GUIDELINES FOR THE

PERFORMANCE EVALUATION FORM

Why do you need this form?

Until the County fully implements the Performance Management software program currently under development, it will be necessary to use a paper form in order to complete the evaluation process.  In conjunction with the paper form it is suggested that you use the "Calculator Tool" found on the Human Resources section of the InfoWeb. 

Background:
Beginning June 1, 2000, five pilot agencies will begin using a web-based software package called CompStar to conduct performance evaluations. All other agencies will continue using a manual, paper-based process. Throughout FY 2001 additional agencies will start using the new software package. An implementation schedule will be issued within the next few months. 

The Employee Performance Evaluation Form is available in the County's standard Word Processing format, Microsoft Word.  Sections 1 and 2 and sections 4 through 7 are standard for all employees.  Section 3, Performance Elements, will require customization for most employees.

Two templates are available.  The BARS Template is set up to accommodate both the performance elements and the BARS (Behaviorally Anchored Rating Scale).  The Generic Scale Template is designed to accommodate those agencies who have chosen to use the generic rating scale and only need to incorporate performance elements on to the form.

Both of these templates are being made available to give staff the option of creating a form that looks like the County standard form.  The forms have been designed to facilitate "copying" and "pasting" using standard Windows features.  Most agencies have developed, or are currently developing performance elements.  Assuming the performance elements developed at the agency are in Word or some other electronic format, agencies may wish to "copy" and "paste" the elements (and BARS, if appropriate), into the form.

Please note that agencies are not required to copy and paste into the templates.  As long as the performance elements already developed by the agency are in a similar format to those on the template, performance elements may be appended as an attachment to the rest of the form.
General Instructions:
In order to successfully create an evaluation form in the proper format it is necessary to have a basic understanding of standard Windows commands.  Specifically, one should know how to:

1.) Copy and Paste Text

2.) Add or remove Page Breaks

3.) Change a font size and style

Section III: Performance Elements

The template comes with space for seven performance elements, including one for supervisors only.  It may be necessary to delete or add performance elements sections when copying and pasting into the template.  It all depends on the number of elements you have.  We recommend that Section 3, Performance Elements, remain isolated as a separate page (or pages) so that Section 4,Goals, is at the beginning of a new page.  In this way it is less likely that other parts of the form will be unexpectedly moved around as new items are entered.  The same holds true for Section 4, Goals.  If you have more than two goals it may be necessary to go to a second page with a page break after the last goal.

When pasting text, you may find that fonts change unexpectedly or that some of the performance elements will end up with page breaks in unusual places.  We have found that it is best to paste all of the text in first and then go back if necessary and (1) change the font and (2) add or remove page breaks in order to get the document to look the way you want.

Section IV: Goals

When entering text into the Goals section, the box will expand to accommodate any amount of text.  If the goal is more than a sentence or two, or if you have more than two goals, additional text may cause the boxes to split or go to another page.  If this happens, simply add a page break before the affected goal in order to keep it all on one page.

Section VI: Summary/Development Plan & Section VII: Comments
The boxes for these two sections do not expand as text is entered.  If you have more text than will fit in the boxes, we recommend attaching a separate page.

Technical Assistance
If you need assistance in using the "copy" and "paste" features, or have other formatting questions, contact the Technical Support Center via E-Mail @TSCHELP, or call them at 222-3535.  You may also contact the Department of Human Resources via E-Mail at jobs@co.fairfax.va.us, or call Steve Waller at 324-3358.

