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EMPLOYEE PERFORMANCE APPRAISAL REPORT
COUNTY OF SAN DIEGO - DEPARTMENT OF HUMAN RESOURCES
SECTION A - IDENTIFYING INFORMATION
WHEN COMPLETED, MAKE TWO COPIES CHECK APPROPRIATE BOX AND DISTRIBUTE:
REASON FOR RATING
RATING  PERIOD
STATE  REASON  AS  SEPARATION, PROMOTION,  DEMOTION, TRANSFER  SUPPLEMENTARY, ETC.
MID PROBATION     FINAL PROBATION      REGULAR      DEPT GENERATED
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SECTION B - ITEMIZED CHECK LIST 
SECTION C - OVERALL RATING
Employee's  immediate  supervisor  should  check  each  item  in  the  appropriate  column.  Report  must  be  completed  in  ink.  Any  changes  made  in  the  report  subsequent  to  the  employee's  signing  require  initialing  by  the  employee  and  person making the changes. 
Employee's  immediate  supervisor  should  check  the  box  which  best  describes  the  overall  performance  of  the  employee  during  the  period.  Specific  written  comments  are  required  to  justify  outstanding  or  unsatisfactory  ratings.
ALL EMPLOYEES:
COMMENTS
EMPLOYEES WHO SUPERVISE:
 SECTION D - SIGNATURES
APPEAL OFFICER'S SIGNATURE
I REQUEST AN APPOINTMENT TO DISCUSS THIS REPORT WITH THE APPEAL OFFICER DESIGNATED BY MY APPOINTING AUTHORITY.
I HAVE DISCUSSED THIS REPORT WITH MY SUPERVISOR
EMPLOYEE'S SIGNATURE:
EMPLOYEE'S
SIGNATURE:
ADDITIONAL ITEMS:
  APPEAL REVIEW COMPLETED
   _________________________________________________  TITLE   ____________________________
RATED BY:
REVIEWED BY
(3)
(1)
(2)
(4)
(5)
   _________________________________________________  TITLE   ____________________________
________________________________________________________________________
  1. ATTENDANCE
  2. PUNCTUALITY
  3. PHYSICAL FITNESS
  4. SAFETY PRACTICES
  5. PERSONAL NEATNESS
  6. COMPLIANCE WITH RULES / REGULATIONS
  7. COOPERATION
  8. ACCEPTANCE OF NEW IDEAS / PROCEDURES
  9. APPLICATION OF EFFORT
10. INTEREST IN JOB
11. ACCURACY OF WORK
12. QUALITY OF JUDGEMENT
13. PUBLIC &/OR EMPLOYEE RELATIONS
14. WRITTEN EXPRESSION
15. ORAL EXPRESSION
16. EQUIPMENT OPERATION
17. NEATNESS OF WORK
18. PERFORMANCE W / MINIMUM SUPERVISION
19. PROMPTNESS IN COMPLETING WORK
20. VOLUME OF WORK PRODUCED
21. PERFORMANCE UNDER PRESSURE
22. PERFORMANCE IN NEW WORK SITUATIONS
  1. COORDINATING WORK WITH OTHERS
  2. ACCEPTANCE OF RESPONSIBILITY
  3. ESTABLISHMENT OF WORK STANDARDS  
  4. TRAINING AND LEADING STAFF
  5. PLANNING AND ASSIGNING WORK
  6. FAIRNESS AND IMPARTIALITY TO STAFF
  7. CONTROL OF STAFF
  8. ADEQUACY OF INSTRUCTIONS
  OUTSTANDING
STANDARD       
UNSATISFACTORY
IMPROVEMENT NEEDED
REFER TO RATER GUIDELINES AND EMPLOYEE INFORMATION ON THE INSTRUCTIONS PAGE
ABOVE
STANDARD
Click Here to enter "Comments"!
DOES NOT APPLY
OUTSTANDING
ABOVE STANDARD
STANDARD
IMPROVEMENT NEEDED
UNSATISFACTORY
________________________________________________________________________
INSTRUCTIONS FOR COMPLETING PERFORMANCE APPRAISAL REPORT
Instructions:
All raters, supervisors, and appeal officers are instructed to review Human Resources Policy and Procedure 1003,  EMPLOYEE PERFORMANCE APPRAISALS, before the performance appraisal is conducted. It is necessary for the rater to insure that the employee understands the information presented in the tables below.
INFORMATION EMPLOYEE NEEDS TO KNOW
Introduction:
In order for an employee to participate appropriately in the appraisal process,  supervisors should communicate the following:
RATER / SUPERVISOR GUIDELINES
Procedure:
Use this table to select the appropriate ratings:
HOW TO COMPLETE PERFORMANCE APPRAISAL FORM
Procedure:
The rater / supervisor follows these steps in consultation with the reviewer:
*See DHR Policy 1003 regarding Employee Performance Appraisals - Performance Based Step Advancement procedures.
KEY POINTS
INFORMATION EMPLOYEE NEEDS TO KNOW
Performance standards
Performance is being measured against standards that were communicated in advance of the actual performance.
Five days to review
When the completed performance appraisal form is given to the employee, the employee may take up to 5 days to review before signing.
Meaning of signature
The employee’s signature does not mean agreement.  It merely acknowledges that the supervisor has communicated  the appraisal and that the employee has read the appraisal.
Requesting an appraisal
An employee may request a performance appraisal from the appointing authority under two conditions:
 
>     a scheduled appraisal has not been conducted and is overdue (more than 30 days late), or
>     a previous rating had an overall rating of “below standard.”
Appealing an appraisal
The performance appraisal may be appealed to the appointing authority.  The appointing authority shall either:
>     appoint an unbiased appeal officer within 7 days of the request, or
>     at the employee’s request, provide a list of 3 unbiased appeal officers from which the employee selects
       one.
RATING
DEFINITION OF RATING
GUIDELINES
Outstanding
Exceptional, extraordinary, well above standard.
Use when performance is exceptional.
Above standard
Better  than  performance  expected  of  a  fully competent employee.
Use when performance consistently exceeds standards.
Standard
Satisfactory and competent performance.
Use  when  all  standards  required  for  successful performance are met.
Improvement needed *
Less than what is expected. 
Use when performance standards are not met.
Unsatisfactory *
Unacceptable.
Use when there are significant performance problems.
STEP
ACTION
1.
Completes “SECTION A: IDENTIFYING INFORMATION”, at the top of form if appraisal is originated by department or employee.
2.
Prepares “SECTION B: ITEMIZED CHECKLIST” and “SECTION C: OVERALL RATING” in draft form.
3.
Meets and discusses appraisal with employee in private.
4.
Considers input from employee.
5.
Makes appropriate changes to draft and finalizes appraisal.
6.
Signs appraisal and gives original to employee for signature.Gives copy to employee if employee wants to consider it before signing (5 days allowed).
7.
Gives copy of signed appraisal to employee before original is sent to reviewer.
8.
Makes copies for department and employee after reviewer signs and sends original to Department of Human Resources.
If reviewer changes rating, go back to step 3 above.
If employee appeals rating, go to appeal process identified in Human Resources Policy 1003.
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