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	SSPR
	Success Strategy Performance Review

COA  Supervisor/Manager  Plan

                                      Fiscal   Year:  2012 / 2013

	
	
	

	
	
	

	
	
	

	Department


	Division


	Fiscal Year


	Plan Start Date



	Employee Name:


	Title:



	Supervisor’s Name:


	Title:




During SSPR Planning Meetings the supervisor will review the following items with the employee:

· Major job responsibilities, competencies and performance expectations including but not limited to the contents of this SSPR plan. 

· Employee development plan.

· Department policies and procedures regarding workplace safety.

· Eligibility for pay increases.
	City of Austin                  Vision 

  
	We want Austin to be the most livable community in the country.

	Department Mission


	

	Department Goals

related to position


	

	Department Program(s) 

related to position
	

	Department Activity(s) 

related to position


	


Employee: 

Dept/Division: 



Fiscal Year: 
	Priority #  
	Major Responsibility:   

	Description of key tasks and areas of responsibility 



	Individual Performance Measure(s)

 (Must have at least one measure to capture the key tasks listed above)

▪



	Mid-year Performance Rating  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Comments:



	Year-end Performance Rating  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Comments:




Use additional pages or delete planning pages as needed for the employee’s number of Major Responsibilities

Employee: 

Dept/Division: 



Fiscal Year: 
	Priority #  
	Major Responsibility:   

	Description of key tasks and areas of responsibility 



	Individual Performance Measure(s)

 (Must have at least one measure to capture the key tasks listed above)

▪



	Mid-year Performance Rating  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Comments:



	Year-end Performance Rating  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Comments:




Use additional pages or delete planning pages as needed for the employee’s number of Major Responsibilities

Employee: 

Dept/Division: 



Fiscal Year: 
	Priority #  
	Major Responsibility:   

	Description of key tasks and areas of responsibility 



	Individual Performance Measure(s)

 (Must have at least one measure to capture the key tasks listed above)

▪



	Mid-year Performance Rating  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Comments:



	Year-end Performance Rating  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Comments:




Use additional pages or delete planning pages as needed for the employee’s number of Major Responsibilities

Employee: 

Dept/Division: 



Fiscal Year: 
	Priority # 
	Major Responsibility:  COA Competencies

	Review and discuss the following COA Competencies with the employee. Discuss the meaning of each competency and its application as a City employee. Discuss how each competency impacts the employee’s major responsibilities and performance. Identify areas of focus for development and include in the Employee Development Plan page. For the Mid-year Feedback and Year-end Evaluation meetings determine whether the employee is “Competent” or whether “Development is Needed” for each competency.

Competent indicates the employee has reached a level of mastery and is able to demonstrate most or all aspects of the competency and can still continue to grow and develop.

Development Needed indicates there are specific areas the employee could improve as part of their Employee Development Plan.


	COA Competencies
	Supervisor Evaluation
	Comments

	
	Competent
	Dev Needed
	

	EMPLOYEE CORE COMPETENCIES

	Customer Service
	
	
	

	Cultural Competence
	
	
	

	Dependable & Trustworthy
	
	
	

	Effective Communication
	
	
	

	Problem Solving
	
	
	

	SUPERVISOR/MANAGER COMPETENCIES

	Leadership
	
	
	

	Decision Making
	
	
	

	Planning Priorities
	
	
	

	Employee Development
	
	
	

	Conflict Management
	
	
	

	 

	Determine an overall rating on the employee’s ability to demonstrate the above collection of competencies.  

	Mid-year Competencies Rating  

	(
Unsatisfactory
	(
Needs Improvement
	(
Successful
	(
Commendable
	(
Outstanding

	Year-end Competencies Rating  

	(
Unsatisfactory
	(
Needs Improvement
	(
Successful
	(
Commendable
	(
Outstanding


Employee: 

Dept/Division: 



Fiscal Year: 
	Employee Development Plan


Discuss appropriate development opportunities with the employee; it is not required to have an entry for each section.  For each opportunity you include please provide:

· WHAT: what is the activity; describe the development activity (i.e. department-specific training, classroom, online, coaching, job shadowing, etc)

· WHY: why is it important; what is the competency, performance/department goal, and/or employee development goal that will be addressed by this activity

· WHEN: when will the activity start and/or be completed

	Competency Development Opportunities
(following are activities to address development opportunities identified in the “Major Responsibility: COA Competencies” section)

	

	Performance and/or Departmental Development Opportunities
(following are activities to address development opportunities identified in Major Responsibilities section including any required department training)

	

	Professional Growth and Development Opportunities
(following are activities to address development opportunities to support employee’s career plan)

	


	
[image: image2.wmf] 


	       SSPR Meeting Signatures Page


Success Strategy Performance Review

	Employee: 


	Dept/Division:
	Fiscal Year:



	SSPR Planning  Meeting

	This is to acknowledge that my supervisor and I have discussed: 

· Major job responsibilities, competencies and performance expectations including but not limited to the contents of this SSPR plan. 

· Employee development plan.

· Department policies and procedures regarding workplace safety.

· Eligibility for pay increases.


	Meeting Date:  

Employee’s Signature: 
	Supervisor’s Signature: 

	Special Review

	(   New Employee 6 month Probation
	· Supervisory change

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Meeting Date:  

Employee’s Signature:
	Supervisor’s Signature:

	Overall Mid-Year Feedback Rating
Considering the ratings given on each of the Major Responsibility plan pages determine an Overall Mid-year Feedback Rating.  


	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Meeting Date:  

Employee’s Signature:
	Supervisor’s Signature:

	Overall Year-End Evaluation Rating

Considering the ratings given on each of the Major Responsibility plan pages determine an Overall Year-end Evaluation Rating.  

	(
Unsatisfactory Performance
	(
Performance Needs Improvement
	(
Successful Performance
	(
Commendable Performance
	(
Outstanding Performance

	Meeting Date:  

Employee’s Signature:
	Supervisor’s Signature:


Supervisors and Employees may use this space for additional comments including recognition for achievements outside the employee’s regular assignments, volunteer work, etc.
	Mid-year Feedback Comments

	

	Year-end Evaluation Comments
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	SSPR - Talent Management Discussion Guide

	Talent Management is an ongoing analysis and planning effort that ensures there is continuity in the organization when positions become vacant. This page is a discussion guide for those employees in leadership roles to discuss talent management by identifying critical roles and positions in your department and work teams and discussing ways to ensure the organization has sufficient “bench strength” to ensure continuity of service delivery.  


	Place a check next to each main question discussed:

	(
	1. Do you have the talent in place now needed to achieve your identified business goals?

· What are you doing to develop the talent needed to achieve your goals?



	(
	2. What are the most critical roles in your work team/department?

· What are you doing to develop bench strength for those roles?



	(
	3. Who are your critical performers?

· What are you doing to capture or retain the knowledge they have?

· Who are their designated backups?

· How is bench strength being developed to step in when needed?




Discussion Notes –
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	Success Strategy Performance Review

City of Austin Competency Definitions

	
	

	
	

	
	


	Employee Core Competencies

	Customer Service: The ability to accurately identify and determine customer needs and take appropriate actions or steps to address identified needs.

Cultural Competence:  The ability to recognize, value and include different perspectives, experiences, approaches and cultures in achieving organizational goals.

Dependable & Trustworthy:  The ability to gain and maintain the trust and confidence of others and the organization through consistency and reliability.

Effective Communication:  The ability to give, receive, or share thoughts, ideas, perspective, and data to create a shared understanding.

Problem Solving:  The ability to define, analyze and find solutions for difficult or complex problems.



	Supervisor/ Manager Competencies

	Leadership:  The ability to inspire, motivate and influence others to achieve individual and collective goals.

Decision Making:  The ability to make sound decisions in a timely manner that solve issues and stand the test of time.

Planning Priorities:  The ability to recognize, plan, focus upon, and work toward what is important or critical.

Employee Development:  The ability to recognize strengths and areas for improvement in others and to provide opportunities, guidance, and encouragement to build skills and capacity.

Conflict Management:  The ability to recognize, manage, and resolve conflict efficiently and equitably.



	Executive Competencies

	Boundaryless Perspective:  The ability to see a broad view of an issue or challenge across typical organizational lines and beyond the present.

Purpose and Vision:  The ability to create, convey, and instill a unified vision and purpose.

Strategic Thinking:  The ability to see past the moment and adapt to a rapidly changing environment.

Achieve Results:  The ability to achieve organizational goals and objectives.

Politically Savvy:  The ability to navigate relationships involving complex, emotional, and/or value-based issues in order to influence and achieve positive results.
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	Success Strategy Performance Review

Performance Rating Criteria 

City of Austin Performance Appraisal System

	
	

	
	

	
	

	    Unsatisfactory                      Performance                           Successful                        Commendable                             Outstanding                    

     Performance                  Needs Improvement                    Performance                       Performance                              Performance




Rating Major Responsibilities –

Unsatisfactory Performance

· Performance fails to meet documented performance expectations for major responsibilities.
· Performance is below what is expected of an employee normally working in this area. 
· Employee requires a high level of supervision or assistance to accomplish work results.

· Immediate improvement is necessary to meet the standard or acceptable levels of performance. 

In order to receive an Overall Rating of Unsatisfactory, the employee must have at least one Individual performance rating of Unsatisfactory in major responsibilities.   The supervisor will weigh the relative importance of the individual Unsatisfactory rating(s) against the other services and responsibilities being evaluated and determine the impact on the Overall Performance Rating.  The supervisor must have documentation to support their rating. 
The supervisor may initiate a Performance Improvement Plan (PIP) for any Unsatisfactory Performance rating.  The Performance Improvement Plan (PIP) must be in place for at least 3 months.  The employee must achieve a rating of Successful at his/her next evaluation following the completion of the PIP or be subject to reassignment, demotion, or termination of employment. 
Performance Needs Improvement
· Performance is below standard expectations in one or more major job responsibilities.
· Employee requires more than a normal level of supervision or assistance to accomplish work results.

· Improvement is necessary to meet satisfactory levels of performance.

In order to receive an Overall Rating of Needs Improvement, the employee must have at least one Individual performance rating of Unsatisfactory or Needs Improvement in major responsibilities. The supervisor will weigh the relative importance of the individual Unsatisfactory or Needs Improvement rating(s) against the other responsibilities being evaluated and determine the impact on the Overall Performance Rating.  The supervisor must have documentation to support their rating.
The supervisor may initiate a Performance Improvement Plan (PIP) for any Performance Rating of Needs Improvement.  The Performance Improvement Plan (PIP) must be in place for at least 3 months.  The employee must achieve a rating of Successful at their next evaluation following the completion of the PIP or receive an Unsatisfactory performance rating or be subject to reassignment, demotion, or termination of employment.
Successful Performance

· Performance fully meets standards and achieves all expectations and requirements in major job responsibilities

· Performance contributes what is expected of a qualified employee performing in this position.

· Performance requires a normal level of supervision and follow-up.

· Employee acquires or maintains knowledge, skills, or abilities to perform successfully.
In order to receive an Overall Performance Rating of Successful, the Individual performance ratings in nearly all major job responsibilities must be at a Successful level or higher.  There must be no more than one individual performance rating of Needs Improvement and no rating of Unsatisfactory Performance.  The supervisor must have documentation to support their rating. 

Commendable Performance

· Performance consistently and regularly exceeds performance expectations and requirements for major responsibilities. Performance is superior and commendable.
· Performance contributes more than what is expected of a qualified employee performing in this position.

· Employee requires minimal supervision to consistently produce results that exceed expectations.

· Employee learns both on-the-job and through their own initiative, acquires additional knowledge or skills, and applies additional knowledge or skills to his/her regular job performance.

In order to receive an Overall Performance Rating of Commendable, the Individual performance ratings in most major job responsibilities are at an Commendable level.  There can be no individual performance ratings below Successful. The supervisor must have documentation to support their rating.
Outstanding Performance

· Performance is noticeably outstanding; employee always demonstrates outstanding performance for major responsibilities.  Employee is a role model and far exceeds expectations.
· Employee requires minimal supervision in order to always produce exceptional results in their job responsibilities.
· Employee always learns both on-the-job and independently to acquire additional knowledge and or skills, and regularly applies new knowledge/skills to their regular job performance.  Employee inspires, assists, trains, or helps develop other employees in work-related skills initiatives.
· Performance always demonstrates initiative to plan and anticipate problems. Employee always takes appropriate action.
In order to receive an Overall Performance Rating of Outstanding, the Individual performance ratings in most major job responsibilities must be at an Outstanding level and no ratings below the Commendable level. The supervisor must have documentation to support their rating. 
Success Strategy Performance Review – Supervisor/Manager Plan
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