PDP Checklist
PDP Evaluation
1. Use Form P-111-A (dated 2/2009)
2. Performance Period

· Annual Evaluation:  2/1/11 – 1/31/12
· Probation/Trial:  Refer to employee’s appointment letter

· Career Seasonal:  Dates are the same as the employee’s season

3. Key Results Assessment

· Must include a narrative (“completed” is not sufficient)

· Ensure specifics and examples are used when possible (not too general)

· Must assess all previous expectations

· Must cover the entire performance period (not focused on the last few months or when the performance changed).

· Should be balanced (not all negative)

· Ensure it isn’t written in the first person (“I …”)

· Should include any misconduct or performance issue, and a statement that “appropriate action was taken.”  Example:  “During this performance period, Bill failed to follow the park’s call-in procedures when absent.  Appropriate action was taken.” Please note that the level of discipline (e.g., Letter of Reprimand) should not be stated.

4. Key Competencies Assessment

· Must include a narrative for each core competency and any job-specific competencies that were included as expectations.

· Ensure specifics and examples are used when possible (not too general)

· Simply restating the competency is not sufficient.

5. Ensure that the PDP is signed by all appropriate parties.

6.
Mail into the Headquarters HR office.

Please note: 
Ensure that the following are not included:
· Any medical information or references to medical leave, FMLA, reasonable accommodation, etc.

· Reference to the level of corrective action/discipline action should not be included  (e.g., Letter of Reprimand).
PDP Expectations
1. Use Form P-111-B (dated 5/2009)

2.
Performance Period

· Annual Expectations:  2/1/12 – 1/31/13
· Probation/Trial:  Refer to employee’s appointment letter

· Career Seasonal:  Dates are the same as the season (e.g., 5/1/12 – 9/30/12)
3.
Position Linkage 
· Must be included. 
· Ensure it links the position to the agency’s mission (focus on the position, not the employee).

4.
Key Results Expected
· Expectations are to be specific and measurable (not too general)

· Should not be general job duties such as “performs grounds maintenance”

· No more than 3-7 key results are recommended
2. Key Competencies Expected
· Job specific competencies are optional (no more than 3-5 are recommended)
· Ensure they are not job duties or assignments (they need to be knowledge, skills or abilities)
6.
Training and Development
· Ensure the training is relevant to the employee’s current position or career growth.  (Note:  This can include reading a book or article, job shadowing, coaching, mentoring, watching a video, rotational assignment, etc.)
7.
Organizational Support

· This section is to be completed by the employee.

· The supervisor should review this section to determine if there are any issues that they need to follow up on or address.
8.
Ensure PDP is signed by all appropriate parties.

9. Mail into the Headquarters HR Office.

Resources (N Drive/Human Resources/PDP)
· Parks PDP Training Guide
· DOP’s Training Guide

· Competency Examples
· Policy/Procedure 70-42, Performance and Development Plan
