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INTRODUCTION

Workforce Development Division
• Training and Consulting to 

Departments
• Workforce & Succession Planning
• Recruitment
• Internship and Apprenticeship 

Programs
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AGENDA

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 Planning and Appraisal Cycle

Performance 
Agreement

(Performance 
Plan)

Mid-Point 
Review

Pre-Appraisal 
Meeting

Performance 
Appraisal
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OVERVIEW
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PERFORMANCE PLAN
Best Practices

• Performance Agreement

• Make performance expectations explicit
• Partnership - Gain agreement on expectations and 

performance
• Communicate performance information
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PERFORMANCE PLAN
Best Practices

• Setting Performance Objectives

• S – Specific
• M – Measurable
• A – Achievable
• R – Relevant
• T – Time Framed
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PERFORMANCE APPRAISAL
Performance Planning and Appraisal Cycle

•Performance Agreement
•(Performance Plan)
•Mid-Point Review

•Pre-Appraisal Meeting

•Performance Appraisal
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PERFORMANCE APPRAISAL
Best Practices

• 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
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PROCESS FOR DEPARTMENT HEADS
Department Head Performance Plan and Appraisal Form
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PROCESS FOR DEPARTMENT HEADS
Schedule

• 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 
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SUMMARY

• Annual Cycle
• Plan and Appraisal

• Partnership, Communication and 

Performance Agreement
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QUESTIONS?

• Donna Kotake – donna.kotake@sfgov.org
• (415) 557-4912


