City and County of San Francisco
Department of Human Resources

San Francisco
Fire
Commission

October 23, 2014

The Performance Planning and
Appraisal Process in the City




INTRODUCTION

____________________________________________________ @

Workforce Development Division

- Training and Consulting to
Departments

- Workforce & Succession Planning
- Recruitment

- Internship and Apprenticeship
Programs
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AGENDA
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1. Overview of the Performance Planning
and Appraisal Cycle

2. The Performance Plan & Appraisal Best
Practices

3. Process for Department Heads
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OVERVIEW

____________________________________________________ @

Fundamental Values

-  Partnership

-  Communication

- Performance Agreement
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OVERVIEW

____________________________________________________ @

Performance
Agreement
(Performance

Plan)

Performance Mid-Point
Appraisal Review

Pre-Appraisal
Meeting

CITY & COUNTY OF SAN FRANCISCO
Department of Human Resources — Workforce Development Division




OVERVIEW

2014

CITY AND COUNTY OF SAN FRANCISCO
DEPARTMENT OF HUMAN RESOURCES

Performance Plan

and

Appraisal Report

I. EMPLOYEE IDENTIFICATION INFORMATION

1. LAST NAME, FIRST NAME, MIDDLE INITIAL

2. JOB CODE NUMBER AND TITLE

3.STATUS
O Permanent (PCS)

O Provisional (TPV)

O Permanent Exempt (PEX)

O Temporary Exempt (TEX)

O Temporary Civil Service (TCS)
[0 Limited Tenure (Resiricted Use) (TLT)

[ Mon Civd Service (Restricted Use (NGS)

4. WORK LOCATION & DIVISION

5. DEPARTMENT

& REASON FOR REFORT
O Annual
O Dept. Review Period
O Probationary
O Unscheduled

7. REVIEW PERIOD

6. PROBATION START AND END DATE

CITY & COUNTY OF SAN FRANCISCO

Department of Human Resources — Workforce Development Division




PERFORMANCE PLAN

____________________________________________________ @

- Performance Agreement

- Make performance expectations explicit

- Partnership - Gain agreement on expectations and
performance

- Communicate performance information

CITY & COUNTY OF SAN FRANCISCO

Department of Human Resources — Workforce Development Division



PERFORMANCE PLAN

____________________________________________________ @

- Setting Performance Objectives

- S — Specific

- M — Measurable
- A — Achievable

- R — Relevant

- T — Time Framed

CITY & COUNTY OF SAN FRANCISCO

Department of Human Resources — Workforce Development Division



PERFORMANCE APPRAISAL

____________________________________________________ @

ePerformance Agreement
® (Performance Plan)

eMid-Point Review

ePre-Appraisal Meeting

ePerformance Appraisal

CITY & COUNTY OF SAN FRANCISCO
Department of Human Resources — Workforce Development Division




PERFORMANCE APPRAISAL

____________________________________________________ @

- Think collaboration and partnership
- No surprises

Use form to document performance

Do use the form to document performance
improvement actions

Do not use the form for disciplinary actions

CITY & COUNTY OF SAN FRANCISCO

Department of Human Resources — Workforce Development Division



PROCESS FOR DEPARTMENT HEADS

CITY & COUNTY OF SANFRANCISCO » DEPARTMENT OF HUMAN RESOURCES

CITY AND COUNTY OF SAN FRANCISCO DEPARTMENT HEAD PERFORMANCE PLAN AND APPRASAL REPORT
DEPARTMENT OF HUMAN RESOURCES

. PERFORMANCE PLAN - LEADERSHIP/MANAGEMENT
SKILLS

1- Perdormance Planning and Appraisals: COMMENTS:

Perform annual performance appraisals and
develop gools and work plons with employees

201 4-1 5 Measure: % complets.

2 - Planning and Budgeting: COMMENTS:

Set targets, estoblishmetrics, set financial plans in
plocs. oll connected fo orgenizational sirategy
and factics. Jusfify resources and anficipate
requirements.

DE PART M E NT H EAD Measure: Budget, Workers Comp Cost.

. . . 3 - Department Operational Leadership: COMMENTS:
(reporting to Commission)

Set mi d goals. ensure
resulfs ore achieved. Monitor o ensure
performance goals/measures are met. Ensure
quality it - condi impr

Perfo rmance Plan inthe department, crectionof new efficiencies

and increased effectiveness.

an d Measure: Overfime, Employes Availability,
Depariment Performance Gools

A p p ra i;;TRe po rt 4~ Direcling, Molivaling and Developing Staff: COMMENTS:

Developirust ond with ;
clients,subordinates, peers or project monager.
Mode! relationship-building for direct reports.
Coach ond developreporting managers to
manage more sffectively. Provide leadership
development opporturnifies such os feam
assignments, special projects and other learming
DEPARTMENT HEAD IDENTIFICATION INFORMATION st i e bl
others in order to further their development.

1.LAST NAME, FIRST NAME, MIDDLE INITIAL 2..JOB CODE NUMEER ANDTITLE 3. STATUS: A
Pt Bt Measure: Peer review.
PEX) 5~ Customer/Client Relations: COMMENTS:
Be responsive and constructive i all dealings with
4 WORK s & REASON FORREPORT

customers, strategic partners, suppliers, and
¥ Annual ogencies

O Unscheduled

5~ Confict Resolufion: COMMENTS:
R Resol ficts betwesn subordinates and pesrs
H0l 2014 June 30,2013 inside foutside orgarizotion. Mediate conflicts
betwesn subordinates. Use @ oollaborative

STV AND SOUNTY OF SANFRANGIECD
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PROCESS FOR DEPARTMENT HEADS

CITY & COUNTY OF SANFRANCIZCO « DEPARTMENT OF HUMAN RESCURCES
DEPARTMENT HEAD PERFORMANCE PLAN AND APPRAISAL REPORT

Tnferest Bosed] opprooch 1o 1dentifying and
resolving conflicts.

7 - Communication:

Depx s mission, sirfs
goals and other sssenfialinformation o the
Department. Balance honest and open
communicationwith respect for autherity.
Communicate an understanding of others’
inferests, nesds and concerns.

COMMENTS:

8 - Professional Development:

Account forown professional development,
including self-manogement, self-development
and selfinsight. Possessintegrity ond cope with
pressurs ond adversity. Be proficisntin fime
manogsment

COMMENTS:

9 - Teamwork:

Build and maintain an environment that

1o between
directreports ond within reporfing managers' work
units. Promote collaboration by working iointly with
colleagues and stoff, seeking mutually
acceptable outeomes.

COMMENTS:

10 - Flexibility:
Make effective decisions and achieve desired

resulisin the midstof major changes in
Lt P 4

i izafional culture
or work environment. Understond the need fo
change personal, inferpersonal ond professional
behavior quickly based on evolving
circumstances.

COMMENTS:

T1- Disaster Preparedness:

Teke all necessary steps fo prepare yoursslfforan
emergency, inyour capacity as a DisasterService
Worker: provide updated personal contact
informationto your depariment so that you can
be contacted inthe event of on emergency:
reportin and respond promiptly fo instructions by
the City and/or your depariment in the svent of
an emergency; complete the Deporiment of
Human Resources Disaster Service Worker and
required MNafional Incident Monagement System
fraining; complete Red Cross Personal
Preparedness Training: end carry out disaster-
reloted work assignments as required.

COMMENTS:

STV AND COUNTY OF BAN FRANCHS

CITY & COUNTY OF SAN FRANCISCO « DEPARTMENT OF HUMAN RESOURCES
DE T

=
PARTMENT HEAD PERFORMANCE PLANAI

ND APPRAISAL REFORT

12 - Recovery and Resilience

Developa plan for Continuity of Cpsrations
[COOP) for your depariment fo provide recovery
ond resilienceinthe event of o disaster.

COMMENTS:

13 - Leadership Development

Parficipots in your own lsadsrship development,
and promote that of your subordinate managers,
by aitending and requiring attendancs in

including the MEA/City program

COMMENTS:

14 - Civic Innovation

Establish and implement new and revised policies,
processes, and/or services that make government
more efficient. responsive and effecfive

COMMENTS:

15 - Employee Wellness

-and promotes welln
a culture of wellness throughout the department.

COMMENTS:

CITY & COUNTY OF SAN FRANCISCO

Department of Human Resources — Workforce Development Division




PROCESS FOR DEPARTMENT HEADS

CITY & COUNTY OF SANFRANCISCO « DEPARTMENT OF HUMAN RESOURCES CITY & COUNTY OF SAN FRANCISCO + DEPARTM F HUMAN RESOURCES
DEPARTMENT HEAD PERFORMANGE PLAN AND APPRAISAL REPORT DEPARTMENT HEAD PERFORMANGE PLANAND APPRAISAL REPORT

Il. PERFORMANCE PLAN

ll. APPRAISAL REPORT SUMMARY
DEPARTMENT OPERATIONAL GOALS

A. COMMENTS REGARDING OVERALL PERFORMANCE

In this section, identify key department operational goals you plan to accomplish or achieve The appraisal report on overall a f all tems inthe
within the plan year. L kills andthe D ional Goals for the review period.
=
during the Review Periad

1. REVIEW OF PERFORMANCE:

2. REVIEW OF PERFORMANCE:

3 REVIEW OF PERFORMANCE:

4 REVIEW OF PERFORMANCE:
Areas of Growth/Development:

5 REVIEW OF PERFORMANCE:

& REVIEW OF PERFORMANCE:

7 REVIEW OF PERFORMANCE:

8. REVIEW OF PERFORMANCE:
B. GUIDELINES -DEPARTMENT HEAD PERFORMANCE PLAN AND APPRAISAL
REPORT

= 1. DepartmentHead shall assistin the ofthe D {eadF Plan ppr

8 REVIEW OF PERFORMANCE: Report
2. D tead shall sign off on the D Plan and Appraisal Report.
3. DeparimentHead shall report on the performance meastrables atthe end of the year for the Depariment

10. REVIEW OF PERFORMANCE: Head Performance Flan and Appraisal Report
4. DeparimentHead shall receive a copy of the Department Head Performance Plan and Appraisal Report.

CITY AND COUNTY G AN FRANGICD AN AND AFERATRAL REFORT FY201
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PROCESS FOR DEPARTMENT HEADS

CITY & COUNTY OF SAN FRANCISCO * DEPARTMENT OF HUMAN RESOURCES
DEPARTMENT HEAD PERFORMANCE PLANAND APPRAIZAL REFORT

2 COUNTY OF SAN FRANCISCO * DEPARTMENT OF HUMAN RESOURCES
DEPARTMENT HEAD PERFORMANCE PLAN AND APPRAISAL REPORT

EXPLANATIONS OF SECTIONS

1. PERFORMANCE PLAN: LEADERSHIP/MANAGEMENT SKILLS — A list of the leadership and management
ds. Comi of addre

IV. SIGNATURE PAGE

skills for Di Hean ments may include ess
PERFORMANCE PLAN mid-year progress, and appraise the performance based on measures, if available
Il. PERFORMANCE PLAN: DEPARTMENT OPERATIONAL GOALS - The Depariment's Operational Goals
A. Performance Plan/Goals Sign-Off typically reflect the work that is the core mission of the Department and is something that can be
pecific, well thatis within a fram.
LEEVIEWERSIGHATURE, ZIDEEAETMENTUEAD SIGHATURE: AMEETNGDATE Performance measures are developedtotrack progress towards the goals. It is helpfulto use the SMART
model; clearly defined); M (evidence datato the objective
was ¥ i isti ithin your ity), R-Relevant (to
mission T-Time
B. Mid-Period Performance Review Meeting Ill. APPRAISAL REPORT SUMMARY
. REVIEWERSIGNATURE 2. DEPARTMENT HEAD SIGNATURE 3. MEETING DATE A. Comments Overall Narrative of overall g

appraisal reportreview period, with emphasis on Leadership, Managemert, Collaboration/Relationships
and meeting of Depariment's Operational Goals. Also commenton identified areas of growth and
development

PERFORMANCE APPRAISAL REPORT B. forD Heads regarding the Depariment Head Performance Plan and
Appraisal Report
C. Reviewer IV. SIGNATURE
T REVIEWER SIGNATURE 2 DATE A Sign-Off —R and D Head's signatures regarding

Performance Plan and Goals.

B. Mid-Period Performance Review Meeting — Reviewer and DepartmentHead's signatures regardingthe
WMid-Year Review.

€. Reviewer - Reviewer's signature regarding the Performance Appraisal Report

D Head’s D Head's statementand signature regarding the Performance
Appraisal Report

D. Department Head’s Statement
1. 0 | AGREEWITHTHIS REFORT, 2. DEPARTMENT HEAD SIGNATURE
0 | DO NOT AGREE WITH THIS REPORT: SECT. NO.

O cscunsnmo san. oare:

CITY AN CEUNTY G AN FRANGES
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PROCESS FOR DEPARTMENT HEADS

____________________________________________________ @

- September 2014 —
- Memo from HR Director Micki Callahan

- October 31, 2014 —

- Department Head Self-Evaluation for
FY13-14 and Plan for FY14-15

- November-December 2014 —
- Department Heads meetings with the Mayor

CITY & COUNTY OF SAN FRANCISCO

Department of Human Resources — Workforce Development Division



SUMMARY
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- Annual Cycle
- Plan and Appraisal

- Partnership, Communication and

Performance Agreement
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QUESTIONS?

____________________________________________________ @

- Donna Kotake — donna.kotake@sfgov.org
+ (415) 557-4912
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