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      OP 4315.03(a)
ORIENTING EMPLOYEES TO THE APPRAISAL PROCESS
As each new appraisal cycle begins, the evaluator should orient the employee to the County Office’s appraisal process by clearly articulating the steps in the process as well as the evaluator’s expectations for the employee. These expectations should take into account County Office goals and department objectives, the demands of the position, the employee’s experience and formal training, and factors beyond the employee’s control that may hinder or facilitate performance. Also included in the appraisal orientation should be:

• 
A review of the appraisal forms

• 
Critical dates that are mandated by contract, as applicable

• 
A discussion of the relationship between appraisal forms and job descriptions/ job 
standards

• 
Definitions and examples to clarify the categories and ratings

It is the responsibility of evaluators to explain the County Office’s appraisal system to employees and it is the responsibility of department directors to assure that each evaluator knows the intent and administrative details of a performance evaluation.

Purpose:  To ensure that employees understand the appraisal process and the evaluator’s expectations for their performance.

Timeline:  New employees are oriented to the appraisal process during the first weeks of employment. Certificated employees and management staff are oriented to the appraisal process at the start of the school year. Classified and confidential employees are oriented to the appraisal process at the start of their first appraisal cycle and in following years as appropriate.

Procedures:

1. 
Evaluator schedules an appraisal orientation session, giving employee(s) advance 
notice. A general group orientation may be given annually. The meeting time required 
depends on employee familiarity with the evaluation process.

2. 
Evaluator completes advance preparation for orientation session by:

•
Determining what information should be presented

• 
Selecting major goals and/or desired outcomes

• 
Preparing handouts and collecting materials for distribution

• 
Arranging a quiet location to ensure privacy and avoid interruptions

3. 
Evaluator presents appropriate performance evaluation information for individuals or for a group. Evaluator explains appraisal form(s), provides an overview of their use and discusses their relationship to job descriptions and, as applicable, to written job standards. Evaluator discusses her/his expectations for performance, as well as County Office, department and unit goals.











OP 4315.03(b)
ORIENTING EMPLOYEES TO THE APPRAISAL PROCESS (continued)
4. 
Evaluator may conclude the orientation by scheduling an individual goal planning conference with each employee.  (Goal planning is required for certificated employees and optional for classified employees.) When the appraisal orientation is conducted on an individual rather than a group basis, it may be combined with the goal planning conference.


Note: When longtime employees gain familiarity with the County Office’s appraisal process, they may require only minimal orientation as they begin a new evaluation cycle; however, it is important for evaluators to ensure employee understanding of the goals and procedures of performance evaluation and to carefully articulate evaluator expectations for performance
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