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	San Mateo County Collaborative Performance Management System
Meaningful Goals.  Motivated People.  Maximum Results.



Performance Factor Expectations Template
Supervisor Name:       
Employee Name:        
Date:       
Reference Documents
What documents are already in place to communicate expectations about the desired level of performance for this employee?

 FORMCHECKBOX 

Job descriptions

 FORMCHECKBOX 

Performance standards

 FORMCHECKBOX 

Mandates or regulations

 FORMCHECKBOX 

Procedure manuals

 FORMCHECKBOX 

Department value statements

 FORMCHECKBOX 

Prior-year performance evaluations

 FORMCHECKBOX 

Other:      
 FORMCHECKBOX 

Other:      
 FORMCHECKBOX 

Other:      
Selection and Definition of Important Performance Factors

For this employee:

· Review detailed Performance Factor descriptions.

· Select the factors that are most critical to successful performance for this job, employee and performance period.  

· Provide comments (explanations, examples, etc.) as appropriate to describe expectations.

INDIVIDUAL CONTRIBUTION

	Factor
	Comments

	 FORMCHECKBOX 

Quantity
	     

	 FORMCHECKBOX 

Quality
	     

	 FORMCHECKBOX 

Innovation
	     

	 FORMCHECKBOX 

Level of Effort
	     

	 FORMCHECKBOX 

Commitment to Service
	     

	 FORMCHECKBOX 

Attendance
	     

	 FORMCHECKBOX 

Attention to Safety
	     


PROFESSIONALISM

	Factor
	Comments

	 FORMCHECKBOX 

Adherence to County Standards and Policies
	     

	 FORMCHECKBOX 

Integrity
	     

	 FORMCHECKBOX 

Respect
	     

	 FORMCHECKBOX 

Cooperation
	     

	 FORMCHECKBOX 

Responsiveness
	     

	 FORMCHECKBOX 

Reliability
	     

	 FORMCHECKBOX 

Adaptability
	     

	 FORMCHECKBOX 

Ethical conduct
	     


PROBLEM SOLVING and JUDGMENT

	Factor
	Comments

	 FORMCHECKBOX 

Quality of job-related decisions
	     

	 FORMCHECKBOX 

Organizational skills
	     

	 FORMCHECKBOX 

Leadership
	     

	 FORMCHECKBOX 

Creativity
	     


INTERPERSONAL SKILLS

	Factor
	Comments

	 FORMCHECKBOX 

Oral communication
	     

	 FORMCHECKBOX 

Written communication
	     

	 FORMCHECKBOX 

Respects different cultures and values
	     

	 FORMCHECKBOX 

Interpersonal communication
	     


JOB SPECIFIC CONTRIBUTION

	Factor
	Comments

	 FORMCHECKBOX 

Job specific knowledge
	     

	 FORMCHECKBOX 

Job specific skills
	     


MANAGING EMPLOYEE PERFORMANCE (for Managers and Supervisors)
	Factor
	Comments

	 FORMCHECKBOX 

Recommending or Selecting Talent
	     

	 FORMCHECKBOX 

Coaching and Developing Talent
	     

	 FORMCHECKBOX 

Leadership
	     

	 FORMCHECKBOX 

Maintaining High Standards of Performance
	     

	 FORMCHECKBOX 

Evaluating Performance
	     

	 FORMCHECKBOX 

Operating within Legal, Labor, and Policy Framework
	     

	 FORMCHECKBOX 

Managing the Work
	     


DISCRETIONARY FACTOR - OTHER (To be added by Supervisor)
Instructions: Add criteria applicable to the Department or Unit, not already covered by the Countywide categories.
	Factor
	Comments
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