive to achieve e Mid Probation

* Improves their job them e Final Probation

skills to become
effective in the
workplace


Presenter Notes
Presentation Notes
When employees are provided with the necessary training and development opportunities, they feel more confident in their abilities to perform in their roles
Communicate to employee
Purpose of the position
Areas of responsibilities 
Duties and tasks assigned to the position
Job expectations 

Tools for the job:
Email access, LMS access, 
Headsets (if needed) for meetings, for phones
Contact information

SMART Goal
Specific Measurable Achievable Relevant and Timeliness

Evaluate:
Providing them honest feedback 


Did the employee pass Probation? vesorno


Presenter Notes
Presentation Notes
Yes – Awesome continue to provide feedback consistently
	No- Move towards Non-Retention

Only final probationary evaluations can be extended:
	FML/Illness
	Before end of the final rating period
	Contact: Career Path Sergeant or DHRO for Professional Staff
		Only they can determine new dates


Non-Retention Process

Were job expectations provided to the employee?
Was proper training provided to the employee?
Were monthlies completed on time?

Was feedback provided to employee?

Were all required training completed on time?

Did you as a supervisor provide all resources and tools to complete the
job requirement?
Did you do enough for employee to succeed?


Presenter Notes
Presentation Notes
Log Entry: The log entry is a one sentence entry that must be followed exactly: "On (today's date) I spoke with (Employee's name) regarding Sheriff's Policy & Procedure (Applicable section), (Applicable title).“
DOVC: Discussion of Verbal Counseling
MOD: Supervisors may make a written record of the facts leading to counseling (DOCUMENTATION OF VERBAL



Non-Retention Process

What's Next?
Who do you call/inform?
What documents are required to move forward?


Presenter Notes
Presentation Notes
Have you discussed with Command and Employee Relations on next steps? Have you discussed with the DHRO 

Log Entry: The log entry is a one sentence entry that must be followed exactly: "On (today's date) I spoke with (Employee's name) regarding Sheriff's Policy & Procedure (Applicable section), (Applicable title).“
DOVC: Discussion of Verbal Counseling
MOD: Supervisors may make a written record of the facts leading to counseling (DOCUMENTATION OF VERBAL
Monthlies
Mid Probation evaluation

Any questions before we move on to the next topic?


The purpose of the Employee Performance
Evaluation is to make sure that employees are
meeting the standard set forth for the position
they were hired for.

In order to manage performance an
employee must know what is expected of
them in their position.



Presenter Notes
Presentation Notes
Managing performance is a challenge for all of us. 

Includes organizing, planning, establishing work standards, reviewing work products and work behaviors. Giving and receiving ongoing feedback to employees in order to be successful. 

Suggestions through out the year:
Folder with emails on kudos/feedback provided

Sheriffs P&P 3.5
DHR P&P 1003 – step by step performance appraisal process
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Presenter Notes
Presentation Notes
Utilize EPAR in order to access performance

Utilizing EPAR
Job Knowledge
Attendance
Communication
Accuracy/Quality of Work
	
Are employees meeting their goals? Are they working well with others? Is the quality of their work high enough to warrant a raise? 
Did they go Above and beyond


s Type of Employee Performance Evaluation

A 1K A — IIEN | BV ING IREDHRAL S TR SRR, SRR A
[T TN T - e rk .

R Monthly Review
e Mid Probation

E N Annual Evaluation
E oowmre—— — Supplemental Evaluation
= e Timelines
= =t Supervisors receives 45 days in advance
T e —— Supervisor must issue within 30 calendar days
— LS after end of rating period
L Employee has 5 calendar days to review & sign



Presenter Notes
Presentation Notes
Supplemental appraisals may be originated by the appointing authority under the following conditions:

Employee receives an overall rating below standard and requests a supplemental appraisal
Terminates, Transfers, Promotes or Demotes
Employee has significant performance changes
When the employee has not received a performance appraisal for the regular cycle

Supervisor Must Issue within 30 Calendar Days After End of Rating Period

contact personnel @ performance.reviews@sdsheriff.org




Guidelines

e Know when the evaluation is due

Gather all documentation
e Station file
* Log Events/MODs
* Emails/Kudos

Solicit input from employee
* Review assignments, achievements, and/or trainings taken

* Review status of previous goals
 Were they met?
 Were they not met?


Presenter Notes
Presentation Notes
Broadband employees 


What if employee has an |IA /Leave of Absence

Employee has a current IA investigation
The appraisal should not address any IA information
Employee had a sustained IA investigation
Supervisor can indicate:
“Employee had a sustained IA for Policy Section XX and receive a..... On DATE”
Employee is on a leave of absence

Supervisor can indicate:
“Employee was on approved leave of absence from DATE to DATE”

Employee is on limited duty

Supervisor can indicate:
“Employee was on approved limited duty from DATE to DATE. While on limited
duty they performed....”



What IF the Employee...



Presenter Notes
Presentation Notes
Employee refuses to sign: Rater writes “Employee refused to sign”
Employee wants to write a rebuttal: Employee provides the written rebuttal to the rater and rater reviews the rebuttal and addresses the items in the rebuttal if needed and submits with PA
Employee want to appeal PA: Employee electronically signs the appraisal in the "Appeal" section  and emails the signed appraisal to the rater. Reviewer signs the Appraisal and Sends to Personnel, Employee and Supervisor. Personnel provides the Appraisal to the Appeals Coordinator to start the Appeal Process-Timelines are crucial 
Employee would like to seal the PA: Employee makes the requests directly to the Civil Service Commission to seal their appraisal. Civil Service Commission decides if it should be sealed * Refer any questions the employee may have to Employee Relations  


Hi Maria-Elena,
 
Here is some important information that Supervisor's should have about the Performance Evaluations.
 
Here is the link to the Sharepoint page for Employee Performance Management: https://sdsheriff.sharepoint.com/HRB/Personnel/Employee%20Performance%20Measurement/SitePages/Home.aspx
 
The blue button titled "Evaluation Due Report" is where Supervisor's should go to view the report that show upcoming and over due Performance Evaluations. If a new supervisor is not able to access this when they select the button, please have them reach out to the Performance Eval Help Desk (Performance.reviews@sdsheriff.org) or Alicia Pflieger (alicia.pflieger@sdsheriff.org) to request access to the report and she will give it to them.
 
Also, if a Supervisor didn't receive the PeopleSoft generated evaluation template for their employee they can reach out to the Performance Eval Held Desk or Alicia Pflieger and she will get them the correct template (this is for Mid, Final and Annual Evaluations). It's best practice to use the PeopleSoft generated template to reduce incorrect dates or information because if that information is incorrect we will send it back for the Supervisor to correct.



Addressing Performance

Consider taking these steps to manage poor performance
within your team:

e Establish the issue

Address the issue immediately

* Document the process

e Ask questions

* Encourage accountability

e Recognize the person's strengths

* Provide honest feedback


Presenter Notes
Presentation Notes
How do you address poor performance in the workplace?





Addressing Performance

e Stick to the facts and underline expectations
e Emphasize behavior

e Align records of past performance

e Describe proof of misconduct

* |dentify and present consequences


Presenter Notes
Presentation Notes
How do you address poor performance in the workplace?






Performance Improvement Plans (PIP)

* The PIP is not appropriate when department or agency rules have been violated
that warrant immediate corrective action.

* The PIP is not appropriate as an alternative to the accommodation of disability-
related work restrictions.

* The PIP is not appropriate when an issue only occurs sporadically.

* The PIP is not appropriate for most attendance issues.


Presenter Notes
Presentation Notes
The PIP is not discipline and will not be included as a permanent record in the employee’s personnel file. If the employee is not successful with their PIP, their continued failure to perform the duties of their position may lead to progressive discipline. The PIP document itself should not be included as a permanent record.



Performance Improvement Plans (PIP)

Cite the standards and how the employee failed to meet them.

Supervisory Guidance and Assistance is essential.

One on One weekly/bi-weekly meetings

Time Frames and Consequences: Critical benchmarks must be included in writing. The beginning
of the PIP, when the supervisor will meet with employee and length of PIP (30,60,90 days)



Presenter Notes
Presentation Notes
Provide an example of the PIP for their reference

The PIP is not discipline and will not be included as a permanent record in the employee’s personnel file. If the employee is not successful with their PIP, their continued failure to perform the duties of their position may lead to progressive discipline. The PIP document itself should not be included as a permanent record.



Performance Management Goal

Employee - knows exactly where he or she stands in relation to
achieving goals and reaching performance milestones that contribute
to career development, promotions and more.

Supervisor - gains insights into the motivations of the people working
for him/her through the required conversations.

Department - retains motivated employees who understand their role
and the roles of others in contributing to the overall success of the
organization.
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