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1.0 POLICY

The Judicial Branch believes that regular job-related feedback for employees is crucial to having a competent workforce. Supervisors should manage and evaluate the performance of permanent employees on a regular basis. Evaluations should be based on an assessment of the employee’s work performance and contributions made to the work place. Employee involvement in performance management and evaluation is crucial to the success of a performance management program.

2.0 DEFINITIONS

"Performance Evaluation" is a document delineating job expectations and measures. Appraisals must be occupation specific and may contain a mixture of duty and behavioral standards. 

"Pre-Appraisal" is a document signed by both the employee and supervisor, which indicates the employee is aware of performance expectations for the upcoming performance period. A pre-appraisal is usually a blank appraisal form specific to the employee’s occupation. The pre appraisal must be placed in an employee’s official personnel file. 

3.0
PROCEDURE

Evaluations should be conducted each year on or near an employee’s anniversary date.  The supervisor will meet individually with the employee and provide written feedback using the document agreed to in the pre-appraisal. 

a. The written feedback should, at a minimum, provide details about professional accomplishments, completion of duties or goals and any performance problems. The identification of performance problems must include suggestions for improving performance, which may include training or other support. 

b. The employee and supervisor will sign the document and submit it to the Human Resources Office for inclusion in the employee’s personnel file. The employee and supervisor should keep a copy for their reference.  The employee’s management authority (the supervising Supreme Court Justice, the District Court Judge, the Chief Water Judge, the Supreme Court Administrator, the Clerk of the Supreme Court or the State Law Librarian) must also be given a copy of the performance appraisal. 

A supervisor may choose to conduct an interim performance evaluation at anytime during the performance period. 

3.1 EMPLOYEE FEEDBACK  

An employee has the right to provide a written rebuttal to a performance evaluation.

a. An employee must discuss objections or concerns about a performance evaluation with the supervisor. The supervisor will address the employee’s comments before completing the evaluation. 

b. Within 10 days of the appraisal meeting, the employee may submit a formal written rebuttal for inclusion in the employee’s personnel file. The employee will submit the document to the Human Resources Office for inclusion in his/her personnel file with a copy to the supervisor.  

The content of a performance evaluation is not subject to the grievance procedures. A current performance evaluation is not necessary to begin disciplinary action should an employment issue arise. 

3.2 EVALUATION FORMATS

Human Resources staff will work with employees and supervisors to prepare standard evaluation forms for occupations within the Judicial Branch.  The standard evaluation forms can be altered to reflect job duties or needs that were not identified in the standard documents. Standard evaluation forms will be developed by, and used after, July 2003. Until then, existing performance evaluation documents should continue to be used. 
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