OFFICE OF THE STATE AUDITOR

EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM

Name                                                                                
Agency          State Auditor's Office                                              

Date Assigned to Current Position                                                   

Position/Classification Title          Senior Auditor                               
State Employment Date                                                               

Performance Period  From                                to                          

THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND THE OFFICE OF THE STATE AUDITOR.  THIS DOCUMENT DOES NOT CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS.  THE OFFICE OF THE STATE AUDITOR RESERVES THE RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART.  NO PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS OF THIS PARAGRAPH CREATE ANY CONTRACT OF EMPLOYMENT.

PLANNING STAGE ACKNOWLEDGMENT

Rating Officer                                               Date                   

Reviewed By                                                  Date                   

Employee                                                     Date                   

(Signature of employee indicates the Planning Stage and Position Description were reviewed with the employee.)

EVALUATION STAGE ACKNOWLEDGMENT

Rating Officer                                               Date                   

Reviewed By                                                  Date                   

Reviewing Officer Comments                                                          

                                                                                    

Employee                                                     Date                   

(My signature indicates that I was given the opportunity to discuss the official performance review with my supervisor - not that I necessarily agree.)

Employee Comments                                                                   
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INSTRUCTIONS

The Planning Stage

Job Duties - The supervisor, utilizing suggestions from the employee, shall select job duties from the employee's most recent position description and develop success criteria for each duty.

Objectives - This section allows the supervisor to include any additional special projects or program assignments that are not on the position description but that are assigned to the employee during the rating period.  Success criteria are required for each objective.

Performance Characteristics - Performance characteristics and their definitions should be directly related to the employee's job and may be selected by the supervisor and the employee from a list developed by the Division of Human Resource Management.  All management and supervisory employees are required to be reviewed on "promoting equal opportunity."

The supervisor should meet with the employee to discuss the position description and how it relates to the job duties and objectives for the upcoming year.  After this discussion, the supervisor shall complete the planning stage of the document.  Prior to discussing the completed planning stage with the employee, the supervisor will present the final document to the reviewing officer for signature.  The supervisor will then meet with the employee to review the final plans for the year and obtain the employee's signature.  The completed planning document will be placed in the employee's personnel file to be used as the evaluation document at the end of the review period.

The Evaluation Stage

The supervisor will complete the evaluation document based on the employee's performance for the entire year.  Using the three levels of performance outlined below, job functions and objectives shall be rated on how well the employee has met the success criteria as outlined in the planning stage.  Performance characteristics will be rated "pass" or "fail" based on the definitions which were communicated to the employee in the planning stage.  The characteristics shall be used as a communication tool and shall not be weighed in the determination of the overall performance rating.

Three Levels of Performance
(To rate job functions, objectives and overall performance)

Exceptional Performance Requirements - Work that is above the success criteria for the job throughout the rating period.

Successful Performance Requirements - Work that meets the success criteria for the job.

Unsuccessful Performance Requirements - Work that fails to meet the success criteria of the job. 

(Performance characteristics will not be rated with the three levels of performance. They should be rated as "pass" or "fail.") 

Overall EPMS performance in the State Auditor's Office will be on a weighted factor basis.  During the planning stage, the supervisor and employee will determine the weight (the degree of critical importance) assigned to each duty, and objective of the position.  Performance characteristics shall not be weighed in the determination of the overall rating.  This will clearly identify to the employee what is important to success in the position and where the employee should place the most attention.  The weights assigned to each of the individual items will be expressed as percentages and should total 100%.  

At the conclusion of the performance review period, each duty or objective should be assigned a "1" for Unsuccessful, a "2" for Successful, a "3" for Exceptional.  By multiplying each "weight" assignment by the number corresponding to the performance level, adding the resulting numbers and dividing the total by 100, an overall performance rating level can be determined by the use of the following Performance Table.
Range

Exceptional Performance Requirements (E) – 3
2.5 and above


Successful Performance Requirements (S) – 2
2.4 to 1.5

Unsuccessful Performance Requirements (U) – 1
1.4 and below


Pass (P)


Fail (F)

Once the supervisor has completed the evaluation document, it will be presented to the reviewing officer for signature. The supervisor will then schedule a meeting with the employee to discuss his/her performance and to obtain the employee's signature on the evaluation document. The evaluation must be completed prior to the review date to be timely.
JOB FUNCTIONS



Performance


Weight
Level

1.
Job Function (Job Duty/Success Criteria):  
  40% 
      

Plan the assigned audit work to achieve efficient and effective performance.  Use effective work habits to produce reports and workpapers on time and within budget.

2.
Job Function (Job Duty/Success Criteria):  
  25% 
      

Demonstrate thorough understanding of GAAP, GAAS, program rules and regulations, and SAO policies by producing reports and workpapers which contain no significant deviations.

3.
Job Function (Job Duty/Success Criteria):  
  25% 
      

Supervise assigned staff by directing the audit and the performance of the audit team.  Provide audit team experience appropriate on-the-job training.  Gather and document audit evidence to show work performed, and conclusions reached through hand written and computerized workpapers prepared in accordance with the audit manual – both as an individual and as the team in-charge.

4.
Job Function (Job Duty/Success Criteria):  
  5% 
      

Administrative functions (interim staff evaluations, leave slips, time sheets, daily sign-out log, etc.)  performed on time, correctly and without prodding by supervisor/manager.

OBJECTIVES SECTION

(Optional)



Performance


Weight
Level

1.
Objective (Include Success Criteria):
  5% 
      

Assist in the general operation of the State Auditor’s Office by:


1)
Become CPA.


2)
Actively participate in in-house CPE programs.


3)
Participate in updating work programs.


4)
Participate in special projects.


5)
Serve on Committees.


6)
Participate in on-campus recruiting visits.

2.
Objective (Include Success Criteria):
      
      
3.
Objective (Include Success Criteria):
      
      
PERFORMANCE CHARACTERISTICS


Pass/Fail

1.
Characteristic:

      

Promoting Equal Opportunity


Definition:

Make unbiased assignments and perform objective reviews.

2.
Characteristic:

      

Definition:
3.
Characteristic:

      

Definition:
4.
Characteristic:

      

Definition:
5.
Characteristic:

      

Definition:
SUMMARY AND IMPROVEMENT PLAN

Identify the employee's major accomplishments, areas needing improvement, and steps to improve present and future performance.

                                                                                          

                                                                                          

                                                                                          

                                                                                          

                                                                                          

                                                                                          

                                                                                          

                                                                                          

                                                                                          

                                                                                          

APPRAISAL RESULTS



       Exceptional             Successful             Unsuccessful
All ratings must be supported in writing, including sufficient specific examples of work/activities to justify the rating.

