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I-PERFORM Supervisor User Guide

[-PERFORM General Information

I-PERFORM is an online application that supports a statewide performance management system for state agencies. In
addition to the ability to document, create, review, finalize, and retrieve employee evaluation records, supervisors have
the ability to quickly document day-to-day performance. The development of I-PERFORM is a collaborative effort
between the Division of Human Resources (DHR), The State Controller’s Office (SCO), and other state agencies
represented in the I-PERFORM Oversight Committee, and the I-PERFORM Human Resources Focus Group.

If you experience any problems with this application please contact your agency I-PERFORM system administrator or
email the Division of Human Resources at iperformhelp@dhr.idaho.gov. If you have any suggestions for this help
manual please contact the Division of Human Resources.

Division of Human Resources
304 N. 8th Street, Suite 347
Boise, ID 83720-0066

(208) 334-2263
iperformhelp@dhr.idaho.gov

For Comprehensive Performance
Management Training, visit
www.dhr.idaho.gov and click on The
Supervisor Academy program.
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EMPLOYEE PERFORMANCE EXPECTATIONS (STANDARDS) CROSSWALK

This cross walk will help you and your staff members understand the correlation between the performance standards as listed in the previous performance
evaluation and the current performance expectations. Note: Standards from prior evaluation form will be duplicated within the revised performance expectations.

Previous Performance Standards:

Current Performance Expectations:
PROFESSIONALISM

This performance expectation evaluates the employee's
competence in quality of work, dependability,
adaptability/flexibility, and respect for others.

Adaptability/Flexibility: This describes how well the employee adapts to change and is open to
different and new ways of doing things.

Dependability: This describes how well the employee completes assigned work in a timely
manner. The employee meets attendance requirements.

Interpersonal Skills: This describes how well the employee establishes and maintains effective
work relationships. Demonstrates good communication and listening skills. Practices respect
for others. Demonstrates conflict resolution skills.

Quality: This describes the employee’ work in terms of consistency, thoroughness, and
accuracy.

Work Environment/Safety: This describes how well the employee promotes a respectful
workplace and complies with general conditions of employment, EEO, security, and workplace
safety policies.

PROMOTING RESPONSIBLE GOVERNMENT

This performance expectation evaluates the employee’s
competence in adaptability, dependability, productivity, efficiency,
work environment and safety.

Adaptability/Flexibility: This describes how well the employee adapts to change and is open to
different and new ways of doing things.

Dependability: This describes how well the employee completes assigned work in a timely
manner. The employee meets attendance requirements.

Productivity: This describes how the employee manages and completes workload expectations
and demonstrates the knowledge and skills needed to do the job.

CUSTOMER FOCUS:

This performance expectation evaluates the employee’s
competence in customer service, conflict resolution, interpersonal
skills, and communication.

Adaptability/Flexibility: This describes how well the employee adapts to change and is open to
different and new ways of doing things.

Customer Service: This describes how well the employee works with internal and external
customers to achieve desired results and maintain positive relationships.

Interpersonal Skills: This describes how well the employee establishes and maintains effective
work relationships. Demonstrates good communication and listening skills. Practices respect
for others. Demonstrates conflict resolution skills.

Work Environment/Safety: This describes how well the employee promotes a respectful
workplace and complies with general conditions of employment, EEO, security, and workplace
safety policies.

PERFORMANCE EXPECTATION: LEADERSHIP

This performance expectation evaluates the employee’s
competence to motivate people and efficiently manage resources
in achieving the agency’s mission.

Encompasses all facets of previous standards from supervisor/manager level.

4/12/2016
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Performance Management Best Practices

Performance evaluations assist employees in developing their careers and being successful in their jobs. They
describe expectations and objectives for all state employees. Performance evaluations help to ensure:

bl o e

The agency mission and vision are achieved.

There is statewide consistency to the extent possible.

Legal requirements are met (Ref. I.D.A.P.A 67-5309(h)).

Personnel decisions are justifiable and equitable based on performance documentation.

Effective performance management establishes a year-round partnership between the employee and the
supervisor while creating a shared understanding about the work that is to be accomplished and how that work is to
be done.

The best performance management systems include the components of:

Providing consistent, effective, and timely feedback and coaching.

Evaluating current skills, identifying missing skills, and creating a development plan to close existing skill gaps.
Setting expectations and resetting them as they change.

Immediately and consistently documenting effective and ineffective actions and behaviors to

demonstrate trends.

Creating an environment where employees can feel motivated.

Ensuring complete, shared understanding of the State and agency performance ratings.

Utilizing a system to bring consistency and reporting of performance ratings across agencies.

Delivering an evaluation that is fair, accurate, free of bias, and informative.

SMART Criteria

Anytime goals are created they should be defined in a way that is clear and targeted. The SMART acronym has been used for many
years to help add structure to goals so they can be meaningful and it allows us to know when we achieved exactly what we wanted
to have happen.

Goal
Realization!

Specific. Clearly written, expectations defined.
Measureable. Impacts: quality, quantity, costs, time.

Actionable. Consider: time, resources, knowledge, and authority.
Relevant. Supportsthe mission of the agency.

Time Bound. Specific deadline or milestones.

Engaging. The employee wants to do it because they see the value.
Reaching. Provides growth and challenge.

-4 - Rev. 12/5/2015
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I-PERFORM Roles, Responsibilities, and Access

Role Responsibility Access
Employee o Review both current and past performance e View draft evaluation once forwarded
evaluations for clarity of: by supervisor
0 Expectations e Add comments to the evaluation on
0 Current and future goals and objectives the cover sheet
0 Agreed upon actions to be taken for e Sign or Refuse to sign the evaluation
development e View Final evaluation after evaluation
0 Documentation of performance is transmitted to the State Controller’s
Office
Supervisor e Maintain documentation in the Supervisor’s e Access to Electronic Employee Folder
Employee Folder e Create and delete “Draft” status
e Create and maintain performance evaluations for evaluations
staff e Auto populate goals , objectives, and
e Follow routing and approval processes of the developmental objectives
agency e Review comments by reviewers and
e Utilize the four Performance Expectations as set employees
forth by the Office of the Governor e Add and delete documentation and
e Obtain a clear understanding of the individual attachments as necessary
rating levels and apply them consistently and e Print evaluation for employee
without bias e Final review and approval after

employee comments and signs
e Access to run reports for employees

supervised
Reviewer e Assist the supervisor in creating a clear, concise, e Review evaluations
specific, informative, and legally-defensible e Return to supervisor for edits and/ or
performance evaluation Review complete, if no changes are
e Check for common errors needed
Administrator e Create Administrators and assign access levels e Perform Agency Administrative
e Create/ Edit the agency-specific PEL routing Functions
structure within I-PERFORM e Perform Agency HR Functions
e Create and maintain agency specific evaluation
standards, if used
e Input and maintain Agency Goals and Objectives
e Create agency appointees, if used
e View employee evaluations agency wide
e Create/ Edit Job Templates
e Run agency wide reports
e Assist supervisors and employees with questions or
issues related to I-PERFORM
Agency e Agency Appointee is not required. Some Agency ¢ View/review performance evaluations
Appointee Directors prefer to review and sign off on all ¢ Sign performance evaluations
employees’ evaluations.
DHR e Provide oversight on the I-PERFORM system e Perform Statewide Administrative
e Provide training and support to agencies functions

e Perform all Statewide HR Functions

-5- Rev. 12/5/2015
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Access I-PERFORM

Sign on to the State Controller’s Office Application Menu
and click on DHR I-PERFORM from the right-hand
column on the bottom of the screen.

The left frame functions as navigation between the
areas of I-PERFORM. Depending on the individual’s
role this menu will have different options:

1. Performance Evaluation is available to
supervisors and allows access to create and/or
maintain their employee’s evaluations.

2. Performance Review: Designated employees can
view pending evaluations that have been
assigned to them for review.

3. Administrative Functions are for designated
agency I-PERFORM administrative personnel.
Allows for role assignments and system set-up.

4. HR Functions are for designated agency HR
personnel. Allows viewing of agency evaluations
and status.

5. Supervisors can capture notes during the review
period by selecting Supervisor Employee Folder.

6. All employees can access their performance
evaluation by clicking on My Evaluation.

7. The main navigation bar at the top of the screen

will remain static; however available options may

Brandon D Woolf

Office of the State Controller

2w

Change Password

Declare State Surphus Property

Board of Examiners

Declase State Surplus Propety

Employee Self Service
A d Dental Enrollment, F54, Direct Deposit,
Deductis

Agency FYE Acerual Entries for the
State Comprehensive Anemal Financial Report

IBIS
Idaho Business

IPOPS

ligencs System
State of Idaho Data Warshouse

1daino Paperisss Onine Personnel Payrafl System

Application Selection Menu

You will only be able to access those applications you have been authorized to use

If you do not have authorization to enter an application that you wish to,
contadt your agency security administrator.

vailabl

[ tooon IR Change Questionianswer
Welcome: Terri
I-TIME
1daho Employes Time Entry System
Online Reporting

Agency Financial and Payroll Reports

Pay Stubs

Employes Pay Stubs

Statewide Accounting System
Adjustments, Budgetary, Cash Receipts, P-Card
Payment Services, Req PO, Travel Reimbursement
Vendor Maintenance

Add/Change Statewide Veador

Vendor Remittance

Non-Employes Payment Information

DHR I-PERFORM

State of

JDAHO

Welcome: SEATTLE WASHINGTON-100

f Performance \

Evaluation

Performance

Review

Adrministrative
Functions

Supervisor
Employee

Folder 6
My Ewvaluation @

—

change from page to page based in the employee’s assigned role.

HR Functions e‘

Idaho.gov  Applications Menu Help Contact Us

[-PERFORM

No current evaluations found,

o Employee Name PCN Evaluation Type Review Period Sta

Rev. 12/5/2015
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General Navigation Tips

Use EXIT on each screen to return to the home screen. Depending where you are in the system, clicking
the browser “back” button may give you an error message or keep returning to the same screen. You will
receive a message reminding you to save.

I-PERFORM uses Microsoft Outlook to send notifications during the routing process. To ensure that
emails do not get caught in your junk or blocked folders, add the system email address to your safe list.

e In Outlook click on the drop down list for Junk from the home tab.

e  Click on Junk E-mail Options.

e Click on the Safe Senders tab.

e Copy or type in this address: SCOapps Admin/SCO.APPS@apps.sco.idaho.gov.

e Click Add.

e C(lick OK.

A Spell Check feature is available for all text in the evaluation.
e Clicking the Spell Check button in the top navigation bar checks the entire evaluation.

e C(Clicking on one of the red check marks yﬂ"displayed throughout the document checks that specific
section.

Windows Internet Explorer 8

Your version of Internet Explorer (IE) is important to the complete functionality of I-PERFORM. If your
agency has moved to IE9 you will experience errors related to incompatibility. IE8 provides optimal
performance.

When copy and paste is needed from one document into I-PERFORM, remove the formatting by pasting
into the Notepad program first, then copy and paste again into I-PERFORM. This will remove all
unwanted characters that are not always visible.

Like I-Time, your systems will time-out for security reasons. The length of time before timing out is 3-4
hours. To avoid losing work, save VERY frequently.

Agency security changes typically will take 20-30 minutes to update after being made. Examples of
changes:

e Updating PELs

e Access Levels

e Changing/Adding Administrators

e Routing Structures

e Job Templates

e Agency Goals and Obijectives

-7- Rev. 12/5/2015
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Using [-PERFORM: Supervisors

Supervisor Employee Folder

The supervisor employee folder allows supervisors to keep documentation throughout the year specifically for each
employee. In the form of documentation, general notes, and attachments.

Create Supervisor Employee Notes

Access the Supervisor Employee Folder

Home Create Supervisor Notes Help Logoff

from the I-PERFORM Main Screen. State of 4
1. Clickon SuperVIsor Employee Welcome: SEATTLE WASHINGTON-100 I_PERFORM i
Folder from the home screen. -
eﬁormance
2. Select the appropriate location. Baluatiog 9
Select Personnel Management Location: ROUTING FOUR ~
3. Select the employee for whom you | Eerformance SeectEmplosee Name.
would like to document : BENLAN ADAVS- 1003555 —'e
Supervisor o DENVER COLORADO-100-8080_+ |
Ernpl
performance. e —
4. You can view any created notes or My Evaluation ga;‘; Iggféfi;%o:zs M ?:;‘g‘raiption g;t:mggion
documentat|0n by C||Ck|ng on the 5/28/2013 9:00:26 AM Attendance Notes
5/28/2013 9:00:26 AM  dfasdf ttachment
approprlate |tem from the |ISt 6/18/2013 9:18:40 AM attaesndance %Oizsmen
5. Click on Create Supervisor Notes
. If you need additional assistance or have questions on these supervisory
at the top Of the screenin the procedures, please click on the help button.
menu bar.

6. The note screen will allow you to select from three options: Attachment, Documentation or Notes.
a. Attachment: Attach a document saved in your word files, including emails.
b. Documentation: A template for more formal documentation and easily exported to the employee
evaluation form.
c. Notes: Information that you would like to retain as part of the electronic employee folder. The Note
option has subcategories for Feedback on Performance or Assignment Change.

spell
Delete Check Save Exit Help

State of Idaho
Senate
Empleyee Performance Supervisor Notes

Employee Name EART DAVIS Job Title: SENATORS
PCK: 9090 Division/Unit:
Supervisor: SEATTLE Date /1872013
WASHINGTON-100
Type: Atiachment - Type: Attachment -
[Brief Description: . Attachment
Brief I .
Documentation

lAttachment:

Title:
isttach new file here

Browse...

-8- Rev. 12/5/2015
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7. The example selected to the right
is the Note category. If you select
Note, you will add a BRIEF
Description of the situation.

Select a Note category, as well as
a subcategory: Feedback on
Performance or Assignment
Change. Then, write your Notes,
following the guidelines discussed
at the beginning of this document.
Click SAVE. The window will close
and you will be returned to the
Main Screen.

The note will now display in the
Supervisor Employee Folder,

under the associated employee.
Click the date to view the note.

7

Spell
Delete Check Save Ezit Help

State of Idaho

Employee Performance Supervisor Notes

Employee Name: BART DAVIS Job Title: SENATORS

PCHN: 9090 Division/Unit:

Supervisor: SEATTLE Date: (71872013
WASHINGTON-100

Type: Notes -

Brief Description:
Time and Attendance 7/13/13

Feedback on Performance

4

Category:

Notes:

Bart is scheduled to work from
explaination. I asked him what
to call when something happens

8:00 - 5:00. He arrived today at 8:15. He did not offer an
happened and he stated he had car problems.

that causes him to be late. He stated he would.

I told him I expect him

Home Create Supervisor Notes Help Logoff

State of

JDAHO

Welcome: SEATTLE WASHINGTON-100

I-PERFORM

Performance
Evaluation
Performance Select Personnel Management Location: ROUTING FOUR ~
Review Select Employee Mame:
h [BART DAViS-100-9030 |
BEMJAMIM ADAMS-100-9585 —
Supervisor DENVER COLORADO-100-9090 = |
Employee
Folder Emplovee Notes
Last Modified Description Note Type
My Bvahumtics 4/17/2013 4:32:13 PM  dfasdf attachment
4/17/2013 4:41:44 PM Try #3 docurnentation
5/21/2013 3:31:44 PM  Attendance Notes
6/18/2013 9:18:40 AM attendance Notes
@ 7/5/2013 3:10:11 PM  fegadf Notes
1/18/2013 9:16:54 AM Il{?‘%&j]gd Attendance Notes
7/13/13

If you need additional assistance or have questions on these supervisory
procedures, please click on the help button,

Rev. 12/5/2015
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Delete/ Edit a Note

1. Click on Supervisor Employee Folder.

2. Select the appropriate location.
3. Select the employee for whom you would s ot Louott
like to delete/ edit information. State of
4. Inthe field marked Employee Notes will be a ]DN—]O
list of all previously created notes. Select the Wolcome: SEATTLE WASHNGTON-100 I-PERFORM -
note you wish to delete; click on the date to oo
open the not.e. . . Perfarmacg SoedEmpiaee e e ::::'::;’j:ﬁmg ] )
5. A message displays to verify your intent to supervinc) o .
delete the note. This action cannot be Foer Bt — NeisTyns
undone. If you wish to contine, click OK. The My Bkt LEMENS LAGSI M Time s Atendans - aetes
window will close and you will be returned .
Message from webpage [

to the Main Screen.

6 |_e_\ Are you sure you want to DELETE this decument?

OK l [ Cancel

-10- Rev. 12/5/2015
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Create a New Evaluation

1. After logging into I-PERFORM and choosing
Performance Evaluation from the main
menu, select the correct Management
Location from the list.

2. Select the Name of the Employee for whom
you wish to create the evaluation.

3. The box below the employee name will auto
populate with their -PERFORM evaluation
history. If no evaluation has been created in
I-PERFORM, no history will be listed.

4. Click on Create Evaluation at the top of the
screen.

5. Most of the employee information will
prefill; verify accuracy. This page is the
Performance Cover Sheet Tab.

6. Complete the field for Division/Unit.

7. Enter the From and To Dates for this
evaluation period. Note: The dates and type
of review are required before the evaluation
can be routed. Check with your agency HR
Representative if you are unsure of the
review period dates. The dates must be
formatted exactly as pictured. You may click
on the links to choose dates from the
calendar.

8. Select the appropriate Type of Review.

9. After completing the evaluation reflect on
all comments and ratings to determine and
select the Overall Rating. You will come back
to this screen after completing the
Performance Summary.

10. SAVE before moving to the next tab.

Home Create Evaluation Help Logoff

State of
Welcome: SEATTLE WASHINGTON-100 I P ERFO R
Performance
Evaluation
Select Personnel Management Location. ROUTING FOUR =
ger‘formance Select Empioyee Name
e BART DAVIS-100-9090 B
; BENJAMIN ADAMS-100-9535
Supervisor DENVER COLORADO-100-903044
Employee
Falder Evaluations
My Evaluation R . .
|IEmployee Name PCN uation Type Review Period Status
Mo current evalustions found for pen 90°

glf you need additional assistance or have questions on these supervisory
procedures, please click on the help button.

Fri

Create Add Dalate spell . nt
Decumentation  Attachments Attachments Check Send Te REERRCSRCHCRDEEY Save Exit  Preview Help

“cvor Showtl| Porformance Objoctivgs] Porfarmance Expoctationsl Performance Summargl Audit/Attachmonts

5 Stati of ldaho
Brmate

Employen Performance Evaluation

Employin: Name DENVER C COLORADC Job Title EENATORE
PN a090 DivisionAnil:
Supervizor/Mangger: SEATTLE WASHINGTON-100
Review Perlo From Ciade {mmiddiyyyy) To Date (mmiddiyryy)
pix of Risviiw.
Anrnzal Rewiese O Bntrance Probation © Promolion Prabation
Transfer Separation from State Service Other

Overall Rating: This decument is an evaluation of the employes’s 8 #inca the last

Exemplary Performance: This rating is used for special circumstances for employees that sheuld receive special recognition

for aszgny .nmull thal ans complit with = significont reilis and Jave a significant impact on agency business
Solid Purformance This is 5 plerermamc: dogpue
Achieves Performance: Th -'\]WEE meets performance eamectatlons OR this emplovee 1 developing new sillls. gaining
mwmuw.xtg. ar nirw Lo thir pesition

izve Performance This employen's performance aends mprovement OF is unacorptable in accordancn with
Fule 190, 15, s'v‘ 153,
(! HA Mot Applicable

Dale

Move to the
Performance
Objectives Tab

-11- Rev. 12/5/2015
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Performance Objectives

1. Inthe Performance Objective page you
will document the Key Responsibilities
or the Essential Functions of the e
employee’s job. sk Parketien Braustion

Print

Crimie 1
Documentation w4 L Chicl Belect Nexd Reviewor |+ Saver  Delete Bxit Prewview  Help

e i b Summary it/ Attachm ents

2. Enter the Objectives that were assigned Py lane AR o
during the Iast evaluation period’ Or. if Rllpurvi:aorr’MnT\:lgl:r. BRATTLE WASHINGTON-100
o . - ) Review FPeriod Erum Diale {mmiddlyyyy) — gg/03/2013 To Dale {maniddiyyyy) 06142013
this is the first time using IPERFORM for
El

ITIES.
19 nponsibilitios or primiry purpase

RESPON:
i3 Tl nemal oo s

this employee, enter or copy and paste
. . . 5 % 3! i5:
the prior year objectives from the List the smplopas = kay responaibiBtiss or primary purpass:

v
previous evaluation. ‘
3. Reflect on the performance during the
. . . Revigw of Prior Year Obiectives:
review per|od toward the ass|gned o nsost obinctivns from provious roview period in the space boluv s -5 the extent to which sach
objective was fulfilled. Alse describe changes (if any) to ory 1 by 3.

objectives. Add final comments beneath R L T e |
each objective. Piior Yoar Objective #1:

Objective Dascription v

4. Complete the Review of Prior Year
Employee Development Plan section. As
with objectives, for the first time you Status U pdater(Cate Percentags Comsiate; )
will populate the Developmental
Objectives that were established at the s Uttty . )
end of the last review period, or if they 9 feomme A
are a new employee, at the beginning of
their employment. Goals and Objectives for
the NEXT evaluation period will be
added on the Performance Summary tab

Create Add Delete Spell Print
Documentation Attachments Attachments Check Send To Select Next Reviewer E Save Delete Exit Preview Help

. Performance Cover Sheet Performance Expectations| Performance Summary. Audi/Aftachments
for the upcoming year. Developmental
Objectives should be designed to ‘ ‘ ‘
increase an employee’s professional
growth by increasing knowledge, skills, O IR e e s v 0
and/or abilities by training and
educatlonal opportunltles' Prior Year Development Plan 1° MR
5. Add comments regarding progress P e v
toward the objective goals. Click SAVE. Objective
Performance Measurement:
Status Update:(Date) Percentage Complete:
— (Comment) v
£
You can keep up with your spell check by 9
clicking the red check mark on each comment e Perceatage Conplete .
field. Alternatively, you can check the entire
document at once using the main tool bar at
the top Of the screen. f;:::‘::gatewate) Percentage Complete: .

Move to the
Performance
Expectations Tab

-12 - Rev. 12/5/2015
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Performance Expectations

1. If you are not familiar with the statewide
Performance Expectation ratings, review the
descriptions of the levels of Exemplary
Performance, Solid Performance, and
Achieves Performance for each performance
standard.

) ,

The descriptions are examples and are intended
to provide you guidance on the differences
between each rating level. Each bullet does not
have to be demonstrated by the employee to
warrant the rating.

2. If desired, click Hide Expectation to hide the
detail describing each rating while on that

page.

3. Based on the employee’s performance
during the entire evaluation period, assign an
appropriate rating to each expectation,
according to your agency’s process by
clicking the associated button.

4. Assign a rating for each category. If the
rating option is not available, this means
your agency only uses the overall rating on
the Performance Cover Sheet.

5. Add Comments for each expectation that
support each rating or the overall rating.
Comments on each expectation are required
in I-PERFORM.

6. If there is any documentation that you have
assigned to this performance expectation
from the Supervisor Employee Folder, it will
show in the Documentation field. See next
page to create/handle documentation.
Continue working through the rest of the
Performance Expectations in the same
manner.

Create
Documentation

@O

Print
Proview

ar R Soloct Mot Roviewnr = Save
BE Performance Summary  Asdi/Afachments

state of idano

Add Dz et e Spel
Attachmonts  Attachments C Delote  Exit

Performance Cover Sheet Perf Objecty

Employes I‘e'rl'orlnnce Evaluation

Employee Name BART DAVIS Jab Title SENATORS
PCN: a0 Divisien/Unit

up goT: SEATTLE =100
Raview Pariod: Erom Dass (mmaddyyry) 06032013 Lo Date (mmiddyyyy) 06142013

EMPLOYEE FERFORMANCE EXFECTATIONS

The Tollowing rating levels are ay
rated at one of the tnm lavels ACHIEves. Porlwrlance Solid
examples are meant to assist the supervisor and employes du, ring
\aBnAying 1h8 CUTTEnt IEvel of In Sadition, this Should assist In QRsCrIDING What adgitional

would need to demonstrate o achieve a higher rating. These examples are not intended to

would b when

or ¥ Thi
the performance evaluation discussion in

o
Ba all inclusive,

PERFORMANCE EXPECTATION PROFESSIONALISM
ThlE parormance Tation avallates the amplres’s Competanca in qUality of work, depandability, sAsptabaliy Ty,
confrdentiality, and rempect for others.

[ Hida | Hide expectaticn ]

tien of the epectation
v:u-u LAKY PERFORMANCE
Eaploves meets and often exceeds far =]
demenstrates performance fich as

listad at Solid Performanca level AND conaistently

+ Employew is recognined as highly skilled and k:lu-v'll.dwwbh. in thedr field, actively sought after for advice and gaidance
. nx.npnoral quantlly of work, oiten shiad of schadilo and can be depended o to werk independently
ssigned bo Secial agency progcts or 18 assigned o represt o
T e Rates isaues or probies Tegarding agency of statewrida initiatives
+ Congistently Jooks for mprovements lo streamlin processes or cost elficlencies
A RS 45 Nt Tk
a2 far decizions
3, SpOrating procadures, and program inplementation, which has

Tantially to t
* Froactve and demonstrates foresight in correcting sitzation that may chse fnire problems

SOLID PEREORMANCE
Eaploves meets and often exceeds far =]
stently demons lhllL performance sach as

listed at Achieves Performance level AND

+ Belied upon to provide consultation or technbcal assistance within sgency
+ Adopts practices fo | ImproRa work pn ocesus, sullance cistoner
. looks for s for ty

and ensure axcellance in daily work
L] JV\.‘NIdE better survice

e [HIpATAE PFCEIS AR TARSS ABCASEATY COFTOCTIV ALHOn toproveat of SEquancas

. .ﬂu. pts new, different, or < hn!lnmrm k requirements or

+ 05 conflict stations pr QEELY dnd agpropriotey il o TemATIAg open 1o disaussion
. Nad.els proper work gthics and practices

(5]

atie 8 Select Mexi Reviewsr =
Performance Cover Sheet Performance Objectives F

E  Sand Te Save

Summary dit/Attachments
state of ldaho
rnate
Empleyea Ferfermance Evaluaticon
Employes Name BART DAVIS Job Title: SENATORS
PCH: W0 Divisien/Unit
mager: SEATTLE =100
Review Period Erom Cate immdyny)  0g03/2013 To Ul (e DE/14/2013
EMPLOYEE P L E
The following rating lovels are examplos of the performance mployees would be ating when
rated at one of the inree levals Achieves Parformance. Solid P r These

imxamplis are: meant Lo a rvisor and pmployee during The performance m ation discussion in
identifying the current I al el' nerl'erlnnce In addition, this should agsigt in describing what additienal
behaviors the employee would need to demonstrate to achieve a higher rating. 'l'Iu.-_u m(.llnll.-_ are not intended to

be all inclsive.

l‘[lll'l"llHAN\"E EXPECTATION PROFESSIONALISM
This POMSTRANCH CpACtation evalIALes the oployed’s COMPAtEnce In quality of work, depandability, adaptabliity Tlecibilty,
CHnMAEntalIty, and Fespect for athers

Show tapoctason |

Hide rabng

Exemplary PEFISTMANCE: THie rating is used for pecial circamatances for emplopees that should recewe g>ec|a| recegnition
tor asmigned projects that are complated with stgnificant results and have a SIgnifcant IMPact of SEEcy

Solid Performance This emploves excesds performance egectations

Achieves Performance: This emplores meets performance epectations OR this employes i developing new skilla. galning
BEW Enewledge. of nEw 1o the poation.

This emplopee’s parformance neads inprovement OF 19 unsceeptable in accerdance with
Foale 190, 152, and 153

HA Nt Applicable

COMMENTS v

DOCUMENTATION

Data Commants

Move to the

Documentation Tab

Create

-13 -
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Create Documentation

1. Click on Create Documentation on the menu bar. A
new window will open.

2. Provide a BRIEF description of the event. Make this
a short-name. Details will follow.

3. Identify the details of the event; when the event
took place, where it occurred, who was present,
the outcome, impact to the agency, relationship to
the performance expectation and the policies and
procedures, when you talked to them about the
event, the follow up required, consequences, and
suggestions for improved or continued
performance. Continue to scroll down for each
area; it is not a requirement to use all areas.

4. If you wish, you can link the documentation from
the menu bar that displays in the new window.
Select one of the performance expectation
categories from the Add Link to Evaluation drop-
down list. Once you have selected the category,
click on Add Link to Evaluation. The documentation
will appear in the evaluation with the assigned
performance expectation. The Link to Evaluation
field is ONLY available when the documentation is
initially created.

5. Click Save as Draft if you wish to continue working
on the comments, OR

6. Save as Completed if you are done with the
comments.

7. You can view, review, or edit the documentation
from the Audit/Attachments tab.

8. Under Documentation, click on the date of the
desired document to open. The documentation will
now also show on the main page of I-PERFORM.

o .

Use this Documentation tool for positive as well as
negative feedback. You can use it while writing the
evaluation or periodically capturing notes in the
Supervisor Employee Folder.

State of Idabo

Senate
Employee Performance Evalustion
Job Title:

Division/Unit:

Emplayve Nama

o DHR

Supervisar/Manager

Review Poriod: m Date (mm/ddlyyyy)

To Date (mm/ddiyyyy)

101201 11072012

Documentation:

Status
Orat

Originator
SEATTLE WASHINGT

Return to Suparvisor for Commants:

Date Comment Reviewer

Attachments:

Save as

Save Print
Completed  Delete  as Dralt  Proview Exzit  Hulp

State of Idaho
Senate

Empl

Employes Name: DENVER C COLORADO Today's Data:
w090

PCH:
Work Unit: OHR.

What was the event?
'

Problem Sclved!

Job Titla:
Bupervisor:

Wheen did it eomur? 9
v

o Print
Check asDraft  Preview

Save as
M Completed  Delete

Exit

PROFESSIONALISM
PROMOTING RESPONSIBLE GOVERNMENT
CUSTOMER FOCUS
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Add Attachments

In addition to creating documentation to the evaluation, supervisors can also add attachments in the evaluation, i.e.
pertinent emails or letters related to the employee’s performance.

1. Click on Add Attachments in the main toolbar; a
new window will open.

2. Create a documentation title that will help you
determine where to utilize the comments within
the evaluation document.

3. Browse for the file, it can be any type of file.

Click Save & Close.

5. You will now be able to see and open the
attachment by clicking on the Audit/Attachments
tab.

6. To open the attachment click on the attachment
name.

E

Supervisor/Mani B 1-FERFORM - Windows Internet Exploner

Review Period:

The following rati
throa lovels: Ach
and employee dun
in describing wha
intended to be all

Add Attachment

Attach new file here

e Faadback from [TD 9

i rowth
« Proactive and demonsran
.

mests and chen excesds

ght in corvecting sination that may cause future preblems

Em
performance such st

ione Histed at Achisves Perforn

» Relizd upon to provide consiftaton or technical assstance within agency
= Adewts aacticas tn immeoe ook neocasees_anhance chdtrmer sact

level AND consisently demonsates

Attachments within the evaluation will be
viewable by the employee once the
evaluation is complete.

Performance Cover Sheet  Performance Cbjectives  Pert:

Expectations P

Employee Name: DENVER C COLORADO

PCN: 9080
Supervisor/Manager: SEATTLE WASHNGTON-100
Review Period: Erom Date (mmiddlyyyy) 11012011
Documentation:
roblem Solved
eedback Received
‘sedback from the Dirsctor
1 12 Link this to professonalizm
11/05/2012 2nd ik to professionalism
Status Originator
Drat SEATTLE WASHINGTON-100
e

estamp
11/07/2012 09-37-13 AM
110712012 10:43:17 AM

Job Title: SENATORS

Division/Unit: DHR

To Date (mmiddiyyyy) 110712012
Complete
Complate
Comnplete
Draft
Draft

Current Approver Last Routed

Andit Trail
SEATTLE WASHINGTON-100 - Created
SEATTLE WASHINGTON-100 - Saved as Draft

Return to Supervisor for Comments:

|Date Comment

Reviewer

Attachment Name

ack from [TD

Move to the
Performance
Summary Tab

-15-
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Performance Summary

1. Click on the Performance Summary tab.

2. Enter comments that describe the
employee’s overall performance in the
Summary field. Consider all of the
expectation areas, ratings assigned,
documentation, and other comments.
Comments should be specific and reflect all
sections of the evaluation.

3. Below the Performance Summary fields you

will see Agency Goals and Performance
Objectives for Next Review Period. This
section is for planning the upcoming
evaluation period. The template designed
into I-PERFORM allows you to articulate, and
document, the expectations and
developmental objectives for each of your
employees. When creating goals, be certain
to connect the individual’s goals with the
strategic goals of the
agency/division/department. This helps
employees understand how they help make
the organization successful.

4. Select the agency goal you would like to set

Print
Cancel Preview Help
Performance Cover Sheet  Performance Objectives  Performance Expectations | Performance Swnmary [ Audit/Attachments
SENATORS ‘

State of Idaho RO

Senate
Employee Performance Evaluation

Employee Name: DENVER C COLORADO Job Title:

CN: 8080 Division/Unit: DHR
Supervisor/Manager: SEATTLE WASHINGTCN-100

Review Period: Erom Date (mmiddlyyyy) 110172011 To Date (mm/ddiyyyy) 110772012

B AN SUMMARY

Create New Development Objective

Development Objective #1:
Due Date:
Objective Description L.

Status Update:(Date) Percentage Complote:

as an expectation from the drop-down list. If your agency does not use agency goals, you may create a blank

agency goal. You may add/delete goals, as described in this section. Once the agency-wide goal is selected,

another field will open for you to enter the objective(s) as related to the goal and the job of the employee. To

add additional objectives click on Add Performance Objectives. Add the due date for the objective. If it is long-

term or continuous, you can use the status updates dates for setting and following up on milestones. When you

meet with the employee to determine their progress toward the goal, enter the date of the update.

5. Use the Employee Development Plan to insert development objectives which will guide the employee for the
next review period. The plan should be based on training objectives supporting the employee’s success within

the organization.

V.

F|

When you update the progress of performance objectives and
developmental objectives, you will need to create a new
evaluation for the next review period. The performance
objectives and developmental objectives will auto populate. This
will allow you to track and enter a status update.

-16- Rev. 12/5/2015
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Complete Evaluation DRAFT - Cover Sheet

Move back to the Performance Cover
Sheet.

Based on the entire evaluation, assign an
Overall Rating by clicking on the
appropriate button.

Click Save.

You can either close the evaluation and
come back to review it again, OR

Send it for review according to the
routing process of your agency.

PCH:

Ready for
Employee

Employee Name'
Supervisor/Manager:

Review Period:

Typs of Review:

® Annunl Review

Transger © Sspar

| MA Nt Apshiesble

Creats
Jocumentation

State of Idaho

Senate
Employee Performance Evaluation
DEMVER € COLORADO Job Title: SENATORS
9090 Division/Unit: DHR
SEATTLE WASHINGTON-100
Fram Date (mmiddiyyyy) 1012011 Ta Date (mmiddiyyyy) 1072012

Entrance Probation © Prometion Probation

ation from State Service O Other

9 Overall Rating: This document is an evaluation of the employee’s performance since the last evaluation,

with Fule 190, 152,

Add Dl
lon  Attachments Attac

State of Idahe
mate

Emplayin: Perlormanc: Evaluation

Employes Name DENVER C COLORADO Job Tikle BENATORI
PCH: 90 Division/Unit: DHR
Sup T SBATTLE =100

Ruview Period. Erom ate mmiddyy)  11,00/2011 LoDats ImmiddeYl 1077202

Help

Typi: of Risviinw.

@ Annual Reviow

Entrance Prabation ) Promotion Probation

If the draft is
complete...
Time to Route for

Review!

-17 -

Rev. 12/5/2015



I-PERFORM Supervisor User Guide

Route the Draft Performance Evaluation for Review

Routing the electronic evaluation is basic in its concept. The supervisor will route the evaluation to a designated
reviewer(s). The reviewer will complete the review and route back to the supervisor. The supervisor will print a copy of
the evaluation for discussion with the employee. The supervisor will route the electronic copy to the employee and the
employee may add comments and sign the evaluation. The evaluation is sent back to the supervisor for final approval.

There can be a few variations to the process which are described below.

1. Review each tab of the review to ensure that all
are complete, including any added
documentation.

2. When ready to send the DRAFT evaluation click
on the drop-down list for Select Next Reviewer.

3. Select the name of the person that is the

Create Add
Documentation  Altichm

ROUTING FOUR

Select Next Reviewer

. . . . . Employes Name DENVER CC{.OR.HB’:J‘“’ Job Tithe SENATORI
reviewer. Typically, this is your supervisor. ro: o Biisendinlt g
. . Suparvizor/Manager: SEATTLE WASHINGTON-100
4. Click on Send To, then select Reviewer Name. A Review Petist e Dt (vl {10130 ToDats () 16707

system-generated email will be generated to
the reviewer to start their review of the
performance evaluation. The Reviewer may
select Review Complete or Return to DENVER COLORADO - 100
Supervisor. If Review Complete is selected, the

review is approving the evaluation as written. If 6
the reviewer selects Return to Supervisor, the

reviewer may make comments or suggested

edits for the supervisor’s consideration.

5. If changes are made, the supervisor would re- Evaluation for KATHLEEN OSBORN-194 is ready for your review.
route the evaluation back to the reviewer for
Review Complete. The supervisor will receive a
system generated email.

Typa of Heviaw:

% Anmial Review () Entrance Frobatien ©) Frometicn Probation

I-Perform notice

SCOapps_Admin/SCO.APPS@apps.sco.idaho.gov
Sent Thu 10/25/2012 4:55 PM
Terri DeMinno

This process could become cumbersome. Avoid
this by having a conversation with the reviewer to
discuss questions, comments, and/or concerns
BEFORE initiating the routing process.

This way, the reviewer will be able to simply mark
the evaluation as complete.

-18- Rev. 12/5/2015
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Review of the Draft Evaluation

1. When all reviews are done and the evaluation draft is ready, print the evaluation for use during your face-to-
face meeting with the employee. Select Print
Preview. A new pop-up box displays.

2. If the formatting is off, follow the steps outlined Boady (o priat
mploynn Exit Preview  Help
in the General Navigation Section Of this g: dormance Cover Sheet| Performance Objectives  Performance Expectations  Parformance Summary  Audt/Attachments

document. When ready to print, select Print.

= State of ldaho
\ Senaly
Employee Performance Evaluation
J Employee Name DENVER C COLORADD Job Title: SENATORI
i . _ I
FCH: 0P Division/Unit: DHR

Superviser/Manager: SEATTLE WASHINGTON-100

The document is still considered a draft at this point. Roviow Puriod:  crom e mmasym 11077201 Leosemms iz

Type of Ruview.

Discussing the evaluation with the employee and et penen S e
your manager will allow the best opportunity to Transter © Sgaration trom State Sevice
make the evaluation meaningful for all involved.

Overall Raling. This decument is a0 evabaation of the empleyes’s perlormance sinoe U lel evaluation

8 Bxumplary Purformancy: This raling is used for spectal droumstancs (o employ:
‘Ie:c@mtlor-. for asstgned projects that are completed with significant results and have a

Urat shoubd neceive special
iticant impact on agency

3. Click Exit after printing to close the box. After
meeting with your employee, make any agreed-
upon changes. If changes are made to the
evaluation, you will need to re- route to your

State of Idaho
reviewer again for approval. P T =L R
- . PCN: anan Divigion/Unit: OHR
4. Send to employee for their final comments and ssanmsiens;  SHmEwRRTR-A £
Review Period: From Date (mmiddiyyyy) 11012011 Tao Date (mmiddlyyyy) 11072012

signature by clicking on Ready for Employee. At
this point you still can return it to draft status.
The status will now show as Employee Review on Print Instructions  Print Cancel Help
the home screen.

5. The employee will receive an email notification
and may add their comments and add
electronically sign the evaluation. The employee

Employee Performance Evaluation

cannot make any changes to the evaluation text. Employee Name  DEKVER C COLORADO Job Title SERATC

Division/Unit: DHR

. . PCH: 9040
When the employee has either signed or refused Supervisor/Manager: SEATTLE WASHINGTON-100
. . . . Review Period: Erom Date (mmiddiyyyy) 11/01/2011 To Date (mm/ddiyyyy) 11707720
to sign, the evaluation will be automatically
forwarded for final approval.
6. If an Appointing Authority is used, it is routed to
the designee_ If an Appointing Authority is NOT ;)Xverall Rating: This document is an evaluation of the employee’'s performance since the last evaluation.
used, the evaluation is sent back to the Supervisor %gmﬁwwﬁmww
. . space for pour comrnenis please comiaci your supe
for Final Approval. When the supervisor selects
Final Approval, the evaluation status will reflect I——
Complete. The evaluation data will be transmitted DENVER COLORADO 100 @ 1/16/2013 1423 P

Type of Review:

Anmial Review

’ . Employi: Signaturs
to the Controller’s office. mpley . Date
STATTET WASHINGTON 100 13/26/ 202 1026 PM
Suparvisor SlgNAtrE oo s sed ke Date
ADA COUNTY-100 11/26/ 2002 531 AM
Reviewer Signature Data
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Retrieving Evaluations

After logging into I-PERFORM :

Home Create Evaluation Help Logoff

1. Click on Performance Evaluation. e

2. Select your Location from the list box by D A} ]c
CIICkIng ol the oo Wel '!EAT’]‘LE WASHINGTON-100

3. Click on the Employee Name you need o’“

[-PERFORM

Rk Perforrr_lance
the evaluation. Evaluation 9
. . erformnance Select Personnel Management Location A
4. To open an evaluation, click on the name | 325 Select EmpoyesName
. . . . Select PEL Location
associated with the specific evaluation Supervisor
you want to view. You may edit an " lome Creae Evalation Help Logt

evaluation in draft status at any time. If State of

the evaluation has been transmitted, it is IDN—]O

considered final. I-PERFORM

Welcome: SEATTLE WASHINGTON-100

Performance
Evaluation

Select Personnel Management Location: ROUTINGFOUR ~
Select Employee Nama:

Review

Supervisor 9
Employee

Folder

Performance

BART DAVIS-100-9030 -
BENJAMIN ADAMS-100-9595
DENVER COLORADO-100-9090 |

Evaluations
Evaluati Employee Name PCN Evaluation Type Review Period Status
My Bvaluaticg BART DAVIS 9050  Annual Review 06/03/2013~ Draft

6 06/14/2013

If you need additional assistance or have questions on these supervisory
procedures, please click on the help buttor.

4

k d

If an evaluation was completed and
transmitted in error, contact your Agency HR
Representative.
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Status Descriptions

Supervisors have the ability to return an evaluation to a draft status depending on the current status and the stage the
evaluation is in within I-PERFORM. Returning to draft status does not delete information already typed in the evaluation
but simply erases the reviewer and/or supervisor signatures from the cover page. The supervisor can return the
evaluation to draft status UNLESS the evaluation is in ‘Pending Review’, ‘Complete’, or ‘Transmitted’ status. There are
several stages of the performance evaluation routing process:

Draft Status

Draft Status indicates the performance evaluation is still in the hands of the supervisor. It will
remain in a draft status until the supervisor either sends it for review or sends it to the
employee. Anything on the evaluation can be changed by the supervisor at this stage.

Pending Review

Pending Supervisor

Return to
Supervisor

Review Complete

Employee Review

Awaiting Final
Approval

Complete

Transmitted

Pending Review indicates the performance evaluation has been routed from the supervisor to
any pre-determined reviewers as indicated per agency process. The evaluation will remain in
this status until the reviewer routes it back to the supervisor with any comments. While in this
s;c]age the supervisor is only able to view and print until rerouted back to the supervisor from
the reviewer.

Pending Supervisor status indicates that the reviewer has returned the evaluation to the
supervisor to make suggested changes or to route it to another reviewer in the process.
Changes on the evaluation can be made by the supervisor at this stage.

Return to Supervisor indicates that the final reviewer in the agency’s process has reviewed and
would like revisions to the evaluation. The Reviewer may provide comments in the comment
field or just request to meet and discuss the employee evaluation. The supervisor would then
make the edits , then re-route the evaluation to the Reviewer.

Review Complete indicates that the final reviewer in the agency’s process has reviewed and
approved the contents of the evaluation, and had agreed the evaluation is now ready to be
shared with the employee. The supervisor would then select the Ready for Employee option.

Employee Review indicates the evaluation has been forwarded by the supervisor to the
employee to review and provide their comments and electronic signatures.

Each agency has the option of utilizing a role called Appointing Authority. When a person is
designated into that role, they must review and provide final approval of all a%ency evaluations
before it can be uploaded into the DHR Performance Evaluation application. If the status
indicates Awaiting Final Approval, the designated Appointed Authority has not yet completed
this action. If an Appointing Authority is not used, then the employee supervisor will have the
Final Approval action.

Complete Status indicates that the all signatures have been added and the evaluation is final
and ready to transmit the evaluation data to the Controller’s Office. To make changes on the
evaluation contact your agency HR Representative.

Transmitted Status indicates that the evaluation has been uploaded to the State Controller’s
Office and evaluation data is now in the DHR/ Agency Performance Evaluation History.

4/12/2016
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Tips: Copy and Paste into [-PERFORM

When you first use I-PERFORM there is information required that is not pre-populated. You have choices; you can either
re-enter all of the information needed, or copy or paste it from any other document.

ERROR:

When copying and pasting directly into I-PERFORM
you may see interesting characters where you did
not see them before.

KEY RESPONSIBILITIES:
List the employee's key responsibilities or primary purpose:

Assistant 2 Key Responsibilities

Enswer phones promptly and professionally. Route calls 2
Bring Vicki food on a daily basis.

Arrange department fun times.

&nd, of course, complete other duties zs assigned.

Because there is so much formatting within
documents, some that you are not even able to
see, it is important to strip all of the formatting
before inserting into I-PERFORM. This will prevent
characters and formatting that make it difficult to
read the information.

How To:

1. Open any document or email that contains
information required. Use your Microsoft
Word copy feature to select the data you
would like to copy.

Music
Getting Started »

Computer

2. Click on the Start icon in the lower left
corner of your monitor screen.

Connect to a Projector

Control Panel
Sticky Motes
Devices and Printers

3. Inthe Search programs and files field, type
Notepad.

Snipping Tool

£ 7 ol Dk

Help and Support

=

(o)) Paint
a0/

4. A new window will open, allowing you to KPS Viewer

now paste the information you copied into
the open field. You will notice the lack of
formatting available.

T A

All Programs

5. Now that the formatting is erased, you can
again copy and paste it into I-PERFORM
without carrying “junk” with it.

B Gt Fymit Vou bey
0n behalt of myselt, the comittee and attendees of the Idaho Transportation Department 2012 Swpport Staff workshop I would Iike to say thark you tor ta.

1 appreciate that you nat with us in advance to assess hat oor goals and expactations were and that vou adeptly incorperated cur Strategic Plan into yo

4/12/2016 0.
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Help: Allowing/Showing Error Pop-Ups

Understanding errors that are occurring in I-PERFORM
are important to DHR and SCO so that they can be
identified and fixed. To help with that endeavor please
take steps necessary to display errors as they occur. You
only need to do this when working within I-PERFORM.

To change the settings to display the errors:

1. Open Internet Explorer. Select ‘Tools’
from the Menu Bar.

2. Click on ‘Internet Options’.
3. Click on the ‘Advanced’ tab.

4. Click within the box labeled ‘Display a
notification about every script error’.

5. Click ‘Apply’.
6. Click ‘OK’.

7. Press PrtScn on your keyboard to create
a screen capture of the display.

8. Either paste the screen capture into the
body of an email or a Word document.

9. Send an email with a description of the
situation along with the screen capture
and/or Word attachment to
iperformhelp@dhr.idaho.gov.

4/12/2016

File Edit View

Ctrls Shifts Dl
Carle ShifeP

Delete Browsing History...
inPrivate Browsing

o Favorites

5 &) Weo Sl

58 '+ | & Hotmail - tderinnol ory » lda... [ Human rescurces manage... | i) hétps//ipops.

Reopen Last Browsing Session

¥ Protected mode is cumently ¢

InPrivate Filtering CtrleShift+F

InPrivate Filtering Settings

Pop-up Blocker
SmiartScreen Filter

Menage fidd-oms
Comgatibility View Settings

Find a State Job]

Windows Update
Developer Tools

OneNote Linked Notes
Create Mobsie Favorite...

Accou
Send to Onetate My

Intemet Opticns

premet Option: . —. == ]

General |5ecur\ty | Privacy I Content I Connections I Programs I Advance: )

tntemet Options .

‘ General I Security I Privacy I Content I Connections I Programs | Advanced

Home page

@ To

Settings

®
[ Always expand ALT text for images
[ Enable Caret Browsing for new windows and tabs
[ Move system caret with focus/selection changes
[ Reset text size to medium for new windows and tabs
Reset text size to medium while zooming®
[ Reset zoom level for new windows and tabs

D Browsing
Automatically recover from page layout errors with Compz
[ Close unused folders in History and Favorites®
Disable script debugging (Internet Explorer)

Disable script debugging (Other)
q [ Display a notification about every script error
< |

[¥] Display Accelerator button on selection
|

Browsing histos

"1 Del
'fL,-' and

[wm. | »

b

*Takes effect after you restart Internet Explorer

Restore advanced settings
Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition.

Reset...

You should only use this if your browser is in an unusable state.

@@ Some settings are managed by your system administrator.
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[-PERFORM Glossary

Agency Goals

Statements describing what an agency intends to accomplish, stemming from the
agency's strategic plan.

Developmental Objectives

Specific actions related to training and educational needs that are included in the
development plan.

Documentation

A record of employee performance and behavior.

Effectiveness

The degree to which an individual, organization, or group produces a desired result.

Efficiency

The degree to which an individual, organization, or group produces a desired result
(productivity) with a minimum expenditure of time, effort, money, or resources.

Employee Development Plan

A documented form of shared discussion where managers or supervisors work
together with subordinates to identify objectives, resolve performance-related
concerns and determine and create an appropriate development plan designed to
stimulate an individual’s professional growth by increasing his or her skills,
knowledge or abilities(i.e.: training, education).

I-PERFORM

A web-based performance management tool developed for State of Idaho
employees.

Key Responsibilities

Primary functions of an employee’s job.

Mission

The expression of an organization’s vision.

Objectives or Goals

Short-term, measurable steps within each key responsibility that clarifies
performance expectations.

PELs

Personnel Employee Location;

Performance Evaluation

An assessment of an employee’s performance based on established expectations for
the position.

Performance Expectations

Describes desirable level of competence an employee would be demonstrating at a
particular level.

Performance Improvement
Plan

A formal process designed to facilitate constructive discussion between a
subordinate and his or her supervisor and to clarify the work performance to be
improved. The performance improvement plan, or PIP, as it is sometimes called,
identifies performance and/or behavioral issues that need to be corrected and
creates a written plan of action with time frames to guide the improvement and/or
corrective action.

Performance Management

A strategic and integrated approach to increasing agency effectiveness by planning,
assessing, and measuring both employee and agency performance.

Performance Measurement

The ongoing monitoring and reporting of program accomplishments, particularly
progress toward agency goals.

Performance Measures

A quantitative or qualitative process for evaluating progress toward agency goals.

Performance Summary

A narrative explanation of the overall performance of an employee.

Rating Levels

An assigned level of evaluated performance (Exemplary, Solid, Achieves, Does Not
Achieve).

Strategic Plan

A document that outlines the long range goals of an agency in support of achieving
its mission and vision.
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