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erformance Appraisals

» Sheriff's Policy and P.f
3.5 Employee Perfo
Appraisal

» DHR Policy and Prc
1003 and Civil Sen

» Timely Performance apg



Types of Appraisals

While Employee is on Employee has passed
Probation Probation

» Monthly » Annudl

» Mid Probation » Supplemental

» Final Probation




Why Probationary Period?

Evaluate if Employee is Fully Qualified to do the Job.
Provide Proper Training

Regularly Meet with Employee about their Performance and
Document

Complete Monthly's and any Additional Training Evaluations done
by Trainers



Why are Performance Appraisal’s l
Important?

Ensure Communication between the Supervisor and Employee.

Should address any Good and Bad Performance



Probationary Extension Basics

Typically - Done for Approved

Absences or Limited Duty

BEFORE the end of the Final Rating Period.
Only Final Probation is Extended
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Contact - Sworn- Career Path Sergeant Contact - Professional -
DHRO



Performance Appraisals While on
leave or light duty

» Original supervisor is responsible for completing the appraisal, but
should ask the TAD supervisor for input.

» Appraisal Statement: "Employee was on approved leave/ Limited
Duty from DATE to DATE."

» Medical information should never be documented on a
Performance Appraisal form

» The reason for the leave or limited duty is not included.




Supplemental
Performance Appraisal

- Has Significant Performance Changes
- Transfers, Terminates, Promoies or Reftires

- Has not received a Performance Appraisal for
the Regular Cycle




Non-Retention / Failure of
Probation

» Significant Unresolvable Performance Issues
» Multiple Discussions with Employee / Manager
» Documentation

» Discuss with Command / Employee Relations



Supervisor’s Responsibilities

< Supervisor receives Appraisal 45 days in Advance

< If you have not received the appropriate form contact the Personnel
Performance Management

https://ssp.sdsheriff.com/HRB/Personnel/Employee%20Performance%20Measurement/default.aspx

< Tip: Add a Calendar Appointment for a reminder for all your Staff's
Appraisals



Appraisal Timelines







GUI

Reviewer
reviews BEFORE
providing to
Employee

Prepare a draft
for the reviewer
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Know when it's
Due

Plan time to
write appraisal

Gather
documentation

Solicit input
from employee




Writing the Performance Appraisal l

PLAN

o] L 2

PERFORMANCE
REPEAT | —> MANMEME N'r

MEAS

Z FOLLOW-UP ] lMPROVE




Review Documentation

» Review the Station File for the Rating Period
» Ask for previous Supervisor for Feedback .
» Gather all Log Events

» Review assignments, achievements, commendations, training,
and documentation

» Was all required training completed on tfime?

» Review the status of previous goals, if the goal was
completed, or not completed, why?¢



Writing the

» Perforrnr
period

» Enti
COU(L

Appraisal l




Tip: Writing the Draft

» NO Surprises to the Employee.
» Be sure that any need improvement categories were:
» Discussed with the employee

» Documentation that justifies the need for
Improvement

» Rate appropriate



DO NOT INCLUDE

» Personal Opinion
» Personal Information

» (Race, Disability, Age, Sex,
Religion, etc)

» Medical Information
» Past Perfformance




|A Investigation

ACTIVE IA
% Situation: Employee has a current |A investigation.
% Supervisor Responsibility: The Appraisal forms

should not address an IA investigation until
completed.

% Sustained Completed IA
% Situation: Employee had a sustained I|A.

% Supervisor Responsibility: The supervisor can
indicate:

% "Employee had a sustained IA for Policy Section
### andreceived a.......... i




Supervisory Responsibility:

Supervisory Responsibility:
v Make appropriate changes to the draft

v Review the suggested changes with the reviewer, finalize the
appraisal.

v Provide the finalized appraisal to the employee for signature.

v Provide the finalized appraisal fo the employee within 30 days of the
end of the rating period.

» IMPORTANT: The employee has 5 days to consider the Evaluation.
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Employee Signs

Employee electronically signs the appraisal and
sends to rater.

Rater electronically signs the appraisal and sends to
the Reviewer

Reviewer signs the appraisal. Sends the electronic
appraisal via email to Personnel.



Employee Refuses to Sign

Rater writes, "Employee refuses to sign”
on the employee signature block.
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Rater scans and sends the electronic
appraisal via email to Personnel,

employee and supervisor.

The hard copy can be mailed to
Personnel.



Employee Wants to Appeal

Employee electronically signs the appraisal in the "Appeal” section and emails the
signed appraisal to the rater.

Rater electronically Signs the Appraisal, emails the Reviewer and Copies the
Employee.

Reviewer signs the Appraisal and Sends 1o Personnel, Employee and Supervisor.

Personnel provides the Appraisal to the Appeals Coordinator to start the Appedl
Process.



Employee Wants to Write a Rebuvtital l

= POBR, Departiment Policy and SEIU MOA provide

for the abillity for an employee to write a rebuttal

p\ W

» Employee provides the written rebuttal to the
Rater CF

= Rater reviews the rebuttal and addresses the | ;
ifems in the rebuttal.



Employee Wants to Seal the
Appraisal

Civil Service Rule V - Employees requests the
Civil Service Commission to seal their appraisal.

Civil Service Commission decides if it should
be sealed - 1 time in 10 years

Refer any questions the employee may have to
Employee Relations.



Electronic Performance Appraisals

» Send electronic copy to
performance.reviews@sdsheriff

.org

» Use the following format to title
EPRs: last name, first
name_PeopleSoft ID

(ex: Doe, Jane_012345)



mailto:performance.reviews@sdsheriff.org




