CATAWBA COUNTY

PERFORMANCE EVALUATION PROGRAM

	Name:

 
	Position:  Protective Services Social Worker-In-Home Services, pos#’s  

	Department:  Social Services
	Division:  Children and Family Services

	Date of Evaluation:       
	Evaluation Period:       

	Grand Total Evaluation Rating:      


The Catawba County “Performance Appraisal and Development Manual” provides guidelines for the performance appraisal process and direction on how to accurately and consistently apply these guidelines.  The manual is available on the Catawba County Intranet or through the County Personnel Department.  

Section I:  Ratings

a. Record in the Comments column applicable statements that describe employee’s performance.  Comments should support the rating to be given.  

b. Using the Performance Levels listed below, record in the Rating column the number that best indicates the employee’s level of performance.  

c. Multiply the Rating times Weight to arrive at the performance factor score.  Record this number in the Score column.  

d. Complete steps a through c for each performance factor listed.  

e. Add all performance factor scores to arrive at the overall rating.  

f. Note:  When an employee receives an overall rating of Needs Improvement or Unsatisfactory, a corrective action plan must be developed and reviewed with the employee.

Performance Levels:

Exceeds Expectations 

= 3

Fully Meets Expectations 
= 2

Needs Improvement 

= 1

Unsatisfactory 

= 0

	Performance Factor

Fully Meets definition is included for reference
	Comments:


	Rating
	Weight
	Score

	Adherence to Policies:

Follows established procedures, including written and oral communication, standard operating procedures.
	Example: Demonstrates knowledge of CPS laws, policy & community standard & expectation.  Utilizes CPS authority appropriately and effectively without being too harsh or too soft.  Opens & closes cases within policy time frames.  Can act according to role in protection of children, demonstrates concurrent thinking and planning to act within ASFA and other policies for care of children.  Is familiar and demonstrates ability to turn in day sheets, time sheets, reports, and other documents when required.  Is responsible with travel, office supplies, and other resources of the agency.  When questions arise about licy, employee seeks clarification.


	     
	.20
	     

	Attendance:

Consistently punctual.  Remains in assigned work area. Does not normally abuse breaks. Absences are generally planned; shows consideration of needs of work unit.
	Example: Flex schedule on a regular basis to deal with working families, but keeps team and supervisor informed of whereabouts.  Can contact by beeper or cell phone.  Actively works to maintain 40 hr work week with minimal over time.  Absenses are rare, but usually planned with supervisor approval. Demonstrates creativity in getting job done, including working from lap top if necessary.
	     
	.05
	     

	Communication:

Effective verbal and written communications.  Listens well and clarifies questions. Keeps appropriate persons informed. 
	Example: Keeps supervisor and team informed of case issues.  Writes concise and correct correspondance and reports with minimal correction.  Can speak and write language well, getting their point across in a professional manner.  Presents, dresses and acts in a professional manner while working.  Able to verbalize to clients and other systems regarding client issues. 
	     
	.10
	     

	Customer Service:
Responsive and helpful to customers requiring services/assistance; exhibits courtesy, tact and timeliness. Attempts to assist customers before referring elsewhere.  Appreciates the need to serve citizens.  Effectively and positively communicates county, organizational and unit priorities, goals and concerns to internal and external customers. 
	Example: Responds well to clients and other resources that serve clients.  Returns messages within a day and leaves notification and others to be contacted when unable.  Is friendly to others, very approachable.  Handles difficult situations with ease and puts clients needs above own most of the time. Acceptable knowledge of a variety of client resources, how to access them and work them to assist client.  Minimal complaints are received about worker, and if they are- they are not based on job performance.  Handles corrections and suggestions well.  
	     
	.10
	     

	Job Knowledge, Skills, and Abilities:

Demonstrates continued familiarity with goals, policies, procedures, equipment and materials necessary to fulfill essential functions of the job.  Demonstrates the skills and ability to fulfill the functions. Can perform with only occasional supervision.


	Example:. Knows goals, outcomes and procedures involving Tx system, including CPS investigations.  Strong and accurate assessment skills and judgment concerning safety plans with children.  Accurately staffs cases with SWS, providing all information important to the case.  Demonstrates ability to work independently, without over use of SWS time. Uses wide range of tools including computerization, phones, and face to face interactions to fulfill duties.  Is able to move families toward positive change by developing a relationship and instigating change. Works within the system of paperwork. Understands complexity of system from time a case is initciated to the possibility of court interaction.  Can operate in the system with minimal direction.  Makes appropriate referrals.
	
	.25
	     

	Quality of Work:

Work is usually thorough and accurate.  Effective in utilizing time and materials to complete tasks on schedule.
	Example:. Documentation is current and in appropriate places (module), easy to find an read.  Filing is complete.  Needs little direction and correction from SWS.  Is neat and careful about how job is performed.  Seeks out trainings to strengthen skills.  Demonstrates judgement concerning case decisions resulting in work rarely needing to be duplicated.
	
	.15
	

	Working Relationships:

Maintains effective and cooperative relationships with coworkers (including supervisor) and clients.  Active participation in team effectiveness.  Consistently courteous and considerate.  Assists others without prompting. Works with others tactfully and treats others with respect and understanding.  Exhibits tolerance of differences. Any complaints are appropriate and communicated with supervisor tactfully.
	Example:  Good relationship with team members and other is Children’s Services as well as the community.  Active in own cases and assists others when needed, without being enabling.  Is an example to others, offering mentoring to new staff and support of others.  Can be counted on when someone is in need to assist.  Is responsible and mature. Although may not always agree with resources, does so in a helpful way without creating more barriers to client services. Takes care of self and does not over work self to the point of burn out.  Is active on team, offering feedback and support.  Enjoys work and does not resist spending time or effort with other employees.
	     
	.05
	     

	Judgement:

Exhibits evidence of having considered pros and cons and having weighed alternative actions, taking into account organizational needs before making a decision. Judgments generally result in positive outcomes.
	
	
	.10
	

	
	
	Totals:
	1.00
	


Overall Rating:  

Overall Rating:  


      
Exceeds Expectations  
= 2.6 – 3.3

_____
Fully Meets Expectations
= 1.6 – 2.59

     
Needs Improvement 
= 0.6 – 1.59

     
Unsatisfactory  

= 0 – .59

Section II.  Special Projects Completed (Optional):  In this section list and describe special projects the employee completed beyond the scope of normal job duties during the past evaluation period.  For successful completion of special projects, additional rating points of up to 0.3 may be given.

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________
How many (if any) additional points were added to overall rating?  

0

Employee’s Grand Total Evaluation Rating:  



Section III.  Status of Outcomes/Expectations/Objectives:  In this section indicate the status of the employee’s outcomes/expectations/objectives for the previous 12 months.  Include training objectives, if applicable.

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Section IV.  Outcomes/Expectations/Objectives For Next 12 Months:  In this section list the employee’s Outcomes/Expectations/Objectives for the upcoming evaluation period.  Include training objectives, if applicable.    Under Action Steps, define a plan to accomplish each objective.  Under Timing indicate when the objective will be complete.  

	Outcomes/Expectations/

Objectives
	Action Steps
	Timing

	
	
	

	
	
	

	
	
	

	
	
	


Employee Comments: ______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Signatures:

	Employee:


	Date:

	Supervisor:


	Date:

	Department Head:


	Date:


The employee’s signature indicates that the performance evaluation conference occurred, but not that the employee necessarily agrees with this performance evaluation.  In accordance with Section 270.112 of the Catawba County Personnel Code, permanent employees have the right to appeal this evaluation.  If the evaluation is appealed, employees must follow the procedure outlined in Section 270.112 of the Code.
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