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Overview

The Performance Management Evaluation Short Form is the result of the GeorgiaGain Advisory committee’s recommendations for improvement to the Performance Management Process.  The PM Evaluation Short Form was implemented with PerformancePLUS in the FY 2000 to 2001 evaluation cycle as an option to agencies. Managers and supervisors interested in using the PM Evaluation Short Form should contact their agency Personnel Office or review the agency’s Performance Management Guidelines/Policies for direction. 

The Performance Management Short Evaluation form was developed to lessen the paper intensive administration of the final employee evaluation. The form does not replace the Performance Management Plan or best practices of documentation in an effective performance management process.  The performance management process should continue as follows:  Planning - mutual understanding of what needs to be done and commitment to achieving expected performance; Coaching -tracking performance for the purpose of providing feedback and then encouraging actual performance to meet expectations; Evaluating - assessing an employee’s actual performance against expected performance; and Developing  - building upon demonstrated strengths and developing strategies for responding to areas of opportunity.  Managers and Supervisors will continue to be accountable for maintaining appropriate documentation.  If you are interested in using the PM Evaluation Short Form, please contact your agency personnel office for direction.
PM Evaluation Short Form Instructions:

Basic Identification Data:  Please provide required identification data: Agency Name, Section, Dept. ID, Supervisor Name, Supervisor Job Title, Employee Name, Employee Phoenix  ID;  Employee Job Title , Employee Job Code and Employee Position Number.

Responsibility Statements Write a brief summary for each responsibility to be evaluated; determine the relative weight of each responsibility and indicate the importance to successful performance (ISP) and the rating achieved for each. (Responsibility statements can be copied and pasted into this form from the employees performance plan or  J.D.)

Importance to Successful Performance (ISP): Indicate the importance to successful performance (ISP), as identified on the Performance Plan, using the following scale: C-Critical OR MsI-Most Important, MrI -More Important, or I-Important

Rating Scale:  Under PerformancePLUS, employee performance with regard to responsibilities including the Job, Individual, Statewide (optional), or Performance Management  responsibilities will be rated on the following scale: M-Met expectations, E-Exceeded expectations, or DNM-Did Not Meet expectations.  Please check the appropriate rating box for each responsibility.

Evaluation Comments: Provide a written overall statement of performance of responsibilities to support the ratings awarded. Additional documentation may be required for ratings of “Exceed” or “Did Not Meet”.  Such documentation should outline specific behaviors, achievements or problems that support the rating for each responsibility.

Terms and Conditions: Terms and Conditions are basic requirements of employment with the state. Check the appropriate rating achieved for each area and provide an overall statement of performance.  

Rating Scale: Employee performance on Terms and Conditions is rated on the following scale: M-Met expectations, NI-Needs Improvement, or DNM-Did Not Meet expectations.

Evaluation Comments: Provide a written overall statement of performance of terms and conditions to support the ratings awarded. Additional documentation may be required for ratings of “Needs Improvement” or “Did Not Meet”.  Such documentation should outline specific behaviors, achievements or problems that support the rating for each term and condition.

Performance Plans:  Agency policy may require supervisors to attach a signed copy of the Performance Plan (PMF) to the PM Short Evaluation form.  The documented rating on the PM Short Evaluation Form should be a rating of the employee’s performance on each responsibility as determined by measuring actual performance against each performance expectation and applying the definitions of the rating scale.

Overall Evaluation: Please indicate the employee’s overall ratings on both the Responsibilities section and the Terms and Conditions section, as determined by the definitions of the rating scale for each section.  Keep in mind that employees who receive an overall rating of Did Not Meet Expectations for either section are not eligible for a performance based increase.  Supervisors should check with their agency personnel office for guidance concerning the eligibility of an employee for a performance based increase if the employee receives an overall rating of Needs Improvement for the Terms and Conditions section and an overall rating of Met Expectations on the Responsibilities section.

Increase Eligibility:  Indicate the employee’s eligibility for a performance-based increase. 

Performance Evaluation Signatures and Comments:  Appropriate sign-off statements and signature lines with dates must be completed.  Additional comments may be attached.

Developmental Plan:  Managers may use the attached developmental plan to document accomplished developmental goals or define expectations and strategies for eliminating work deficits.
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The Performance Management Evaluation Short Form summarizes the evaluation of the detailed job duties and performance expectations documented in the employee’s performance plan.
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