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Human Resources Department
Employee Performance Management Fact Sheet

Performance Management
Performance management is a process that addresses employee performance, behavior and conduct.  It links employee performance to business objectives and expected behaviors. The process includes activities such as identifying key job responsibilities, setting goals, providing feedback and encouraging development. When applied consistently throughout City departments, it ensures a culture of accountability and shared understanding of roles, expectations and standards.

Employee Performance Management (EPM) Training
The City of Round Rock recognizes that Employee Performance Management (EPM) is a collaborative, ongoing process that aligns the efforts of supervisors and employees with organizational strategy and effectiveness in the accomplishment of its mission and goals. EPM focuses on what employees do and how they do it. Setting and clearly communicating performance standards and expectations, observing and providing feedback, and promoting consistency, fairness, and transparency in performance evaluations and documentation, helps employees to perform at their best.  The partnership between supervisor and employee ensures effective performance planning, assessment, coaching, counseling, and career development.

The Human Resources Department launched its first HR organizational development offering - Employee Performance Management (EPM) Training in June 2014.  The four-hour course was designed to help managers and supervisors:

· Learn how to effectively manage employee performance;
· Develop effective coaching skills; 
· Determine when counseling is appropriate and how to conduct effective counseling sessions; and
· Learn appropriate steps in the progressive discipline process and how to implement City of Round Rock disciplinary procedures. 
· Understand how to complete the supervisor/manager performance evaluation and employee performance evaluation.

To begin the process, the supervisor develops a performance plan that directs the employee’s efforts toward achieving specific results that support the organization’s success as well as the employee’s professional growth.  The supervisor will discuss performance goals and objectives throughout the year, providing a framework to ensure employee success through coaching and mutual feedback.  At the end of the rating period, the supervisor will appraise the employee’s performance against existing standards, and new goals will be established for the next rating period.  You may access the CORR Employee Performance Review and Evaluation form and CORR Supervisor/Manager Review and Evaluation form on the Round Rock Employee Net in the Human Resources section under Supervisor Forms. 

Employee Performance Evaluation Process
The City of Round Rock employee performance management system is currently active.  Managers and supervisors will complete the performance review and evaluation form for each employee by the end of September 2014 as a planning document for next year.  They will close-out FY 13-14 by completing the FY 2014 Year End Performance Evaluation form for each employee.  April 2015 will be the first time employees are evaluated using the new Employee Performance Review and Evaluation form at the mid-year review.  The year-end (September) and mid-year (April) performance evaluation cycle will continue each fiscal year.

Managers and supervisors will meet with employees by September 30, 2014 to review the performance evaluation form (to include: Part I – City of Round Rock Core Competencies; Part II – Key Job Responsibilities; and Part III – Employee Development Plan) to ensure the setting of employee expectations for FY2014-15.  Managers and supervisors will complete, scan and send page 1 of the evaluation form to Human Resources after the review plan meetings have occurred and acknowledgment and signatures for the performance review plan have been obtained.  

[bookmark: _GoBack]Managers and supervisors will meet with employees in April 2015 to review the performance evaluation form.  They will discuss expectations and whether the employee is performing up to acceptable standards.  Coaching, counseling, and/or discipline should be used if performance gaps are identified throughout the year.  The employee, supervisor and director will complete the acknowledgement and signature section of the Mid-Year Performance Review after the mid-year review meeting.  The supervisor will provide a copy of the form to the employee and will retain the original in his or her master file.  Do not send the original or copy of the mid-year review form to Human Resources.  Instead, check off that the mid-year review has taken place on page 1, obtain acknowledgment and signatures and scan page 1 to Human Resources. This is a living document that the manager/supervisor will use to review, coach and/or counsel employees throughout the year.

Managers and supervisors will meet with employees in September 2015 to conduct the annual employee performance evaluation.  After acknowledgement and signatures have been obtained, managers/supervisors will send the original employee performance evaluation forms to Human Resources.  Managers/Supervisors will maintain a copy of the evaluation performance forms and provide a copy to the employee.
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