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COMPETENCY-BASED LEADERSHIP DEVELOPMENT AND
PERFORMANCE EVALUATION 

Competency-based leadership development and professional learning goals shall be established annually. Supervisors shall provide timely, continuous and candid feedback throughout the year to demonstrate support of their employee’s professional growth and development, investment in the employee’s career, and commitment to the Agency’s End. 

Prior to beginning the goal setting, feedback and/or evaluation process, the supervisor and employee shall acknowledge the principles outlined below.  Employees and supervisors are encouraged to discuss what each of these principles means to them given different cultures, backgrounds, and experiences to be sure individual perspectives are in alignment with organizational expectations.  

Principles Check
· Acknowledge positional power and be intentional around equity of voice.
· Approach the process in a manner that reflects mutual collaboration, fairness, dignity, and respect.
· Take the time to do this well: clear expectations and shared understanding are key to effective relationships.
· When expectations are discussed, they can be tangible, measurable, and aspirational.
· Seek to understand and ask lots of questions with the expectation that employees will seek answers to some of their questions outside of the performance feedback sessions.

Checking bias
Supervisors should maintain awareness of their personal biases because they might get in the way of a meaningful and effective dialogue.  Consider the following:

· Reflect on your own personal culture and identity: “race”/ethnicity, age, experience, education, socioeconomic status, gender, sexual orientation, religion.  What do you and the other person have in common?  How are you different?

· Be aware of the dynamic of privilege and how this benefits some while negatively impacts others.  

· Be aware of your personal biases and assumptions about people who are different than you. What are they?  What assumptions have you made about the other person?  What strategies do you use to interrupt and disrupt biases?
· Examine your “front-pack” and be aware that may impact the other person?  Is there any history that might influence your reflections and feedback?  
· Be sure to ask yourself “Why?” during the process.  Why do I believe this? Why do I think this is true?  Is there concrete, observable information in support of my thinking?  What from my own background influences me to see a situation or people in a specific way?  What specific techniques do I need to learn to help mitigate any potential negative impacts, address barriers and check my bias?

Annual written evaluations of the performance of all regular PSESD employees will be conducted within prescribed timelines:

· New Employees: 
· Initial goal setting completed within the first 14 days of employment. 
· Initial evaluation completed by the 90th calendar day of employment.  
· Annual goals established by the 90th calendar day of employment. 

· Year-Round Employees:
· Goal setting completed within the first quarter of the fiscal-year.
· Annual evaluation completed by August 31st of the current fiscal year. 

· School Schedule Employees:
· Goal setting completed within the first quarter of the fiscal-year.
· Annual evaluation completed by June 30th of the current fiscal year.  

Should circumstances arise (e.g. long-term absence of the employee or supervisor, etc.) that may prevent a supervisor from completing the evaluation according to the established schedule, the supervisor shall notify the employee, their executive administrator, and the Human Resources Administrator to establish an alternative timeline.  
Supervisors departing the Agency with six or fewer months remaining in the fiscal year shall complete a performance evaluation for each of their direct-reports prior to departure. 
Employee's voluntarily leaving the Agency with six or fewer months remaining in the fiscal year shall receive a performance evaluation from their immediate supervisor prior to departure. 
The employee and supervisor involved in the evaluation shall acknowledge the evaluation by signature and date and retain a copy for their respective records. Employees are encouraged to include a written response with their evaluation. A copy of the evaluation, and any response, will also be retained in the employee’s personnel file. 

Review Job Description and Competencies
During the goal setting process the employee and supervisor should review and discuss the following items to ensure mutual understanding:
· Agency-Wide Competencies
· Job Description or Scope of Work
· Job-Specific Competencies
· Pathways to Change



Goal Setting
Through a collaborative process, the supervisor and employee establish SMART goals (Specific, Measurable, Achievable, Relevant, and Time-based) based on the essential functions of the job and/or scope of work, and support the Agency’s End, program objectives and/or pathways to change. 

Goal setting shall include the identification of a minimum of two agency-wide competencies, that will be used to support and inform the accomplishment of goals and the essential functions of the job.  Goals and expectations should challenge the employee’s strengths and strengthen their challenges. 

The supervisors and employee shall complete goal setting by September 30th of each fiscal year. 

Goals can be adjusted, as needed, based on evolving program needs. 

Continuous and Meaningful Coaching and Feedback
Supervisors shall meet with their employees’ quarterly, or more frequently as needed, to support employee engagement, leadership development, and professional growth. Meetings should consist of a two-way conversation between the employee and supervisor regarding progress on the established goals and areas of support.

Employees and supervisors may provide work samples or documents, feedback from colleagues or external stakeholders, etc. to record progress on goals and response to areas of support, 

Supervisor and employee meetings shall be documented via the performance management/support system (NEOGOV Perform).  

Evaluation
A final overall performance rating is an important element of the competency-based leadership development and professional growth process. The final performance evaluation shall reflect a culmination of the continuous coaching and feedback sessions, stakeholder feedback, work samples and/or documents, employee self-rating, and supervisor annual evaluation recorded in the performance management system. 

As part of the evaluation process, employees complete a self-rating of their level of proficiency on the agency-wide competencies as a way to identify areas of growth in reaching higher levels of cultural proficiency and increasing engagement in antiracist leadership practices. This can help to identify agency-wide competencies to support and inform the accomplishment of goals and essential job functions. 


Supervisors shall provide a copy of the evaluation to the employee, in advance, to provide the employee sufficient time to review, prior to the formal evaluation meeting. 

Upon completion of the evaluation meeting, the employee and supervisor acknowledge completion of the evaluation, and each retain a signed copy for their records. A copy of the evaluation is retained in the employees personnel file located in the Human Resources & Organizational Development Department.

Program directors and their respective executive leadership team member shall ensure supervisors meet the evaluation requirements and provide the necessary supports for new supervisors and employees.

Performance Improvement Plan
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