MEMORANDUM

REVISION 42 SERIES D

TO: Holders of Career Service Rule Books

FROM: Career Service Board

DATE: May 22, 2018

SUBJECT: Amendment to Career Service Rule 13-23 — Performance Reviews

The amendment to Career Service Rule 13-23 was approved by the Career Service Board on
May 17, 2018. Please insert the following pages in your rule book as soon as possible. Thank
you.

Page Numbers to Remove Page Numbers to Insert
Page 13-2 Page 13-2
Page issuance date: May 12, 2017 Page issuance date: May 22, 2018

Memo



13-22 Written Goal Setting

An eligible employee’s supervisor shall work with the employee to identify the goals for
the performance outcomes and measures against which the employee’s performance is
evaluated every year. This shall be done annually for current employees, as well as
upon appointment to a new position, or the assignment of substantially different duties to
an employee. These goals shall be provided to the employee in writing.

13-23 Performance Reviews

A. All eligible employees shall have their performance for the previous calendar
year formally evaluated and rated in a written performance review. This
evaluation shall occur once every year according to the schedule attached as
Appendix A.

1. Eligible employees who have been absent from their position for less than
a calendar year shall have their performance evaluated based on the time
they were present at work.

2. Eligible employees who have been on a leave of absence from their
position for all of the preceding calendar year shall not receive a
performance evaluation. These employees shall have their pay adjusted
to reflect the merit increase they would have received with a “Successful”
performance rating, based upon the approved merit increase percentage
pool for the applicable merit cycle. (Revised May 22, 2018; Rule Revision
Memo 42D)

B. Whenever an eligible employee changes supervisors, the employee’s former
supervisor should evaluate the employee’s performance in relation to the
employee’s goals. Each goal should be rated individually, and no overall rating is
required. If the change in supervisors is the result of the employee’s former
supervisor terminating employment with the City, the next level manager is
responsible for evaluating the employee’s performance. These ratings shall cover
the period from the beginning of the year until the effective date of the change in
supervisors.

1. The employee’s current supervisor, as well as the employee, will receive
the interim evaluation electronically.

2. At the end of the evaluation year, the employee’s current supervisor shall
prepare a performance review for the entire calendar year. This
performance rating should take into account the information provided by
the previous supervisor, and the employee’s current performance in
proportion to the time spent in each assignment.
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