Performance Planning and Review Form Instructions

Supervisory Employees

	Department/Division Mission Statement  - Complete this section by recording the employee’s Department and/or Division Mission Statement.

	Section 1 – Performance Objectives and Results Achieved 

Performance Planning Directions

· Describe Performance Objectives which support Town, Department and/or Division Mission Statements. 

· Describe Performance Expectations (i.e. requirements for satisfactory performance). Expectations should reflect Core Values and Competencies.

· Check Core Values and Competencies required to achieve objective.

· Assign weights for each Objective. Weights should total 100 points.  “Leadership/Management Objective” must be given a minimum weight of “20”.  Other objectives must be given a minimum weight of “10.”

· As objectives change, reassign weights. 

	Performance Review Directions

· Describe Performance Results Achieved for each Objective.

· Evaluate each Objective relative to degree Expectations were met and Core Values and Competencies were demonstrated using rating scale in Section 3 below.



	Section 2 – Professional Development Plans

Establish Developmental Plans

· Indicate planned developmental actions and target completion dates.

Review Professional Development Action Results

· Indicate when each developmental action was completed and how effective it was.



	Section 3 – Overall Performance Summary

Determine overall degree to which Performance Objectives and Expectations were met.  Multiply each individual evaluation by its weight (converted to a decimal) to get a Weighted Evaluation; then add individual Weighted Evaluations to derive an Overall Evaluation.  Evaluation Scale:

4
Expectations met in all areas and exceeded in most areas. 

3
Expectations met in all areas and may be exceeded in some areas. 

2
Expectations met in most areas, but specified areas require improvement.

1
Expectations were not met.  Performance requires significant improvement.



	Section 4 – Supervisor and Employee Comments

· Supervisor summarizes performance during review period, describing how Core Values and Competencies were demonstrated in achieving objectives.

· Employee provides comments related to review



	Signatures

Appropriate signatures must be obtained following completion of the Performance Planning Discussion, Midyear Review Discussion, and Performance Review Discussion.


Town of Hilton Head Island

Administrative Staff Performance Planning and Review Form Instructions

Supervisory Employees

	TOWN MISSION STATEMENT: To provide excellent customer service to all that come in contact with the Town.  To wisely manage and utilize the financial and physical resources of Town government.  To promote policies and programs which will assure the long term health and vitality of the community.  To encourage and instill job satisfaction for all Town staff.  To develop and enhance the professional growth of all Staff members.

	

	DEPARTMENT/DIVISION MISSION STATEMENT:



	

	CORE VALUES (Standards that Guide Expected Behavior in Daily Interactions)

	· Supports Town decisions, policies and goals

· Demonstrates truth and honesty in actions at all times

· Behaves ethically in all interactions

· Acknowledges and respects individual expertise and diversity 

· Treats all with courtesy, caring, respect and dignity

	CORE COMPETENCIES (Skills & Behaviors that Contribute to Achievement of Organization/Personal Objectives)

	1.    Commitment to Quality Customer Service

· Consistently responds to internal and external customer requests in a courteous, efficient and timely manner

· Makes effort to listen to and understand customer perspective

· Anticipates customer needs and follows through to resolve issues

· Gives high priority to customer satisfaction

· Demonstrates commitment to meeting internal and external customer requirements

	2.    Commitment to Continuous Process Improvement

· Contributes suggestions to improve approaches, methods, applications and productivity

· Implements new solutions, procedures or concepts 

· Encourages creativity and innovation in others

· Supports and participates in quality improvement initiatives

· Exhibits openness to new ideas and flexibility to change direction when appropriate

	3.    Commitment to Teamwork

· Actively listens to and openly communicates with others

· Shares information and resources with others

· Develops and maintains cooperative work relationships

· Works effectively with others to accomplish tasks, achieve goals or find solutions to benefit all parties 

          involved

· Actively supports group decisions

	4.    Commitment to Maximizing Individual Productivity/Effectiveness/Development

· Recognizes and establishes priorities

· Uses time effectively and meets required deadlines

· Identifies problems, analyzes causes and thoroughly evaluates alternative solutions

· Makes recommendations and decisions based on logical assumptions, factual information, careful analysis and

         suitability/practicality of implementation

· Produces accurate and complete work

· Demonstrates initiative, flexibility and dependability 

· Prudently uses financial, physical and staff resources

· Demonstrates commitment to continuous learning and personal development


