DA 230


Employee Name:________________________________________

A permanent employee, within seven calendar days after being informed of is or her rating, may appeal the review in writing to the agency head.  The same applies to certain employees on probation.  See personnel regulation 1-7-12.

EMPLOYEE REVIEW SYSTEM




EMPLOYEE NAME (Last, First, MI)

.
REVIEW PERIOD
From:
To:  

SOCIAL SECURITY NUMBER/EMPLOYEE ID

No. of Feedback Sessions:  

AGENCY NAME AND NUMBER
KDOT-27600
REVIEW TYPE


 FORMCHECKBOX 

Probationary

CLASS TITLE AND CODE




 FORMCHECKBOX 

Recommend permanent status




 FORMCHECKBOX 

Extend probationary status

POSITION NUMBER




 FORMCHECKBOX 

Not recommended for permanent status


 FORMCHECKBOX 

Annual

EMPLOYEE SIGNATURE / DATE


 FORMCHECKBOX 

Special

SUPERVISOR SIGNATURE / DATE

OVERALL RATING

 FORMCHECKBOX 

Exceptional

REVIEWER SIGNATURE / DATE


 FORMCHECKBOX 

Satisfactory


 FORMCHECKBOX 

Unsatisfactory

REVIEW SYSTEM INSTRUCTIONS

PURPOSE

The Employee Review System is a process to review the effectiveness of employees and ensure their performance is consistent with basic principles and practices identified in the performance feedback components of the Employee Review System.  The review system has been designed to be an interactive and ongoing communication process between supervisors and employees.

OVERVIEW

The review system includes two components for reviewing performance: Priority Outcomes Expected and Performance Feedback. These components should be used in conjunction with each other rather than as stand alone documents.  For example, when recommending actions on Priority Outcomes Expected, the Performance Feedback component can be used to focus on demonstrated strengths or to identify areas that need improvement. When used in this way, the components facilitate discussion and feedback between the supervisor and the employee and can be used as a performance review and counseling tool.

A review is required at least annually and prior to the end of a probationary period.  However, it is recommended that the Employee Review System be used quarterly or as needed to provide feedback to the employee.  Supervisors should initial and date the inside back cover of this form at each feedback session.

An Overall Rating must be assigned upon completion of a required review or a special review.  Each time a rating is assigned, the completed review form must be signed by the employee, supervisor and reviewer.  The original review form must be forwarded to the agency personnel office for filing in the employee's official personnel file.  The supervisor and employee should retain a copy of the entire review form.

The employee and supervisor will start a new form at the beginning of the next review period.  For Priority Outcomes Expected that continue beyond the end of a review period, the relevant pages may be photocopied and new "Progress Notes, Recommended Action and Results" may be continued on the photocopied page.  Alternatively, a new page may be started at the beginning of the new review period using the photocopies for historical reference.



KDOT Equipment Operator

Employee Review System Supplement

In this supplement, the Employee Review System (DA 230) components of “Priority Outcomes Expected” and “Performance Feedback” have been targeted toward the overall tasks and competencies of KDOT Equipment Operators.  Supervisors are encouraged to use this supplement to review and rate the performance of KDOT Equipment Operators through an objective comparison of the employee’s performance to the defined standards. 

A review is required at least annually and prior to the end of a probationary or trainee period. 

A permanent employee, within seven calendar days after being informed of his or her rating, may appeal the review in writing to the Operations Division Director.  The same applies to certain employees on probation.  See SOM 2.7.3 for details.

Form Instructions

At the end of the review period, the supervisor and the reviewer will determine an overall rating of unsatisfactory, satisfactory, or exceptional, based on whether the employee generally does not meet, meets, or exceeds the defined levels of expectations for individual tasks/competencies.  An employee cannot have an overall rating of Exceptional if the employee does not at least achieve “meets expectations” in each individual task or competency. 

The Supervisor should initial and date the inside back cover of the Employee Review System form (DA230) when feedback sessions occur. At the end of the review period, the total number of feedback sessions is recorded on the front cover of the Employee Review System form. 

Each time an overall rating is assigned, the employee, supervisor and reviewer must sign the completed review form.   The employee’s signature is only an acknowledgement that he or she has been informed of the rating.  It does not eliminate the employee’s right to appeal the overall rating, if the employee disagrees with the rating.

The original Performance Review form must be forwarded to the KDOT Bureau of Personnel Services for filing in the employee’s official personnel file.  The supervisor and employee should retain a copy of the entire review form.

Part I (Required):

At the end of the review period, the supervisor must check the box that most closely describes the employee’s level of performance for each targeted task/competency.  The supervisor must also circle the number above the selected level to further define the employee’s performance.  Circle N/A if the expected work of this employee does not include this function.   To be rated as exceeding expectations in any individual task/competency, the employee must work and interact with others at such a level that he/she meets the standards established for “meets expectations” and “exceeds expectations.”

If the box in the “meets expectations” or “exceeds expectations” category is checked, no additional written documentation is required although the supervisor and/or employee may choose to add goals, feedback, or comments.  If the box in the “Does not meet expectations” category is checked, written comments and/or documentation to explain this rating and further define the areas needing improvement is required
Part II (Optional):

The supervisor and/or employee are encouraged to add comments to describe significant accomplishments, identify specific tasks/goals to be accomplished in the next review period, identify development needs and performance improvement goals or document additional feedback sessions. This should be initialed and dated by both the employee and supervisor.    Add additional sheets, as necessary.

Part I:
1.
SAFETY: Works in a safe manner by following safety manual procedures in performing assigned work. Consider On-the-job accidents and vehicular accident records when rating this task/competency. 

N/A
1
2
3
4
5
6
7
8
9



Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
TRAFFIC CONTROL:  Knows and uses procedures in the Traffic Control Handbook & Highway Sign Manual and/or complies with specific supervisor instructions.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:



Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
MAINTENANCE TASKS:  Performs all assigned maintenance tasks.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
CARE OF EQUIPMENT: Cares for and maintains assigned equipment in compliance with KDOT standards and procedures.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5.
ATTITUDE AND COOPERATION:  Is a team-worker that positively supports and contributes to the work environment.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.
COMMUNICATION:  Uses good communication skills, appropriate for a diverse work environment.
N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.
INITIATIVE:
Meets the needs of the organization by acquiring job-related knowledge and skills.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.
AVAILABILITY/ATTENDANCE:   Arrives at work on time and returns on time from breaks and lunch periods.  Complies with unit leave policies.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9.
EMERGENCY WORK:   Responds to emergency work in accordance with district emergency response policy.
N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10.
TRAINING: Provides meaningful training to others; coaches and mentors other employees.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
11.
LEAD WORKER: Functions as a crew leader and back-up supervisor in the supervisor’s  absence.  Demonstrates ability to complete necessary reports and documentation.

N/A
1
2
3
4
5
6
7
8
9


Does not meet expectations
Meets expectations 
Exceeds expectations 


 because the employee:
 because the employee: 
 because the employee:


Advice and Comments by Supervisor and/or Employee ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Part II (Optional):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DA 230

Insert
Employee Name: 

PERFORMANCE FEEDBACK FOR EMPLOYEES



INNOVATION AND CHANGE
Advice and Comments by Supervisor and Employee:

 FORMCHECKBOX 

Uses creative and innovative thinking to contribute to organizational and individual objectives

 FORMCHECKBOX 

Identifies, shares and is receptive to new ideas

 FORMCHECKBOX 

Adapts to new situations

 FORMCHECKBOX 

Looks for opportunities to continuously improve work processes

 FORMCHECKBOX 

Acts on opportunities to improve work processes

 FORMCHECKBOX 

Helps others to overcome resistance to change


For performance feedback on "Innovation and Change" see competency/task # 1, 7, 10, 11.  Additional advice and comments are optional.

Additional advice and comments may be attached on separate paper.  Initial and date each entry.

WORK PROCESSES AND RESULTS
Advice and Comments by Supervisor and Employee:

 FORMCHECKBOX 

Provides work products and services that consistently meet the needs and expectations of both internal and external customers

 FORMCHECKBOX 

Uses customer satisfaction as a key measure for quality

 FORMCHECKBOX 

Uses appropriate problem solving methods to improve processes

 FORMCHECKBOX 

Collects, evaluates and integrates relevant information to make decisions

 FORMCHECKBOX 

Sets and adheres to priorities

 FORMCHECKBOX 

Meets established productivity standards, deadlines and work schedules

 FORMCHECKBOX 

Accomplishes accurate work with minimal assistance or supervision

 FORMCHECKBOX 

Applies technical knowledge to achieve results

 FORMCHECKBOX 

Pursues efficiency and economy when using resources

 FORMCHECKBOX 

Demonstrates an understanding of the benefits of teamwork


For performance feedback on "Work Process and Results" see competency/task # 1, 2, 3, 7, 9, 11.  Additional advice and comments are optional.

Additional advice and comments may be attached on separate paper.  Initial and date each entry.

PERFORMANCE FEEDBACK FOR EMPLOYEES



TEAMWORK
Advice and Comments by Supervisor and Employee:

 FORMCHECKBOX 

Understands, supports and focuses on the vision, mission, goals and objectives of the organization and team

 FORMCHECKBOX 

Promotes and demonstrates trust, mutual respect and a cooperative work environment

 FORMCHECKBOX 

Offers assistance to others

 FORMCHECKBOX 
  Encourages and recognizes the contributions of others

 FORMCHECKBOX 

Views the success of the organization and the team as more important than individual needs and desires

 FORMCHECKBOX 

Contributes to the development, cohesion and productivity of the team

 FORMCHECKBOX 

Promotes cooperation, communication and coordination within the agency, other agencies and the public

 FORMCHECKBOX 

Shares appropriate information internally and externally

 FORMCHECKBOX 

Supports teamwork through open and honest communication


For performance feedback on "Teamwork" see competency/task # 1, 2, 5, 6, 7, 9, 10, 11.  Additional advice and comments are optional.

Additional advice and comments may be attached on separate paper.  Initial and date each entry.

SELF-MANAGEMENT
Advice and Comments by Supervisor and Employee:

 FORMCHECKBOX 

Exhibits initiative and action in improving knowledge and skills

 FORMCHECKBOX 

Seeks and assumes additional responsibilities

 FORMCHECKBOX 

Arrives at work on time

 FORMCHECKBOX 

Attends work regularly

 FORMCHECKBOX 

Makes efficient use of work time

 FORMCHECKBOX 

Follows rules and procedures

 FORMCHECKBOX 

Works in a safe manner

 FORMCHECKBOX 

Uses and maintains equipment properly

 FORMCHECKBOX 

Exhibits integrity and honesty

 FORMCHECKBOX 

Demonstrates sensitivity to public attitudes and concerns

 FORMCHECKBOX 

Gives and accepts constructive feedback

 FORMCHECKBOX 

Works effectively and objectively in a diverse work environment

 FORMCHECKBOX 

Focuses on the situation, issue or behavior rather than on the person

 FORMCHECKBOX 

Supports cultural diversity in the workplace


For performance feedback on "Self Management" see competency/task # 1, 2,  4, 5, 6, 7, 8, 9, 10, 11.  Additional advice and comments are optional.

Additional advice and comments may be attached on separate paper.  Initial and date each entry.

EMPLOYEE REVIEW SYSTEM

FEEDBACK LOG



Supervisors should initial and date after each feedback session.  At the end of the review period, these should be counted and recorded on the front sheet.

Initial
Date

Initial
Date





















































































































































































































Advises supervisor of potential safety problems.   Independently acts to correct safety hazards.  Actively promotes employee safety.





Places self or others in unsafe situations.  Has a poor accident record. Is inconsistent about following safety manual and safety procedures.  





Avoids creating unsafe situations.  Has few preventable on-the-job accidents.  Follows safety manual procedures.  Reports all accidents, as required.





Can set up traffic control signing for routine operations without direct supervision.  Promotes usage of applicable manuals and guidelines with fellow crewmembers and sets a positive example for this.





Consistently follows proper procedures in flagging &/or erection or installation of signs or other traffic control measures; reports improper or damaged signing to supervisor.  Complies with safety procedures.





Procedures are not correctly followed in flagging, &/or erection or installation of signs or other traffic control measures; improper or damaged signing not reported to supervisor.





Provides work outputs and service that consistently exceeds the needs or expectations of internal and external customers. Pursues efficiency and economy when using resources.





Requires detailed instructions. Has difficulty in following instructions.  Work output is low. Work quality is poor.  Does not perform work in a timely manner.





Knows work procedures. Does not require detailed instructions. Performs assigned work in a timely manner. Work is completed to prescribed specifications. Work assignments  are satisfactorily completed.  





Assigned equipment is kept exceptionally neat and clean.  Promotes care and proper use of equipment.  Serves as a positive example for other crewmembers to follow.





Properly maintains, cleans and stores equipment to reduce deterioration. Uses equipment in a safe, appropriate manner. Reports malfunctions promptly.  Checks equipment before operation.  





Intentionally or negligently misuses equipment. Does not properly maintain equipment. Does not report malfunctions promptly. Does not check equipment before operation.





Is dependable and loyal. Works well with fellow employees. Willingly cooperates with other team members. Works well in a diverse work environment.





Promotes teamwork by motivating team members to positive actions. Models positive job/team performance.  Proactive in positively resolving differences.





Does not cooperate with others.  Is a negative, disruptive team member. Contributes to ineffective work relationships.





Communicates well with co-workers, contractors, &/or public.  Routinely demonstrates sensitivity in responding to public attitudes and concerns. 





Has poor/unreliable communication with co-workers, supervisor contractors, and/or public.  Is rude or hostile in the work environment.





Shares appropriate, accurate and honest information.  Treats others with respect.  Records and/or reports are completed and submitted according to guidelines and in required timeframes.








Requires close, detailed supervision. Waits for direction on routine assignments or activities.





Is resourceful and self-reliant. Works to improve work procedures.  Seeks to improve job knowledge and skills.  Suggests and/or willingly takes on additional responsibilities.  Is efficient and effective in use of time.





Begins routine work with only general direction. Makes good use of work time.  Adapts to changing situations and new responsibilities.





Often is tardy and/or absent; fails to follow unit leave policies.  May be in a “without pay” status because is gone more time than has leave accrued to use.  





Is dependable.  Regularly arrives to work on time and attends work regularly.  Uses sick leave only for appropriate reasons. Complies with unit leave, break and lunch policies.  





Is rarely tardy. Generally uses leave in a manner to maintain positive leave balances.  With rare exception, provides advance notice of vacation leave requests.





Is rarely available for emergency work outside normal working hours. Not available when placed on standby or does not respond in reasonable timeframes.








Responds to emergency work in a timely manner. Responds appropriately when placed on standby.








Routinely volunteers for and willingly accepts standby and other emergency assignments.





Is unable to communicate or provide instructions.  Is not patient with those learning new tasks or procedures.





Uses good communication skills to explain safe, appropriate work methods, steps and procedures.  Provides constructive feedback.  Clearly demonstrates hands-on instructions.  





Can explain policy and safety rationale for work processes and procedures.  Teaches by daily, positive example.  Helps others overcome resistance to new procedures and/or equipment.





Promotes and supports KDOT vision, mission and goals.  Adapts to new situations; helps others overcome resistance to change.  Demonstrates understanding of the need for teamwork.





Coordinates necessary work activities for efficient operation. Follows KDOT policies and procedures. Communicates instructions in a clear and concise manner.  Willing to make and stand by decisions.





Fails to provide leadership on routine job requirements.  Waits for instructions.  Unclear with instructions to fellow members.  Unwilling to make decisions.  Does not follow established priorities.








