
State of Iowa Individual Performance Plan and Evaluation – Part 1 – Employee, Position, and Agency Information

	Name:
	First Name Last Name
	
	Department:
	Name of Department

	Class Title: 
	Supervisor
	
	Division/Bureau:
	Division/Bureau title

	Position Number:
	XXX-XXX-XXXX-XXXXX-XXX
	
	Work Unit:
	Work Unit title

	Period Covered:
	7/1/2003
	to
	6/30/2004
	
	Work Location:
	Location

	Purpose:
	 FORMCHECKBOX 

	Annual Review
	 FORMCHECKBOX 

	Probationary Review
	 FORMCHECKBOX 

	Other:
	     

	State Vision:
	Growing Hope and Opportunity
	Enterprise Goal(s):
	N/A

	Agency Strategic Plan Goal(s):
	Create mechanisms for customer input about how the products and services they buy will be structured.Implement entrepreneurial management. 

	Performance Plan Core Function(s):
	Resource Management

	Agency Mission Statement:
	Meet customer needs so they can better serve their customers, the citizens of Iowa 

	Job Contributes to the Mission by:
	Translates customer input into service delivery provided by unit. 

	


	Work Performed/Core Responsibilities—activities, services provided and/or products produced by this position (or attach copy of PDQ):
Supervises unit of service providers: creates welcoming, productive work environment supportive of workplace diversity, makes hiring decisions, develops individual performance plans and evaluates performance, establishes individual development plans, approves leave requests, makes and reviews work assignments, handles discipline and discharge situations. Participates on special project teams or conducts special projects, as assigned.

	

	The Performance Plan for this period has been discussed by the employee and the supervisor.

	
	
	
	6/24/2003
	
	
	
	6/23/2003
	

	Employee Signature
	Date
	Supervisor Signature
	Date

	Next Higher Management Level Signature:
	
	Date:
	6/23/2003
	


State of Iowa Individual Performance Plan and Evaluation – Part 2 – Alignment with the Agency Performance Plan

	STRATEGIES FOR THIS RATING PERIOD

	EXPECTATIONS AND EVALUATION

	Individual Performance Strategy

(Goal)
	Action Steps
	Performance Criteria
	Timetable

	1. Establish individual performance plans for all staff in unit. 
	1. Review department's annual performance plan with supervisor.

 2. Highlight key goals, strategies for unit.

3. From top management, obtain enterprise goal(s), agency strategic plan goal(s), performance plan core function(s).

4. Determine individual strategies (goals).

5. Determine Measures and Timetables.

6. Obtain input from employees.  

	1. Department performance plan reviewed.

2. At least 2 goals or strategies identified for unit

.3. Goals and core functions described in action steps obtained.

4a. At least one individual strategy (goal) determined for each employee supervised.

4b. No more than four individual strategies used for each employee supervised.

5. At least two measures developed for each individual strategy (goal).

6. Input obtained prior to start of each individual performance plan. 

	1. July 11, 2003

2. July 18, 2003

3. July 18, 2003

4a-6. Ongoing 


	RESULTS:      
 FORMCHECKBOX 
 Exceeds Expectations
 FORMCHECKBOX 
 Meets Expectations
 FORMCHECKBOX 
 Does Not Meet Expectations

	

	Individual Performance Strategy

(Goal)
	Action Steps
	Performance Criteria
	Timetable

	2. Prepare individual development plans (IDPs) for all staff in unit.
	1. Complete performance evaluations.

2. Determine development needs.

3. List possible development activities.

4. Select most appropriate methods of development.

5. Write IDP.6. Monitor completion progress. 

	1. Evaluation completed within 30 days of end of evaluation period.

2. Development needs determined and documented on evaluation.

3. Development activities listed.

4. Development methods selected.

5. IDP written.

6. Development plan report completed.

	1-5 Ongoing

6. June 30, 2004


	RESULTS:      
 FORMCHECKBOX 
 Exceeds Expectations
 FORMCHECKBOX 
 Meets Expectations
 FORMCHECKBOX 
 Does Not Meet Expectations

	

	Individual Performance Strategy

(Goal)
	Action Steps
	Performance Criteria
	Timetable

	3. Promote appreciation of diversity in work unit.
	1. List all diversity-related training courses attended by staff. Determine additional training needed.

2. Review Department's affirmative action plan for FY '04.

3. Determine areas of underutilization for unit..

4. Develop work plan.

5. Complete work plan. 

	1. Lists completed.

2. AA plan reviewed.

3. Areas of underutilization determined and posted in your office.

4. Work plan developed.

5. Work plan completed.

	1. July 25, 2003

2. November 1, 2003

3. November 1,l 2003

4. December 1, 2003

5. June 30, 2004 


	RESULTS:      
 FORMCHECKBOX 
 Exceeds Expectations
 FORMCHECKBOX 
 Meets Expectations
 FORMCHECKBOX 
 Does Not Meet Expectations

	

	Individual Performance Strategy

(Goal)
	Action Steps
	Performance Criteria
	Timetable

	4. Provide appropriate and effective supervision to staff.
	1. Review standards for supervision with supervisor.

2. With supervisor,  establish development plan.

3. Review own performance in preparation for annual performance evaluation meeting and submit to supervisor.  

	1a. Standards reviewed.

1b. Standards followed.

2. Individual Development Plan established.

3.Performance input submitted to supervisor.

	1a. July 4, 2003

1b. Ongoing after July 4, 2003

2. July 18, 2003

3. June 12, 2004


	RESULTS:      
 FORMCHECKBOX 
 Exceeds Expectations
 FORMCHECKBOX 
 Meets Expectations
 FORMCHECKBOX 
 Does Not Meet Expectations


State of Iowa Individual Performance Plan and Evaluation – Part 3 – Achievements, Strengths, and Overall Rating

	Supervisor’s Comments:
	Employee’s Comments:


	Achievements and Strengths:

     
	My noteworthy achievements:

     


	Additional comments:

     
	Additional comments:

     


	Development Plans:

     
	Support I need to improve my performance:

     


	Exceeds Expectations:  The employee consistently performs well beyond expectations (strategies/goals, action steps, performance criteria, and timetables) and does outstanding work.

Meets Expectations:  Performance consistently fulfills the job requirements and expectations (strategies/goals, action steps, performance criteria, and timetables). The employee is doing the job expected for employees in this classification.

Does Not Meet Expectations:  Performance does not consistently meet expectations (strategies/goals, action steps, performance criteria, and timetables).

	

	Overall Rating:
	 FORMCHECKBOX 
 Exceeds Expectations
	 FORMCHECKBOX 
 Meets Expectations
	 FORMCHECKBOX 
 Does Not Meet Expectations

	I have received a copy of this performance evaluation and it has been discussed with me. I understand that my signature does not necessarily indicate agreement.

	Employee Signature:
	
	
	Date:
	     
	

	Supervisor Signature:
	
	
	Date:
	     
	

	Next Higher Level Management Signature:
	
	
	Date:
	     
	

	Recommended Actions:  Salary Increase (for non-contractual positions only)   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
	

	 FORMCHECKBOX 
 Permanent Status     FORMCHECKBOX 
 Other (specify):
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