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1. How do I evaluate someone who doesn’t have a current performance plan? 

We suggest you use the expectations on the revised forms, Part 2A (also Part 2B for supervisors). Even if the employee wasn’t aware of specific job expectations, these are so universal, everyone should already expect to perform them as part of their job. If possible, share these in advance with the employee. At this point, as you’re “catching up,” focus most on the future and what you expect from the employee in the next evaluation period. Also, be sure to include the relevant parts of the employee’s Position Description Questionnaire as a framework for the rating. If no PDQ exists, this is a good time to develop one.

2. If the employee hasn’t been evaluated for several years, what period of time should be covered in this evaluation?

Since the Personnel Rules prescribe an “annual review,” the period of time covered by this evaluation should be no more than the previous twelve months. 

3. If I have several employees with overdue performance evaluations that I complete by June 30, 2001, how do I avoid having all of them come due again next year on June 30 and every year thereafter on this date for these employees?

We suggest you continue to use the employee’s review date (step increase eligibility date). For many employees, that will spread the evaluation period dates throughout the year, and the next evaluation period will probably be less than twelve months.  The employee would then get back on a yearly cycle in the next evaluation period. (IUP contract-covered employees on a two-year step would need to be evaluated after the first year of that period).  

The above will probably not apply to employees on the top step or at the maximum pay rate. Until now, they have had a review date of 00/00/00. That is being changed effective June 22 for noncontract employees. They will then receive a review date of 6/22/01. Contract employees on the top step (max) will continue to have the date of 00/00/00 (the AFSCME pay plan will add a new top step in February 2003). In either case, you can select an end date for the next evaluation period for a shorter length of time than a year, but we strongly recommend you explain to the employee why you are doing that and that the annual cycle will resume once that date is reached.

4. Is an evaluation overdue if an employee didn’t receive one during the probation period but is still in their first year of employment?

For the purpose of meeting the June 30, 2001 deadline, no. However, all employees should have at least received a six-month evaluation at the conclusion of the probationary period to document why or why not they should attain permanent status. 

We suggest you do two things. First, establish a performance plan as soon as possible so they will know what the job expectations are. If they don’t have a PDQ yet, do that as well. Then, sometime during the first year of employment, evaluate them using that performance plan. Do a follow-up evaluation as they near the review date so that you can then get them on an annual performance review cycle.
5. How do I handle it if the employee was evaluated during the last year and already has a performance plan based on the EDPD format, but I’m required to use the revised form next fiscal year?

You have some choices, unless your department management requires all supervisors to follow the same approach. The easiest way is to evaluate the employee using the EDPD  performance plan and the revised form for the evaluation. They should relate. Then, simply attach the two physically or electronically by combining them into one document. Another way would be to electronically cut and paste the relevant parts of the current performance plan into the appropriate sections of the revised form when you complete the evaluation. We recommend transitioning to the revised form now using the cut and paste method, so the employee is aware of what to expect when evaluated at a later date. 

There is one difference between the EDPD format and the revised form. The revised form requires that all six expectation areas be rated; the EDPD did not require this. If the performance plan in question does not include all six areas, we recommend you make that transition now and inform the employee of the change. The same applies to the four expectation areas required for supervisors in Part 2B (in addition to Part 2A).  

6. Since IDOP is going to start collecting information about completed performance evaluations as of June 22, 2001, should all EDPDs be closed out as of that date?

All current EDPDs will be valid for a year from their end date. That means, for instance, that an evaluation done using an EDPD for the period ending March 31, 2001 would be valid until March 31, 2002. No new evaluation would have to be done prior to that date; however, the performance plan beginning April 1, 2001 through March 31, 2002 would need to be evaluated using the revised form (Parts 2 and 3). See the response to Question #5 above for more on that.

7. What data will IDOP be collecting on completed evaluations and how will this be done?

The data fields in HRIS are essentially the same ones your personnel assistant has been using all along to enter data when noncontract employees receive merit increases. It includes the evaluation period beginning date, the evaluation period end date, and the overall rating. Effective with the June 22, 2001 pay period, one new data field will be added to the screen, the sign-off date of the reviewing official (person who writes the evaluation). After the evaluation has been signed by the supervisor, employee, and next level of higher management, a hard copy is to be forwarded to the personnel assistant for the official employee file. Upon receipt, the personnel assistant will enter these data. A memo addressing this process will be sent to personnel assistants. 

8. How will the data collected by IDOP be used?

Initially, we are mainly interested in establishing baseline data. We will use it to determine if all evaluations that were due, were completed on time. We will also be able to gauge how 

soon after the end of the evaluation period evaluations are completed. Eventually, we plan to provide departments with reports of upcoming evaluations that are due. 

9. Do data need to be entered into the HRIS for evaluations completed prior to June 22, 2001?

Not unless the evaluation is being submitted for a noncontract employee receiving a merit increase effective June 22, 2001 or after who received an evaluation prior to June 22, 2001 that was within a year of the effective date of the increase. 

10. Is it necessary for the next higher level of management to sign Part 1 of the revised form as it is completed? 

We recommend they do so as a means of indicating they have been a part of the process of developing the performance plan. 

