COUNTYor SAN MATEO

Employee Relations Handbook PERFORMANCE

Flowchart for Performance Evaluations
(Not for Probationary Employees)

STEP 1: Establish, share, and discuss performance standards and objectives.
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STEP 2: Monitor performance against standards and provide both positive feedback and
areas of concern through regular one-on-one meetings.
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STEP 3: Counsel the employee in writing when informal discussions do not produce
improvement and develop a performance improvement plan. Document your efforts,
and the results. Share with the employee.

No: Issue special performance
evaluations for about 90* days (in 30-
day cycles) or identified timeframe.

Improvement?

YES At the end of the second 30-day cycle,
~ inform the employee in the evaluation
Goto @ that if she/he does not improve to a
Step 2 "Meets" level in the next 30-day cycle,
he/she will be faced with demotion/
dismissal as appropriate.
YES Improvement? <
Goto '«
Step 2

If employee has not improved to a "Meets" level:

a. Prepare a performance evaluation with specific objectives for the next 30-day period. Include an
action plan that outlines your expectations, what the employee must do to reach an acceptable
level, and the steps you have taken and will continue to take to assist the employee. Inform the
employee that the Special Review cycle will last for approximately 90* days, with written
evaluations every 30 days.

b. At the end of the second 30-day cycle, inform the employee that if she/he does not improve to a
"meets" level in the next 30-day cycle, an action to demote or dismiss the employee will result.

c. Continue to keep your manager and Employee & Labor Relations informed.
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YES: If improvement occurs, go to Step 2. NO: If the employee has not improved to
If the employee improves to a “Meets” level a "Meets" level, your Employee & Labor
with the third special evaluation, it is Relations representative will advise you
recommended that an additional special 30- of the procedure to take the necessary
day performance evaluation be issued to action.

evidence that the employee’s improvement

has been sustained.

____ " Based on an arbitration case it should be made clear to the employee that special reviews may be N
terminated at any time that performance declines and disciplinary action can occur at that time.



