Employee Development and Performance Plan (EDPP)

Working tools

The EDPP is the performance evaluation system for higher education classified employees.  The EDPP form and User’s Manual can be accessed through the Department of Personnel’s home page at www.wa.gov/dop/forms/dopforms.htm, or you can contact Human Resources and we will be glad to send you an email attachment of both.

NOTE TO FILE – WORKSHEET

Date:




To:




From:




Subject:


Supervisor’s Name:




Worker’s Signature:


Performance Progress Review - Worksheet

Name ____________________________      Date of Review _______________

1. What have you achieved this review period?

2. What do you spend most of your time doing?  Are you spending the most time on the most important things?

3. How do you see yourself within the big picture?  In what ways are you helping to advance OUR mission and goals?

4. Is there anything you need in order to do your job better (resources, tools, help, personal, etc.)?

5. What have you struggled with?

6. What goals should we set for this upcoming period of performance?  What plan can we create for achieving them?

Writing Performance Feedback – Part I

BE SPECIFIC

· State your Assessment

· Support you Assessment with Facts

· Focus on Specific Behaviors, NOT on your Judgements

Behavioral Descriptions

DO
DON”T

Report what was observed
Infer anything about motives, attitudes or personality traits.

Judge or imply the person is good/bad, right/wrong, considerate/not …

Specific Behaviors
vs.
Judgements & Inferences

“Each of your monthly reports was at least one month late.  One wasn’t submitted at all.  Your written assessments were often not supported with facts.”
“ Your record for monthly reports is dreadful.”

“You seem incapable of doing a good report.”

“You’re great at monthly reports.”

“Your monthly reports need improvement.”

“You seem bored with writing monthly reports.  You don’t seem to fully grasp the importance of complete documentation.”

Writing Future Performance Expectations – Part II

Performance Expectations may include:
When writing Performance Expectations consider:

· Specific job duties to accomplish 

· Special assignments, tasks or projects to undertake

· Particular performance elements, skills or knowledge areas to work on 

· Goals and objectives unique to the employee’s job or work unit


· Agency’s mission and strategic plan 

· Group’s goals and objectives

· Position’s key duties and responsibilities

· Employee’s strengths and areas for improvement

PERFORMANCE EXPECTATIONS

1. Describe the desired OUTCOMES.

2. Are REALISTIC within:

· Employee’s AUTHORITY, SKILLS AND KNOWLEDGE

· Available RESOURCES

· The TIME available

3. Explain clearly HOW you’ll know the outcomes have been achieved.

· They’re measurable and observable

4. Are SIGNIFICANT.

5. Are PRIORITIZED.

Writing Future Training and Development Plans – Part III

Areas to be Enhanced
Strategy

Training, coaching, mentoring, rotational assignments, shadowing, reading, consulting, special assignments, conferences, video/audio tapes
Single Point Accountability
By-When?






Writing Organizational Support – Part IV

This is the place the employee writes suggestions for how the supervisor, so-workers, and/or agency management can support him/her more fully in his/her present job and with future career goals.

For greatest impact, the employee is encouraged to be realistic and to share and discuss his/her response to Part IV with the supervisor.  Whether or not it is discussed, and whether or not the supervisor is in agreement, the employee’s comments in Part IV should appear unchanged in the final, signed EDPP.



To be most useful, suggestions should:



· Be specific.

· Describe you desired outcomes.

· Explain how you will both know the outcomes have been achieved.  

· What are the behaviors that will be seen if the suggestion(s) is followed?




Themes
· Set clear goals and expectations for performance period

· Collaborate on planning and assessment

· Keep the plan alive

· Keep track of progress

· Eliminate surprises

· Make time to do it right
