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Performance Management is a

oo REqUirement mandated by

State Personnel Board Rule 14

478-1-.14

Performance Management

CLICK HERE to read the

SPB Rule on Performance

Management
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RESOURCES

ePerformance materials and information can be
found on the SPA web site at
http://www.spa.ga.gov/employees/perfMgmtProce
ss.asp

User Productivity Kits (tutorials) are
found under Module 12 e-performance
at http://route88upk.state.ga.us/toc.html
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PURPOSE

np

Performance management is

not intended as a once-a-year
planning and evaluation
session - it is, by design,
Intended to be a deliberate
year-round process during
which an employee executes
their performance plan; and
the manager manages by
providing ongoing coaching
and development to assist
the employee to successfully
meeting the goals of the
plan.



us  THE 4 PHASES

2
Performance

1

» Competencies

Ll Performance - h - Observation

J oals - - \

- Responsibilities P|alllllll9 oac Ing 2-Way Feedback
¥ 1777 Establish Create » Documentation

« Individual Desired Results

Desired Results
Development Plan

» Ongoing
Development

3

Performance Performance
Recognition Evaluation
Acknowledge Measure

Results Review Documentation

Desired Results

* Flexibility

» Achievement » 5-Point Rating Scale

e Personal Growth * Management Approval

« Challenging Work * Annual Meeting




DBHDD

9-POINT RATING SCALE
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Description

5- Exceptional Performer

Employee exceeded all performance expectations. Employee was an exceptional
contributor to the success of the department and the State of Georgia. Employee
demonstrated role model behaviors.

4- Successful Performer — Plus

Employee met all and exceeded most (more than 50%0) of the established
performance expectations.

3- Successful Performer

Employee met all performance expectations and may have exceeded some (less
than 50%). Employee was a solid contributor to the success of the department and
the State of Georgia.

2- Successful Performer —
Minus

Employee met most (more than 50%0), but failed to meet some (less than 50%b)
performance expectations. Employee needs to further improve in one or more
areas of expected job results or behavioral competencies.

1- Unsatisfactory Performer

Employee did not meet all or most (more than 50%) of the established
performance expectations. Employee needs significant improvement in critical
areas of expected job results or behavioral competencies.

Not Rated

New hire or transfer within five months of end of performance period




- EVALUATION PROCESS -OVERVIEW

FY12 & FY13

‘Manager L

* Create
Performance
Plans through
Cloning or
Create New
Process
(June 2012
or with New
Hire)

Manager I _> Employee l
- Vil N
= «Establish “— . Complete
Evaluation Self |
Criteria for Evaluation for
FY2013 EL%?::II:%O
July 2012 -20,
i 2012)
W




EVALUATION PROCESS -OVERVIEW

|

. Ll >
* Complete * Approve Performance

Employee submitted Review Meeting
Evaluation Evaluations with Employee
and Submit
to Manager
for
Changes/
Approval




The Performance Plan

Section 1 — Pre Populated Statewide Core
Competencies

Section 2 — Individual Goals/Competencies—
DBHDD Does Not Use

Section 3 - Pre Populated Responsibilities—
must be edited

Section 4 - Individual Development Plan-
(Optional)

.



Make Section 3 ‘“Job Responsibilities” SMART when
possible

Responsibility: Administers Medication

Specific: Administers prescribed medications by direct
distribution to and interaction with individuals, as directed

Measurable: Completes 100% of medication distribution for
assigned individuals at each prescribed interval

Attainable: Accurately records distribution, explanation, side
effects of prescribed medications

Relevant: Yes. Individuals prescribed medication must take

medication as prescribed in support of recovery, and may not
have self-serve access.

Time-Bound: On each assigned shift.

DBHDD



Section Weights

0 - Re0 20 0 0
0]0 0
Section 1. Statewide Competencies Yes Required | 25% to 100%
» Core Competencies (all employees)
(50%0)
Leadership Competencies (managers with
direct report employees)
Rated at end
of
performance
period
Section 3: Job Responsibilities Yes Required | 0% to 75%
+ Pre-populated using SPA job descriptions
MUST be edited for accuracy.
(50%0)
Not Rated | Section 4: Individual Development Plan No Optional | Not Weighted
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RATINGS & WEIGHTINGS

Each performance expectation within each
section Is assessed and rated individually:

Section 1: Statewide Core Competencies-
Weighted at 50%

Section 3: Job Responsibilities-
Weighted at 50%



Process review; begin thinking about goals
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MANAGER PLANNING AND EVALUATION PROCESS
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MANAGER EVALUATION PROCESS
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CREATING AND CLONING DOCUMENTS

CLICK HERE for Printable Directions and
Performance Planning Tools



http://www.spa.ga.gov/employees/perfMgmtProcess.asp
http://www.spa.ga.gov/employees/perfMgmtProcess.asp
http://www.spa.ga.gov/employees/perfMgmtProcess.asp

CREATING DOCUMENTS
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Step 1: Log into ESS/TEAMWORKS

Step 2: Click on Manager Self Service

Step 3: Click Performance Management

Step 4: Click on Performance Documents

Step 5: Click on Create Documents

HCM 9.1 update L



(G DOCUMENTS
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Step 6: Click on “Continue”

Step 7: Click on the “Scrollbar” to view all direct reports

Step 8: Select the employee(s) you want to create a document for and click
continue.

Step 9: Enter the parameters for creating the document

Step 10: Click “Create Documents”

Continue to enter parameters for document- indicate whether to “create from prior document”

Select Prior document and Click “Create Document”

HCM 9.1 update .
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CREATE YOUR DOCUMENTS

Click Below to Access Team Georgia to Create and Clone
ePerformance documents for your employees.

Teamworks Self-Serve log In
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QUESTIONS

In DBHDD Contact Human Resources or
the ePerformance Help desk at
1-877-318-2772 or
talentmanagement@spa.ga.gov
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