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Objectives

¢oProbationary Period

oEmployee Performance Review
oPerformance Improvement Plan
oG@rievance




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.



Probationary Period

* Increases * Providing tools to Work Quality
productivity complete their job  Monthly Appraisals

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

* Final Probation
* Improves their job them

skills to become
effective in the
workplace






Did the employee pass Probation? E









Non-Retention Packet

Personnel Lt. or DHRO/HR Manager provides packet

to supervisor

* Prepare letter of non-retention

* Prepare folder to include: cover sheet, table of
contents and documentation of failure to meet
standards

* Endorsement sheet

* Route through chain of command

If approved DHRO/HR Manager provides letter to
employee on Non-Retention




The purpose of the Employee Performance
Review 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.




EMPLOYEE PERFORMANCE APPRAISAL REPORT
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Type of Employee Performance Reviews

Monthly Review

Mid Probation

Final Probation

Annual Evaluation
Supplemental Evaluation

Timelines

Supervisors receives 45 days in advance
Supervisor must issue within 30 calendar days

after end of rating period
Employee has 5 calendar days to review & sign

contact personnel @ performance.reviews@sdsheriff.org
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cit input from previous supervisor/employee

Review assignments, achievements, and/or trainings taken

* Review status of previous goals
 Were they met?
 Were they not met?
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* Do not add your personal opinion

* Do not add medical information







What IF the Employee...




What is the purpose of a p¢

improvement plai

It is an effort to bring an employee’s work performance to a
standard level.

~ When a chronic work habit or an ongoing performance problem is
. observed or identified and attempts at remedying the problem by
' either oral or written communication from the supervisor have not
- been successful, a PIP would be appropriate.
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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.



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

Supervisory Guidance and Assistance is essential.

One on One weekly/bi-weekly meetings

.
p-.

of the PIP, when the supervisor will meet with employee and length of PIP (30,60,90 days)
o

Time Frames and Consequences: Critical benchmarks must be included in writing. The beginning

4
4

®




Performance Management Goal

Employee - knows exactly where they stand 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 them 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.



An allegation by an employee or
a group of employees that the
County has failed to provide a
condition of employment which
is established by Memorandum
of Agreement or by a
Departmental Policy or
Procedure Manual




Informal Grievance

* Employee shall discuss issue with supervisor

* Parties shall attempt to reach satisfactory
solution

Formal Grievance

* Written — Form served upon supervisor
* Ensure it’s a grievable issue

* Supervisor review and provide written
response TIMELY

*Always partner with Employee Relations*



Grievances — Formal Procedure

DSA

* Employee writes the grievance to immediate supervisor
within 14-WORKING days.

» Supervisor has 7-WORKING days after receipt of the
written grievance in which to review and answer the
grievance in writing after receipt.

SEIU

* Employee writes the grievance to immediate supervisor
within 10-CALENDAR days.

’2 . » Supervisor has 10-CALENDAR days after receipt of the
written grievance in which to review and answer the
]9 20 grievance in writing after receipt.

4 TEAMSTERS
?6 .+ Employee writes grievance to immediate supervisor
2] 23 ,' within 7-WORKING days.
1
:

» » Supervisor has 7-WORKING days after receipt of the
written grievance in which to review and answer the
grievance in writing after receipt.

ployee Relations*



Grievances — Formal Procedure
DSA

If the grievance is not resolved at this level, the
employee shall have seven 7-WORKING days from
receipt of the supervisor's answer within which to
file an appeal to the next level.

SEIU

If the grievance is not resolved at this level, the

I} ’2 employee shall have ten 10-CALENDAR days from
receipt of the supervisor’s answer within which to file

an appeal to the next level.

N

9 20 L TEAMSTERS

? = If the grievance is not resolved at this level, the

6 2] 23 ». employee shall have seven 7-WORKING days from
l
1

receipt of the supervisor's answer within which to file

© + an appeal to the next level.
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Thank You





