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Performance
Management at the
County of Orange

Performance management is a
process to set expectations and
align performance with critical
business objectives. It is also a
vehicle to provide feedback,
recognition, and coaching
throughout the year to best support
employees’ development and to
ensure their work best contributes to
our mission. When we engage in
meaningful performance

Performance
management, everyone benefits -
the County, supervisors, employees, ma ndgement
and our residents. °
IS A core
At the County of Orange, there are ep_°g3°
several performance management responSIblllty

processes used to support of d "
supervisors and employees.

Management employees all use a
process called Ongoing Performance
Conversations (OPC). Regardless of
which process is used, it's important
to fully engage in the process to
achieve success.

supervisors.

OPC PROCESS GUIDE



Whatis OPC?

Ongoing Performance Conversations (OPC) is a collaborative performance
management process for employees and supervisors to partner for success.
Rooted in conversations, OPC ensures alignment with business goals and a focus
on development in order to drive performance, retention, and engagement.

Ultimately, OPC helps the County continue to deliver
exceptional public service.

Many people think the performance process is about the paperwork that
occurs once per year. In readlity, performance managementis a core aspect of
the supervisor's day-to-day role. It's important to stay connected throughout
the year to ensure a shared understanding of expectations, continued

alignment, and ongoing support for development.
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Stay Connected with OPC

OPC begins with performance planning where supervisors and employees
discuss what success looks like in each of the core competencies and concludes
with a year-end evaluation. In between, supervisors and employees meet
regularly throughout the year for 1-on-1 meetings and Quarterly Check-In
Conversations to stay on track and support development. The OPC process
milestones support your success by helping you stay connected to each other,
the business, and our mission.

Quarterly Conversation:
Performance
Planning

Quarterly

Conversation: e s i
Year-End Start Here
Evaluation

0 nn%%hg
performance
conversations

STAY CONMESTED. Qual’tﬂrl}'
Check-In
Conversation

Quarterly
Check-In
Conversation

Organizations with continuous
performance processes are 39% better at
attracting top talent, and 44% better at
retaining talent (BetterWorks, 2020).
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OPC Milestones

Quarterly Conversation:
Performance
Planning

Quarterly

Conversation: o 1-on-1
Year-End ElarEes Check-Ins
Evaluation

en%oing
performance
conversations
ATAY CONMECTED.

Quarterly
Check-In
Conversation

Quarterly
Check-In
Conversation

Year-End Evaluation

Performance Planning

The supervisor and employee
collaborate to review expectations in
competency areas and discuss
success criteria for the evaluation cycle.

Quarterly Check-In Conversation
Pause and expand the conversation
beyond day-to-day projects or
assignment progress. The first Quarterly
Check-In occurs 3 months after the
start of the performance cycle, followed
by the second Quarterly Check-In 3
months later.

The cycle concludes with the final evaluation. You'l reflect on performance
throughout the entire cycle during this performance step. The supervisor will
meet with their direct report to discuss overall performance, impact, successes,
strengths, and what's next. Each employee will receive an evaluation at the end

of the performance cycle.

1-on-1Check=-Ins

What happens in between the performance milestones? Holding regular
1-on-1 meetings provides an opportunity for consistent coaching and feedback
throughout the duration of the cycle. These conversations occur between
process milestones and help you stay aligned in the ebb and flow of the

day-to-day.
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OPC, Powered by Eureka

Powered by Eureka, you will have access to all things performance in one
convenient platform. The online convenience of Eureka makes the new process
easy to use, administratively light, and provides helpful tools to facilitate
meaningful performance management. With OPC, you'll spend less time filling
out forms, and more time focusing on what matters most — our employees.

. \ !y,
ongoing

peformance . o reka®:

STAY CONNECTED.

NO MORE SHUFFLING PAPERS
Automated workflows help keep the process moving and make it easy to
find what you need.

NEVER MISS ANOTHER DEADLINE

Automated reminders help you stay on track with performance milestones.

COACHING MADE EASY

E Easily facilitate coaching and feedback conversations with your team using
the Check-Ins tool. Packed with conversation templates, a central location

R for notes, and productivity features, OPC will help you accelerate your
impact.

%]
R

Eureka simplifies performance management, while OPC directs your focus
toward meaningful performance conversations. OPC helps you focus on
clear competency expectations and features conversation guides that

enhance performance, engagement, and retention.
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3 Core Tools

There are no paper forms to complete with OPC. Instead, OPC is powered by
Eureka, which means that all your performance tasks are centrally located within
the system. In addition to the benefits of OPC, Eureka will help you:

e Ensure the process is meaningful with templates that take the
guesswork out of conversations

e Never miss another deadline with automated reminders

e Stay connected and aligned with ongoing conversations and
streamlined tools

There are three (3) core tools within the system that you can use throughout the
performance process.

Automated e Email reminders ensure you never

Milestone miss another deadline.
Workflows e Prompts help you stay consistent
with process milestones.

o

e Templates take the guesswork out of
what to discuss.

Check-In « All notes available in one convenient

Tool location

e Follow-up features help you
remember action items.

Y

e The OPC Playlist features on-demand
training and other resources.

Additional e Resources are also linked within

Resources Eureka workflows.

Snap Guides show step-by-step

processes for navigating the system.

(=

|

Technology helps make the process easier
so that you can spend more time on what
matters most - our employees.
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Roles and Responsibilties

The performance management process is collaborative and involves three primary
players - the employee, the supervisor, and the reviewer.

The Employee

e Maintain awareness of dates related to the performance cycle.

e Understand the core components of the process.

¢ Reflect on performance, and actively incorporate insights and feedback from others.

e Actively collaborate with the supervisor to identify performance plans and success
measures, engage with feedback, and focus on development.

The Supervisor

e Be aware of performance cycle dates and proactively plan to meet deadlines.

e Partner with the employee to identify competency expectations to support the
success of the employee, team, and organization.

e Actively engage in ongoing coaching conversations to support development.

e Ask the reviewer for resources and advocacy to support employee development.

The Reviewer

e Be aware of performance cycle dates and ensure deadlines are met.

e Ensure the supervisor is trained on the OPC process and coach them throughout the
process.

e Share department strategy and goals to support alignment.

e Obtain Department Head approval for any overall ratings of ‘Exceeds’ or ‘Exceptional’

Everyone is responsible for:

e Following process timelines

¢ Understanding and fulfilling your role responsibilities
e Working collaboratively together

e Being open to receiving and giving feedback

Fulfilling your responsibilities ensures the process is
meaningful, which drives engagement up by 14% and

performance up by 24%.
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OPC Competencies

OPC includes seven (7) core competencies which reflect important areas of
performance and the attributes that are required for each County management
employee to be successful. Together, these main components help you and the
employee define what success looks like, support their development, and stay
aligned for business and service outcomes.

Competencies are the knowledge, skills, and abilities needed
by all County employees to be successful in their job.

The following competencies are specific to all management employees using the
OPC process.

Develops, maintains, and strengthens relationships while
working together to achieve outcomes.

Collaboration
How effectively does the employee collaborate with
others to achieve outcomes?
Listens, writes, and presents ideas, opinions, and
information in diverse situations.
Communication
To what extent does the employee effectively
communicate?
Understands and appropriately applies knowledge and
. skills related to area of expertise.
Functional ! AP
Expertise To what extent does the employee demonstrate
functional expertise in their role?
Leads self and/or people toward or participates in
meeting the organization's vision, mission, and goals.
Leadership

How effectively does the employee demonstrate
self-leadership or lead others?
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OPC Competencies

Proactively plans and prioritizes work to meet

Organizationql commitments aligned with County/Dept. goals.

Skills How effectively does the employee plan and prioritize
work, and take action to meet established deadlines?

Responsively identifies optimal solutions by analyzing
problems, calculating risks, and making decisions.

Problem Solving
To what extent does the employee identify and

implement effective solutions?

Focuses on results and desired outcomes and how best

Results- to achieve them to get the job done.

Oriented To what extent did the employee achieve the expected
results?

Personalizing Competencies

Each competency is further defined within three levels:

e First Level Manager (Analyst and Administrator)
¢ Mid-Level Manager (Manager and Sr. Manager)
e Senior Level Manager (Assistant Deputy Director and Deputy Director)

Each level has specific descriptive statements to define expectations. During the
Performance Planning process, supervisors and employees should collaborate to
personalize these statements within the scope and context of the employee’s role.

The full competency model can be viewed on the following pages.

OPC PROCESS GUIDE



"uonoalip cibeyens Jo
Bulpuelsiapun paleys selesaln

‘sau|| [euoneziuelilo ssoloe
uonew.Iol! Jusuiad saleys

‘'saousipne sieludoidde
5]08|8S pUE UOoNEWIoUI
ansuas Ajjenualod saziubooay

‘'sdnolB pue sienplaipul ylog
LA A|2AI10 1S S21RIIUNWILLIOYD

‘uoneziueblo ayi 1noybnouyy
Moegpasy pue Buiualsi

anloe syoddns pue sabeinosua
1BU1 JUSLUUOIIAUR UE S81eal)

‘ABalens pue uoISsIW JO
Buipuelsispun paleys sajealn)

‘@ousIiphe
alj} 1o spasu Uy JoeW
0] 8|A15 UOIJEDIUNWILLIOD $9X8|4

"S9POLU UOIIEDIUNWILIOD
[ELUIOU] PUE [BLuloy
1o asn ajenidoidde sayey|

'sdnolB pue sjenpialpul ylog
Ypm AjaAljoage Salesiunwillo)

"SI9YIC Ypa SUonoBISIUl
Ul Bulugisl] aAIl0E S[POJA|

-‘abessalu papuajul
Jo Buipuelsiapun paleys
e 9ABY Seouslphe sainsug

‘aduaipne ay} Jo spasu
U1 1INS 0] W) pue ‘gjA1s ‘2u0]
‘usjuod abessaw sy sidepy

"UOIIELLIOI pue SESPI
ssaidxe o3 wioy [niBuiuesw
pue aAI309 }SOL 3} S9S00YD

‘obessawl
QAISBYOD UBS|D B Ul S|eLalew
x9|dwoo pue sespl sjUesald

‘Buiuglsl) aA0E sejeljsucLaq

£DIBDIUNUILIOD Ajanjodys
safojduwe oy saop JUSIS Jeym 0

‘sSUolENNS
SS19AIp Ul UoIeWwloul pue ‘suociuldo
‘seapl sjussald pue ‘sa)lim ‘suslsi

UOIIEDIUN WWOD

'syjBualis asiaap WOl sHjauaq
18y} ainyn2 e sjowo.d o}
sa1basjens saldde pue sdojaasq

‘uoneloge|joo
0] S8|0B)SCO 9A0LA)
0} UoII0e Saxe) pue seliuap|

‘s|eob |jeuoneziueblio 1sbig|
Jo yoddns ul seolnosal saleys

‘s|ech
LOLULLIOD 9ASIYDE 0} SUOI}|E0D
spling pue sylomiau sdojaasQg

Jo12al1q Andeq
lojoaliq Ajndaq 1uelsissy

.abeuepy |9A27 JOIUDS

‘20e|dyIoMm

SAISN|oUI UE 9]e3I0 PUE S0IAISS
aoueyuS 0] seAndadsiad pue
sanjiqedes aidiynw abeiaag)
pue dojaasp 01 swea sebebug

‘Jayebol ylom
pue 3oeqpas) sbueyosxs ‘seapl
SINgUIUOD A9l slaguiswl LWes)

UDIYM UI JUSLUUOIIAUS LUEBS)
€ 0} SSjNqIIUoo 10 s8jeal))

1511} S5900NS WES)
Bumnd pue ‘swajqold anjos
01 Jayieboy Bunpiom ‘esipedxa
1o uoiewloul Bulieys ybnoayy
uoijeloge||o2 sabeinooug

‘ABarens jeucieziueBio
ay; jo yoddns ul swesy
[ELONOUN-SSOI0 YA SIaUlEed

labeuepy IS
Jlabeuepy
Jabeuep [9Aa7-pIA

'suoluido
Buuayip pue Ausianp jJo
anjea spadsal pue saziubBooay

‘seapl slaguiaw
wesa] Iaylo o} Ajgleldoldde
spuodsel pue susisi

"SI18Y10 ypam abpajmouy
pazienads saleys Ajgal4

‘sdiysuone|al
Buppom aa3onpoud
SulejulewWw pue saysi|qelsg

lojensiuiwpy
1sAleuy
Jabeuep |9A97 38414

£Satuooino
BASIYDE O] SISYIO LM BjeloqeljoD
safojduwia ay) saop AlaAnoajjs MoH

"SOWO2IN0 SA3IYDE O}
1ay1aB01 Buiom a)iys sdiysuone|al
suayibuans pue ‘sulejuiew ‘sdoj@aag

uopelodge|jod

Aoualadwon

OPC PROCESS GUIDE



"SUOIIN|OS Lo}
0} pabelaas| ale saAnoadsiad
lap|oysyels seinsug

"SaW02IN0
1o} Ajljigisuodsal sydasoy

‘AunBigquie 1o sysu
Jo soussald sy Ul suoIsIoap
Aol pue paLuIoUl-||am Saxelp|

‘s1eoB oibajens pue
saAoalgo Ajunooausuwniedsp
YA JUS]ISISUCD SUCISIoOp Sayen

‘suonenys xa|dwos ajenjess
01 Aljige ay3 pue Anaioslqo
salelisuowsp Alenbay

‘|eas] alqissod 1semol aU3
1e Bunjew uolsioap sabelnooua
10/pUE SUOISIDapP SaYEN

‘AunBiguwie 1o sysu
Jo aouasald sy} Ul sUoIsDEp
Aol pue pauIoUl-|[omh SSYEA|

‘slaployayels ||e 1oy
SUONOR/SUOISIOSP JO SWO2IN0
pueisiepun A|in} 1 SeALlS

‘sabusg|eyo
[euoneziueblo ¢} sucnn|os
anleald ‘anresouul sdojaasQ

NSS!
1001 B} S3UNUSP! AjSAIOSYT

‘suondo
Bunenwioy usyss siepjoyayels
loj suonesidwi sispIsuc)

"01BO| punos
uo paskeq suoIsiDap sayely

‘SUoIoe Jo saouanbasuos
aslanpe |enuajod saziubooay

"SUOIIN[OS aAjeUls) e
S8]en|eAs pue S9lElauaD)

‘swig|qoud
sazAleUR puE Saljjusp|

Jsuonnjos
annosye Jusiusidr pue Anuspi

sadojdua sy saop JuaXa Jeym Of

"SUCISIDAP
Bupew pue ‘sysu Bunenojes
‘swis|qold BuizAjeue Ag suolin|os
jewndo saunuapl Apaisuodsay

Buiajos wa|qold

‘'s@oJnosal 2lgnd jo uoneondde
PUE UOIIEAISSUCD SA109S
sojelsuowap AJUSISISUOD

‘uoIssIW sseulsng Ysijdwoooe
0] se0Jnosal Alessaoou
U0 O} SYI0M PUB Saljiuap|

‘s|eoB |euonelado
Buinoddns sa1bsiels sojnoaxe
pue saje|nuwlio} Al@anoayg

‘uoloe sayel pue saliunpoddo
BuiBiawa pue sysu sapedionuy

Joyalg Aindag
loyoali] Aindaq uelsissy

:JoBeuey [eAaT loluag

‘JuswaAcldwl SNonuuUoD
voddns o] sayoeocidde
suawaldwl pue sajen|eag

‘Speau 82Inosal
1un spoefoid Aj@ieinooy

‘sanlIqisuodsal
pue $9|0J WEd) ‘SHSE]
|eoB 1o 1ooloid seuuep AleaD

‘sjeob
waswyedapyAilunos 1apeolq
uyum ubBije o1 seaoelqo seg

lebeuepy Ig
1aBeuep|
1eBeuelp |2A97-pIA

"SSLU0IIN0
1o ssaiBoud ylom spadwi pinoo
1Byl seanssl Jusulad sayeeosg

‘Alshosueynuis
sjuawubisse/soaloid
a|diynw sabeuewl Ajganoayg

“SJOAN
[eonIlo $S9| JO peaisul saipoud
1504BIY U0 Shooy SUlBUIRA|

Wom sazylioud
pue sue|d Ae1eudoiddy

lojesiuiwpy
AUy
leBeuely |aa97 18114

;Saulpeap paysyqe)ss jasLl 0] Uoljoe
aye) pue Spiom azpuonid pue uerd
aadojduwia ay} saop AlBADBYS MOH

‘sjecB [eluswpedapyAiunod

Ypaa paubie SJuSLUHLILIOD 188U 0}
ylom sazinioud pue sue|d Ajlaanoeoid

SIS leuoneziueBio

Aoualadwon

12

OPC PROCESS GUIDE



‘uoneziueblio

8L} Jo asoL} Yum paublie

ale jey3 suoneloadxe pue s|eob
a|qeulene pue ‘BuiBus|eys
‘Injbuiuesw ‘1es|o s1eS

1599 1134} Op 0} pajeAjoW
2lE IS ||e SI8UM JUBLLUUOIIAUR
Slom aalsod e sejealn

‘uoniuBoaal pue
JOBPaa} JO 2IN)No E $9]18al1D

‘aa0l1dwi
A|SNonuipuoo o} UoIoE SaX e} pue
JUSWHLIWOD [eucslad smoys

“AunBiquie

1o sabBus|eyo sudsap
yoeoidde Bupjuiyl-pleslo) pue
apnyne aaisod e sulejule|

‘Aubaiul jeuosltad
pue A)ssuoy jo splepuels ybiy

‘uoleziuebio

ay3 4o asoy} yum paubie ale
1eyy sjeob Jojpue suoneyoadxe
a|geurene pue ‘Buibus|eys
InjBuiuesw ‘leso s1es

1seq dvyi op

0} POIEAIIOW 2lE JBIS || SIaUM
JUSLIUCIIAUS YoM 2ASOd

e 0] S9INQLIU0D IO sojealn)

‘uonubooal
pue 3oeqpaa) 10} SWalsis
$3]ea.0 pue sabeinooug

‘aAosdwil
AlSnonuijuos O} UCHoE SaXE] pUE
JUSWHWWOoD |euoslad smoys

AunBiquie

1o sabBua|eyo aydsap
yoeoudde Bupjuiyl-pieslo) pue
apnine aAyisod e sulejuiely|

‘Rubaiul ybiy spremal 1ey;
JUSWUOIIAUS 3IoMm e 1o} Hoddns

‘uoneziuebio

3y} Jo asoy] yum pauble ale
1241 s|eob Jo/pue suoneloadxe
S|qeulene pue ‘Buibuajeyo
‘IniBulueswl ‘1espo 5198

1899 J1943 Op O} PajeAjow
ale Lelis || 2laUm JUsLIUoIIAUR
NIom 2ARISOd € 0} S9INLIIU0T

‘uoiubBooal
pue »oBqpaa) 2A}ONIISUOD
S9AI908] Io/pUE SaAID)

‘anoldwi
A|SNONUIIUOD O} UCIIOE SSYE] PUE
JUSWWIWOD [euoslad smoys

“AunBigure jo
SaLI} Ul eanonpold pue weo s|

‘BupjeLu
-uoISIoSp pue suawubisse
310m O] JolABYS] JO Splepuels

(S0

pes| 10 diysispes)-jies sjensuoLsp
aafojdiua ay] ssop Ajanosjje MOH

's|eob

pUE ‘UoISSIW ‘UoISIA S,UcieZIUERIO
ay1 Buneaw ul saedioiued

1o premol s|doad 1o/pue Jos pean

Builenysuowap lolaeyaq s|poy sajellsuowap AjJusIsisuosD [eaiyie ybiy saldde Apusisisuon diysiapean
"SUOITEpUSLULLCOS]
‘uoneziueblo ‘slaquiswl Wea) punos Ajjesiuyos) £3j00 I3y}

a1 jo sanjiqedes pue
asiuadxa jeaiuyoa) sdojenap
pue s9s50sSSE A[2]RIn0oYy

‘Seale |Euoijouny
usamyaq suoosuUod J1beens
S2]BUIPICOD PUE SaIIUSP|

"‘Alenads |euoliouny Ul asipadxa
paziuBoosl sessassod

lopalig Aindaqg
loyoaig Ainda(g Juelsissy

JoBeuely |9A87 Joluag

1oloidsyers lo sagedes pue
asiyadxe jeoiuyosy sdojaasp
pue sassasse A[21elnooy

‘SEalE [BUOIIOUN, USSMIaY
sUO199UU0I [euciielado
S3JeUIPIO0D pue SSIUap|

‘Alewads [euonouny ul asipadxa
paziuBooal sassassod

1aBeuep IS
1aBeuey
JaBeuelp 19A97-PIA

‘Ajenb ybiy sapiroid

‘uoneziuebio
3y} ¢} enjeA sppe |
12yl yons aspadxa umo salddy

uawubisse

qof Jus1InN2 Jo sSpuewsp 193U 0}
papasu esipadxe [euoljouny pue
‘IIns ‘oBpamouy sassassod

lojelisiuiwpy
1sAleuy
laBeuep @A 18114

Ul asipedxs [euonoun) sjeqsuolsp
aafojdiua 8y} sa0p JUSIXS jeymMm of

‘asiPadxa Jo eale 0}

paie|al s||ps pue 2Bpsamouy saldde

Aerendoidde pue spuglsiapun

asipadxg jeuoizouny

foualadwon

13

OPC PROCESS GUIDE



‘spoye oiBalels apimailunos
10 apim-juswipiedap Ul pasjoau|

‘senNoIYip 1o siallleq sydsep
s|eof aASIyoe 0] SJUBLIUCIIAUS
|eonjod xa|duwoo sajebiaenN

‘s)Nsa.
pue SaLUOOING PalIsap eAdIydE
0} Slapjoyayels usamieq
sHoYe $e1eUIPIO0D Ajl@AnoayT

"AJunoD au} Jo sisalalul
wisy-Buo| auy ypm JusisisuoD
sue|d syusws|dwi pue saipiolud
pue saAloalqo sayenwic

Jo30a41g Aandag
lojoalig Aindaq juelsissy
abeuepy |aAa7 Joluag

's|eob o1bejels s uoneziueblo
0] paubi|e sI yIom sainsug

18W Bulaq ale
SpPasU 9SOLY) [[9M AMOY SIOHUOLW
pue spasu JaWOoIsSNd salnuap|

‘spasu
wisl-Buol pue -loys Buioueeq
3|IUM SBLUOOINO J0) sabeuely|

"‘Aljenb Jo |9A8| sjeudoldde

ypsa paysijdwoooe ale
Al|qisuodsal jo seale [euoilouny
ay} jo s[eob ey sainsug

J1abeuep us
Jabeuey

Jabeuep [9A97-PIN

“AousBin Jo asuses
arendoidde sejelnsuowa

"SI9WOISND [BUISIXe
lo/pue [eulajul Jo spesu
ay1 slesW pue seyedionuy

‘spaau
wisl-Bug| pue -poys Buiouejeq
3|IYM SSLOJIN0 UO S3SN20H

'synsal jo Aluenb
pue Alllenb pajoadxe saasiIyoy

lojensiuiupy
1sAleuy
Jabeuepy [2A27 18114

éSynsal papadxs ay) arsiyre

safojduie sy pip Jusixa jJeym 04

‘auop qol ayy 1896 ojway

2ASIYDE 0} 1S9 AOY pUE SSLIOJING

palisep pue synNsal Uo Sesnoo-

palualI0-s)nsay

Aousjedwon

14

OPC PROCESS GUIDE



Competency Ratings

Each competency has specific descriptive statements to define expectations.
During the year-end evaluation, supervisors will rate each statement on a 4-point
scale. The average of those ratings will result in the overall competency rating.
Ratings are based on overall performance throughout the cycle. The overall
evaluation rating is an average of the seven (7) competency ratings.

Average of 7competencies = Overall Performance Rating

Needs
Improvement (1)

Meets Performance
Objectives (2)

Exceeds
Performance
Objectives (3)

Demonstrates
Exceptional
Performance (4)

Performance improvement and/ or skill development
needed to increase effectiveness and meet competency
expectations.

Requires closer supervision than is necessary for the job.

Performance normally meets and sometimes exceeds
competency expectations for the position.

Proficient in the performance of responsibilities expected
for the position.

Performance frequently rises above competency
expectations for the position.

Is often a model or mentor for others in the competency
area.

Performance is consistently, substantially above
competency expectations for the position.
Is a model or mentor for others in the competency area.

Rating Approvals

An overall evaluation rating of ‘Exceeds’ or ‘Exceptional requires Department Head
approval. Reviewers may approve overall evaluation ratings of ‘Meets.” Supervisors
should collaborate with Human Resources for any overall evaluation ratings of
‘Needs Improvement’ prior to meeting with the employee.
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Merit Increases

* No merit increase.
Reviewer approval required.
e Consult with Human Resources.

Needs Improvement (1)

¢ 3% merit increase, not to exceed Advertised
Maximum.
* Reviewer approval required.

Meets Performance
Objectives (2)

* 6% merit increase, not to exceed Advertised

Exceeds Performance Maximum.
Obijectives (3) ¢ Reviewer and Department Head™ approval
required.

* 9% merit increase, not to exceed the Exceptional

Demonstrates Exceptional Performance Maximum.
Performance (4) * Reviewer and Department Head™ approval
required.

@ *Department Head approval is required for overall ratings of Exceeds
| g or Exceptional.

Reminders

e Supervisors are required to meet with staff at the beginning of the cycle (as part
of the Performance Planning step) to discuss the performance competencies and
what success looks like within their role. This is the opportunity to personalize the
competencies to the scope and nuances of the employee’s role.

¢ There are no rating quotas.

e There are only two requirements that need to be met in order to sign off on an
evaluation: (1) The County rating criteria must be followed, and (2) The
assessment must be accurate and reflect performance from the entire cycle.

OPC PROCESS GUIDE
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Performance Planning

Perhaps one of the most basic of employee needs in the workplace is knowing
what success on the job looks like. This is why the OPC performance cycle begins

with Performance Planning.

The Performance Planning conversation
is an opportunity to communicate clear
expectations, providing the employee
with a roadmap for success. It is
intended to empower employees to
collaboratively determine priorities,
providing them with an active role in
determining what their success looks
like. Through performance planning,
supervisors can help staff support the
County’s mission.

Three Core Tools

Quarterly Conversation:
Performance
Planning

Quarterly
Conversation:
Year-End
Evaluation

Quarterly
Check-In
Conversation

Quarterly
Check-In
Conversation

There are three core tools to help you through the Performance Planning process.

Automated Check-In
Templates

Milestone Workflow

OPC PROCESS GUIDE

Reference
Resources



The Workflow

Performance planning occurs at the beginning of the cycle and should be

completed within 30 days of the start of the cycle. The image below highlights the
Performance Planning workflow.

Together, the employee and

supervisor meet to discuss A 30 - 45 minute conversation
) creates clarity and sets you
expectations for all

both up for success.
competencies. Use the Check-In
tool to guide the conversation.

This step takes about 2 This step takes about 2
minutes to complete in Eureka. minutes to complete in Eureka.

Employee

Within Eureka, the
employee confirms the
planning meeting
occurred.

Eureka notifies the supervisor to schedule
a performance planning meeting with the
employee. The supervisor completes this
step in Eureka by confirming they
scheduled the meeting.

The Conversation

We recommend using the Check-In template to guide your conversation and take
notes. During the performance planning conversation, you'll discuss:
 Expectations for each of the seven (7) competency areas
e How to build on past successes from the prior cycle
e Growth opportunities and areas for development

Learn more about Check-Ins beginning on page 35.

Additional Resources

There are a variety of resources available to help you learn about OPC and the
Performance Planning milestone. We recommend starting with the on-demand

elearning and Snap Guides. All resources are available in Eureka. Follow the OPC
playlist for easy access to these resources, and more!

Perhaps the most basic of employee needs in the
workplace is knowing what success on the job

looks like.

OPC PROCESS GUIDE
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Tips for Holding the P
Performance Planning

STAY CONNECTED.

Conversation

5 Steps to Prepare for Effective Performance Planning

STEP 1: SCHEDULE A MEETING WITH THE EMPLOYEE

e Schedule a 1-hour meeting to meet with your direct report. The meeting
should be in a private setting, such as your office, conference room, or
virtual meeting.

e We highly recommend using the Check-In tool to guide your
performance conversation.

STEP 2: PREPARE FOR YOUR CONVERSATION
e Review your notes:
o You may want to review previous evaluations, notes from your
performance conversations and the employee's job description.
o Reviewing these documents can help you determine how the employee
can contribute to achieving the overall mission of the County.

STEP 3: REVIEW THE CORE COMPETENCIES

e The seven (7) competencies were defined by the County of Orange as
critical to success for management employees.

e Each competency is comprised of descriptive statements. These
statements assist in providing clear definitions that ensure all County
management employees are evaluated consistently.

STEP 4: REVIEW THE COMPETENCY RATING CRITERIA

e During the year-end evaluation, supervisors will rate each descriptive
statement on a 4-point scale. The average of those ratings will result in the
overall competency rating.

e Ratings are based on overall performance throughout the cycle.

STEP 5: REVIEW THE CHECK-IN TOOL TEMPLATE

e Ahead of your conversation, review the Check-In tool template for
performance planning.
o This tool serves as a guide, focusing your conversation on high-
impact topics.

OPC PROCESS GUIDE 20
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STAY CONNECTED.

- Conversation Starters

Questions to Support High Impact Performance Conversations

You'll discuss expectations for each of the seven competency areas, build on
past successes from the prior cycle and identify growth opportunities and areas
for development. Unsure of how to guide the conversation? Use these
conversation starters to help kick things off. Choose a few questions from each
category to guide your conversation. We recommend using the Performance
Planning Check-In template to stay on track and take notes.

5 Reflection Questions for You (the Supervisor!)

REFLECT ON YOUR
DIRECT REPORT'S
ROLE AND YOUR
TEAM.

What are the team'’s priorities?

What are the individual's strengths?

How can they best contribute to the priorities?

What does success look like for the role?

How can you support learning and growth for your team?

5 Reflection Questions for You (the Employee!)

e What would it look like if you were wildly successful in the

REFLECT ON YOUR coming year?
ROLE. e How does that potential compare with what you are focused on
today?
e What would help you bridge the gap between that future and
today?

Choose a question based on what you know about your employee:

ENGAGE IN
MEANINGFUL e Given our priorities and mandates, where do you think you
DIALOGUE ABOUT should focus your work this cycle?

PERFORMANCE e Imagine it's one year from now. What would you like to say
AND SUCCESS IN youve accomplished? What will you have learned?

THE ROLE. e What support do you need from me? What's working? What do
you want more of? What could | do differently?

OPC PROCESS GUIDE 21
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Since the planning conversation, you've been engaged in ongoing conversations
(1-on-1 Check-Ins) with your employees. Quarterly Check-In Conversations provide
the opportunity to focus on the big
picture and overall performance. This
milestone is focused on maintaining
alignment and supporting success.

There are two Quarterly Check-In (QCI)
Conversations in the OPC process.
e QCI #1 occurs 3 months after
Performance Planning
e QCI| #2 occurs 3 months after the
first Quarterly Check-In.

ongoing
performance
conversations
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[o[TET, 141
Check-In

Conversation

[o[TET, 1417

Check-In
Conversation

There are three core tools to help you through the Quarterly Check-In Conversation.

On-demand elearning

You'll receive system The Check-In template

emails when a task is
assigned to you,
helping you stay on
track with deadlines.

takes the guesswork
out of what to discuss

and ensures continuity.

courses and Snap
Guides help you quickly
learn the basics of the
Quarterly Check-In.




The Workflow

The workflow for the Quarterly Check-In milestone is similar to Performance
Planning. The task will follow the workflow, beginning with the supervisor and ending
with the employee. The image below highlights the Quarterly Check-In workflow.

A 30 - 45 minute conversation
Together, the employee and supports continued alignment

supervisor meet to discuss and engagement.
overall performance. Use the

Check-In Tool to guide the

conversation and take notes.
This step takes about 2

This step takes about 2
minutes to complete in Eureka. minutes to complete in Eureka.

Employee

Eureka notifies the
supervisor to schedule
a Quarterly Check-In
Conversation, and the
supervisor confirms the
action in Eureka.

The Conversation

We recommend using the Check-In template to guide your conversation and take
notes. During the Quarterly Check-In conversation, you'll discuss:

Within Eureka the
employee confirms
the QC meeting
occurred.

e Performance so far this quarter within each of the seven (7) competency areas,

including key accomplishments, strengths, and development areas
Overall progress (‘progressing well’ or 'not progressing well') for the current
evaluation cycle

Learn more about Check-Ins beginning on page 35.

Additional Resources

There are a variety of resources available to help you learn about OPC and the
Quarterly Check-In milestone. \We recommend starting with the on-demand

elearning and Snap Guides. All resources are available in Eureka. Follow the OPC
playlist for easy access to these resources, and more!

You can’t move forward if you don’t know where
you are located on the path.

OPC PROCESS GUIDE
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Tips for Holding the P
Quarterly Check-In

STAY CONNECTED.

Conversation

3 Steps to Prepare for Effective Quarterly Check-Ins

STEP 1: REVIEW YOUR NOTES.

e Review your Performance Planning Check-In for the notes you and your
employee added at the start of the evaluation cycle.

e Review your 1-on-1 Check-In for notes you've collected throughout the
evaluation cycle. The Check-In tool helps employees and supervisors have
ongoing conversations and drive alignment, coaching, and continuous
performance development.

STEP 2: REFLECT ON THEMES FROM THIS QUARTER.

e Your conversation will focus on the following topics:
o Performance in competency areas, including strengths and opportunities
for continued development
o Key accomplishments
o Overall progress toward meeting expectations in competency areas

e Reflect on the topics above in preparation for your conversation. What themes
have emerged?

STEP 3: PREPARE TO SHARE YOUR FEEDBACK.

e When giving feedback, focus on the impact of behaviors on the
department, strategy, and work efficiency, rather than simply expressing
likes or dislikes. Emphasizing the impact provides the 'so what of the
feedback and clarifies why taking action matters.

e Ensure that you identify specific examples for each of your responses. While
you have likely shared these throughout the evaluation cycle already, this is
a great opportunity for reinforcement. Examples provide helpful context for
understanding the situation and clarifying behaviors to continue or change.



Quarterly Check-In P
Conversation Starters

STAY CONNECTED.

Questions to Support High Impact Performance Conversations

You'll discuss strengths, areas for development, and accomplishments during the
Quarterly Check-In. Unsure of how to guide the conversation? Use these conversation
starters to help kick things off. Choose a few questions from each category to guide
your conversation. We recommend using the Quarterly Check-In template to stay on
track and take notes.

WHAT’S .
WORKED? .

What was your biggest accomplishment during this quarter?

What do you believe your strengths are? How have you been able to
leverage them so far during this evaluation cycle?

e What do you enjoy the most about your work? Which parts of your
current job bring you the most satisfaction or greatest sense of
accomplishment?

Use these questions to
learn about successes
from the last three
months.

WHAT’S

e What experiences have you challenged yourself with this cycle?
HAPPENING ° S AL
e What were your biggest lessons learned this cycle®
NOW? : .
e What one or two areas, if worked on, would have the most impact
Use these questions to on your performance and success?
understand the e How do you think we are doing as a team?
employee’s progress, e Where does our team excel?
G olslilelinlelplei=ila @ What one thing | could do differently to have the biggest impact on
competency areas, and our team's effectiveness?
explore lessons learned
and areas of growth.

WHAT’S
NEXT?

. e What are your most important goals for the next quarter?
Use these questions to

e Where do you want to focus your efforts for continued
development?
e How can | support you?

discuss future goals
and how you can
continue to support
them.
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Year-End Evaluation

The final evaluation should not be a surprise; it is a summary of all feedback
conversations that have occurred throughout the cycle. It's also an opportunity to
reflect on performance throughout
the whole of the cycle and discuss
steps for building upon past

successes and integrating lessons Quartery -

learned. While this final step is on

documented, the heart of it is truly Evaluation

the conversation that occurs. The v
following will provide you with ——

information for successfully @ESH«?@}%

completing this process, as well as
guidance for holding an impactful
conversation. r L

Three Core Tools

There are three core tools to help you through the Year-End Evaluation process.

Automated Check-In Reference
Milestone Workflow Templates Resources
On-demand elearning
courses and Snap Guides
help you quickly learn the
basics of the year-end
evaluation process.

You'll receive system Reference past Check-
emails when a task is Ins to easily see the year
assigned to you, helping at-a-glance.

you stay on track with

deadlines.
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The Workflow

Like other performance tasks, the Year-End Evaluation workflow begins with an email to
the manager and ends with the employee. The image below highlights the Year-End
Evaluation workflow. You'll notice this workflow includes ratings, documenting feedback,
and active engagement with the Reviewer.

Eureka notifies the

employee to email
accomplishments to

their supervisor. The A 45 - 60 minute conversation creates
. . opportunity for reflection and
employee confirms in feedback.
Eureka when complete. j
The employee and
supervisor meet to Within Eureka, the
discuss overall employee reviews
T“es{g;t;gvrg performance and and acknowledges
assigned to the performance ratings. the evaluation.
supervisor and
employee at
the same time.

Supervisor Reviewer Supervisor

YEAR-END SUMMARY REVIEWER
RATING ACKNOWLEDGEMENT

SUPERVISOR
ACKNOLWEDGEMENT

Eureka notifies the Within Eureka, the Reviewer After meeting with the
Supervisor to schedule a reviews and acknowledges the employee, the supervisor
year-end conversation evaluation. confirms they held the Year-
meeting and complete the The Reviewer must secure End Conversation within
year-end rating summary in Department Head approval Eureka.
Eureka. for Exceeds and Exceptional

ratings.

The Conversation

During the Year-End Evaluation conversation, you'll discuss:

 Overall performance in the (7) competency areas
e Key accomplishments, including examples of notable performance
e Feedback on strengths and development areas

Review tips for completing the year-end evaluation beginning on page 30.

Additional Resources

There are a variety of resources available to help you learn about OPC and the year-end
evaluation milestone. We recommend starting with the on-demand eLearning and Snap
Guides. All resources are available in Eureka. Follow the OPC playlist for easy access to
these resources, and more!

Leadership and learning are indispensable to
each other.

John F. Kennedy
OPC PROCESS GUIDE
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to the Completing Year-End
Evaluation

Below is an overview of the supervisor’'s responsibility for the Year-End Evaluation.
Access additional resources listed below for more detailed information.

STEP 1: SCHEDULE YOUR YEAR-END CONVERSATION.

e Schedule a I-hour meeting with your employee in a private setting such as your
office.

e The evaluation must be approved by the Reviewer (and Department Head, if
necessary) prior to holding the meeting with the employee. Ensure you
schedule the meeting far enough into the future to allow sufficient time to
secure necessary approvals.

e Log into Eureka and complete the performance step by confirming you've
scheduled the meeting. Completing this step will unlock the rating portion of the
evaluation.

STEP 2: REFLECT ON YEAR-LONG THEMES.

e Review notes from your Check-Ins, including 1-on-1s, Performance Planning, and
Quarterly Check-Ins. Consider the following when reflecting:

o What worked really well for the employee?

o What are the employee’s strengths?

o What are one or two areas, if worked on, that would have the most impact
on the employee's performance and success?

e Solicit input from the employee.

e Solicit input from your supervisoranager or peers if your employee works
directly or interacts with them. Review kudos' emails or those indicating a
concern about performance.

Their email prompts them to email a list of accomplishments for

@ The employee also receives an email at the same time you do.
consideration when completing ratings.
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Supervisor’'s At-a-Glance Guide to
Completing the Year-End Evaluation

STEP 3: COMPLETE THE YEAR-END RATINGS SUMMARY IN EUREKA.

e Log into Eureka and complete the Year-End Ratings Summary, which includes:

o Core Competency ratings

o Focused Feedback (only required for overall ratings of Needs Improvement)
o Probation Status

complete this step. Wait until the reviewer approves the evaluation

@ The workflow will route to the reviewer (your supervisor) after you
before holding your conversation with the employee.

STEP 4: HOLD YOUR YEAR-END CONVERSATION.

e Once the Reviewer acknowledges the evaluation, it's time to meet with your
Employee for the Year-End Conversation. You will discuss overall performance,
including strengths and development areas, key accomplishments, and
performance ratings. View the Conversation Starters for a suggested framework
for this conversation.

STEP 5: APPLY YOUR E-SIGNATURE IN EUREKA.

e Back in Eureka, conclude your steps by acknowledging the evaluation with your
e-signature.

e The workflow will then route to the employee to acknowledge the evaluation. The
evaluation is not considered complete until the employee completes this step.

Overall ratings of Exceeds or ADDITIONAL RESOURCES

Exceptional require approval

from the Reviewer and LOOking for more detailed
information? Additional resources
are available in Eureka, including:

Department Head.

® OPC Process Guide
® clearning modules
* Snap Guides

Contact your HR team with
any additional questions.

OPC PROCESS GUIDE 3]
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STAY CONNECTED.

the Year-End Evaluation

~ Questions to Support High Impact Performance Conversations

Use this conversation starters below as a framework to guide your year-end
conversation. These questions are designed to facilitate reflection about what worked
this evaluation period and use that as a springboard for the future.

START WITH THE
SUCCESSES

Starting the conversation
on a positive note will e Where did you grow the most this year?

create momentum for a

productive conversation. e How were you able to leverage your strengths?

e What are you proudest of having accomplished this year?

REFLECT ON You should have provided your employee with feedback throughout
PERFORMANCE IN the evaluation cycle. In this conversation, you can summarize your
COMPETENCY feedback. Make sure to include examples of specific, behaviorally-

AREAS based observations of the employee’s performance.

The competencies were

CIBEE) By e ety ¢ Like the other conversations, let your employee lead by asking key
orange as critical to questions to solicit their perspectives on where they excelled, lessons

:umcgizzgosr Management learned/growth, and where they should focus efforts going forward.

STAY FUTURE- Talk about the skills and experience needed for the employee to
FOCUSED accomplish their career goals. How can they use insights and lessons
Find out what goals the learned from this cycle going forward? You may consider asking one of

employee has for their the following:
career.

e What one or two areas would have the most impact on your
performance if you focused on developing them?

e What do you see as the next step in your career?

 How do you see your personal goals aligning with team goals and
the organization’s mission?

OFFER YOUR Mix up the questions you use to ask for feedback during these milestone
SUPPORT conversations and 1-on-1s to promote critical thinking, reflection, and
Be intentional in how you avoid rote responses. Here are two alternatives to the conversation

word your questions so starters we highlighted in the midcycle checkpoint:
that you make it safe for
your employee to provide

! . o
feedback. e What's working?®

e What do you want more of?




Reviewer’s Guide to the Year-End Evaluation

Below is an overview of the Reviewer’s responsibility for the Year-End Evaluation.
Access additional resources listed below for more detailed information.

Your Role During the Year-End Evaluation:
e Ensure timely completion of the process.

e Ensure evaluations adhere to the County’s performance rating criteria, and are an
accurate representation of performance throughout the cycle.

Eureka Navigation:
e You will receive an email when the workflow advances and is ready for your review.
e Regardless of the overall rating, confirm the following criteria are met:

e Ratings are an accurate reflection of the employee’s performance

e Ratings are applied consistent with the County definitions.

e Additionally, complete the following steps for the following overall ratings:

. Confirm a narrative is included in the Focused
Feedback section. Consult with HR prior to issuing an evaluation with this
rating.

. and Department Head approval is required.

If changes are needed, you may reopen the step to send it back to
the supervisor. Meet to discuss needed changes or questions.

Department Head Approval:

e If required, obtain Department Head Approval. Do not sign off on evaluations

with overall ratings of ‘Exceeds’ or ‘Exceptional’ until you receive Department
Head approval.

E-Signature in Eureka:

e Back in Eureka, conclude your steps by ADDITIONAL RESOURCES

acknowledging the evaluation with your Looking for more detailed

e-signature. information? Additional
resources are available in
Eureka, including:

®* OPC Process Guide
® elearning modules
® Snap Guides

Contact your HR team with
any additional questions.
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Employee’s Guide to the Year-End Evaluation

Below is an overview of the Employee’s responsibility for the year-end evaluation.
Access additional resources listed below for more detailed information.

Prepare for your Year-End Conversation
e Get ready for the Year-End Evaluation by emailing your supervisor a list of

your accomplishments from the current evaluation cycle. It's your time to
shine!

Eureka Navigation:

e Log into Eureka and complete the performance step by confirming you emailed
accomplishments to your supervisor.

Having a hard time getting started with your reflection? Start with
the Reflection Worksheet, now available on the OPC playlist.

The Year-End Conversation:

e Your supervisor will schedule a meeting to reflect on performance throughout the
cycle and review your evaluation, overall ratings, and any potential
performance-based merit increases.

e Use your conversation as an opportunity to celebrate success, reflect on growth,
and focus where to continue your development efforts.

E-Signature in Eureka:

e Log into Eureka after your meeting to
acknowledge the evaluation with your
e-signature.

ADDITIONAL RESOURCES

Looking for more detailed
information? Additional resources
are available in Eureka, including:

® OPC Process Guide
® clearning modules
* Snap Guides

Contact your HR team with
any additional questions.
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The Check-In Tool

Check-Ins make it easy to stay connected.

2

Templates Virtual Collaboration
Conversation guides A single location for

help you have high notes increases

impact conversations. collaboration and clarity.
- ¥

Follow-Up Tools Your View

Follow-Up features Summary views create

make it easy to follow seamless access to all of

through on action items. your notes.

The Check-In Tool makes it easy to stay connected

to each other, the business, and our mission.
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There's a template for that!

Eureka’s check-In templates make it easy to drive alignment, coaching, and
performance development. Using the templates means you always know what to
discuss. Keeping notes in a shared space supports following through on action
items, ensures shared understanding, and helps make it easy to spot trends so you
know when to celebrate or provide additional support.

Check-In templates are available for
the following scenarios:
e Performance P|Onning Create a new check-in X
e Quarterly Check-In Conversation
e 1-on-1Check-Ins
1-on-1 Check-In
[ NeW LOterOl Tronsfer Employee This discussion guide empowers you to take charge of your 1-on-18

() toensure they are impactful and meaningful to you. During these Details
meetings, you'll check in with your manager to explore challenges,

strengths, and near-term work. Use this template to come prepared

for your 1-on-1 to get the most out of your time together.

Choose a check-in template

Follow your department’s
. . New Lateral Transfer Employee
d ocumen t a t on p (o) | | Cy W h en '(3 Use this template to support your conversation when you have a new Details
L. . . . lateral transfer employee
determining if you will use this tool.

ing C.

O Detail

\_/ Use this conversation guide to support your performance planning etalls
conversation.

Quarterly Conversation Check-In (QCl)

Use this conversation guide to support your quarterly conversations.
Use the same template for both meetings and create a new instance
for each scheduled meeting. During this meeting you should review

ArAnrace in anch AAMASIARAY AraS
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Check-In Tool Actions

The following pages feature common actions supervisors will take when using the
Check-In Tool. Detailed step-by-step instructions are available in the Snap Guides.

Create a Check-In Series 39 * Use one time when creating a new series.

* Meetings are automatically created in a series.

Delete a Meeting 4 Delete a meeting if the meeting was cancelled.
. _ .
Delete o Check-In Series 21 Dglete a Check-In series that was created by
mistake or not used.
. . * Archive a Check-In series for staff no longer
Archive a Check-In Series 42 . 9
reporting to you.
Share a Check-In 42 * When transitioning supervisory assignments.
- ¢ Understand where to write notes and who can
Note Visibility 43
see the content.
View Edit History 43 * View changes made to note fields.
* Manage action items, including assigning the
Follow-Ups 44 task to a person and adding due dates.
¢ Change the way you view Check-In notes. You
Change Your Notes View 45 can view meeting notes by topic or meeting
date.
Mark a Check-In 45 * Mark a Check-In complete after it occurs and
Complete you have added your notes.
Download a Check-In 46 ¢ When using or sharing a physical copy of notes.
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Create a Check-In Meeting

On the Create a new check-in page, search for and select the user you want to
include in this meeting, and then select the CONTINUE button. You can only
create a meeting with management employees within your department.

Create a new check-in X

Choose a participant for your check-in

Find an employee

Q  Leif ®

RESULTS FOR "LEIF"

@ LD  Leif Drake - Cornerstone Administrator Position

Select the button for the template you want to use in this meeting and click
CONTINUE. Click DETAILS to view general information and topics for the template.
You can only view and select templates to which you have access.

Create a new check-in X

Choose a check-in template

1-on-1 Check-In

This discussion guide empowers you to take charge of your 1-on-1s to ensure
O they are impactful and meaningful to you. During these meetings, you'll check in Details
with your manager to explore challenges. strengths, and near-term work. Use
this femplate to come prepared for your 1-on-1 fo get the most out of your fime

together.

MNew Lateral Transfer Employee

O Use this template to support your conversation when you have a new lateral Details
transfer employee.

Performance Planning Conversation

O Details

Use this conversafion guide fo suppoert your perfermance planning conversation.
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Complete the meeting schedule. Select the EMAIL INVITE checkbox to have an
email invite automatically sent after pressing CONTINUE.

[
Create a new check-in b4

Add meeting schedule

First Meeting Start Time

| & 12:00 PM

First Meeting End Time

| & 12:30PMm

Meeting Time Zone

{UTC-08:00) Pacific Time (US & Canada)

Meeting Location

Meating Frequency Every

Weekly w 1 e | Weekis)

ﬂ M T w T F 5

End

No End v

Email Invite

Send a calendar invite to all participants. Invites will be automatically updated if meetings
are amended or cancelied.

Previous Continue
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Delete a Meeting

Only the creator of a Check-In meeting or meeting series can delete it. If
another user entered notes or follow-ups, the creator cannot delete the
meetings, but can archive them. You cannot restore deleted meetings.

Sl @0 Checkin Conversation [ Newiiotes I
s Chadies Satings
N

How are you doing? How are your goals coming along?
m‘n 2022 thid SasatInRY ¥ fi St il i S B pl addans moses o . Bl FRCOGRE -

Use this dpgortunity 1o rewdw your indnidual ( Seam goals: Fack and updade progness, prortae work. and recograze wing J
Dec 15, 2022

LD Dk’.o:l.mnr.ne hiene Q

Dec 8, 2022
Dec 1, 2022 @ Add a comment.
Nov 24, 2022

Delete a Check-In Series

To delete a check-in series, open the Check-Ins page by selecting your
participant from the People Bar. Select the ellipsis for the meeting series you
want to delete and select DELETE CHECK~-IN. On the confirmation panel, select
the CONFIRM button. If no other participants added notes or follow-ups to this
meeting series, it will be deleted.

Jonathan Ripley
ACTIVE (3) ARCHIVED (6)
JAN 11 Check-In
3 As Needed
Create new meeting
Share
JAN 11 Check-In Archive
:
As Needed
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Archive a Check-In Series

To archive a check-in series, open the Check-Ins page by selecting your
participant from the People Bar. Select the ellipsis for the meeting series you
want to delete and select ARCHIVE CHECK-IN. On the confirmation panel, select
the CONFIRM button.

Jonathan Ripley
ACTIVE (3) ARCHIVED (6)
JAN 11 Check-In
3 As Needed
Create new meeting
Share
6 Delete
As Needed

Share a Check~-In

Check-Ins can be shared when supervisory changes occur. Navigate to the
Check-In you have with an individual. Click on the three dots to the right of the
Check-In series you would like to share. Select SHARE and then find the name of
the person you would like to share the series with.

RF Ritika Fern X

Checicins

ACTIVE (1) ARCHIVED (1)

Check-in series that you are a participant of.

OCT  1:1 Check-In Shared with

4  weekly .uf@n
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Note Visibility

There are three areas to take notes. Each area has different visibility. We
recommend using the Virtual Collaboration Space when creating Follow-Ups so
that you can update the status.

10/3/2023 @ Open ® Cancel this meeting Personal Notes X

CURRENT MEETING PREVIOUS MEETINGS
Share Good News

What are 1 - 3 recent wins (big or small) you or your team (if you're a team leader) have experienced? What was significant ﬁ These notes are only visible to you
about these wins?

Oct 3, 2023

inthe

o b e

Check-In participants can add and modify any notes
Q@ coorocenee Virtual Collaboration Space. are only visible to the writer.
Click the clipboard icon to access this

fly-out menu.
notes can only be added and edited by the writer. Y

They are visibleto all Check-In participants. To add a note,
find your personal identifier and start typing.

Add a comment

View Edit History
Edits are viewable once changes are made. The word ‘edited’ will appear once
an edit has been made. Click VIEW HISTORY to see the log of edits.

Jr—
J WD Check-in Conversation m i
Jan 5, 2023 [—J
B ez
) @
W Dec 29, 2022
How are you doing? How are your goals coming along? (aix
| el USE DG SEEvTURity 12 Ml yOUT S idual | 183 0alE MICK BNd LDENIE PAOIREET. BIONMIZE WM Bnd MELHNEE WAk v
Dec 15, 2022
Lo .Ccllan—:rale here. Q
Dec 8, 2022
Dec 1, 2022 ° Add a comment
Mov 24, 2022 B I ¥ & EIE & v
Mov 17, 2022
*

am using my goals from last year as a starting point for this year's

am using my goals from last year as a starting point for this year's

. am using my goals from last year as a starting point for this year's

Close
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Easily Keep Track of Action Items with Follow-Ups

Type an action item and click the checkbox button to assign a due date and
person. This allows you to easily keep track of action items - all in a single
location! Remember to include follow-ups in the Collaboration note space so
that you both can update the status.

—
@0 Checkin conversation i
ot ERIETN ®
Dec 29, 2022
How are you doing? How are your goals coming along? iz
>
Dec22:2022 Use I Dpportundy 12 mrvarw yout navioull | 108 GO TaCK and DS SrOGIeE Sroftile work 30d MCOgnde wet v
Dec 15. 2022
[1s) Collaborate here .Q
Dec §, 2022
Dec 1, 2022 o
Review goals from (ast year's performance review ma
Nov 24 2022 Discuss new goals withe my manager .2
Now 17, 2022
B I W& iEES#S
Nov 10, 2022

Select the CHECKMARK to open the flyout window and view all follow-up tasks.

oty 3
@0 Checkin Conversation ;
Jan 5, 2023 | B e Follow.Ups x
@
Dec 29, 2022 ~ INCOMPLETE COMPLETED
How are you deing? How are your goals coming along? = _—
Dec 22, 2022
[ 1] | —————
Dec 15, 2022 o slong?
B covwos e ) e s o s e
Dec 8, 2022
D) Discuss new gaals withe my manage:.
Dec 1, 2022 .
Review goals from |ast years parfomance revsew. - e () o ke et 3 o e
N 24, 202 Discuss new goals withe my manager. - A @
Now 17, 2022

View a summary of all Follow-Ups on your Check-In Insights dashboard.

® Overdue 7

23 ® Dussoon 0

Total follow-ups

® Duslater 16
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Change Your View to Access Information
The default view for Check-Ins is by date, which is referred to as Meeting View.
To change your view, select Topic View from the drop-down menu. This view

displays all topics in this meeting in the left pane and is a helpful view to easily
spot trends.

Wemay
@05 Checiin Conversation | e V;I :

How are you doing? How
are your goals coming How are you doing? How are your goals coming along? ®
slong? USd TN SppSunly 10 fevitw youd IMSAIUS [ 180 JOBY PSR BAS UDSIM PAORTELS. PrOTEZE WO, 8 MR WS
&
Is there anything thaf's
biocking your work o Jan 5, 2023 v
progress?
a
(15) ’ Collaborate hete
What do you need from
me 10 be more successhu?
. Review goals from last year's performance review

[ ]
L4

Discuss new goals withe my manager

Mark a Check-In Complete
Once you have held your meeting and added notes, mark it complete.

1-on-1Check-In

G Meeting View New Meeting
Biweekly

= ECM

Q Nov 17, 2023 25t Fril1/17/2023 2 Open (® Cancel this meeting

(el sep 28,2023 P
Share Good News —
What are 1 - 3 recent wins (big or small) you or your team (if you're a team leader) have experienced? What was significant about these :_Q
wins?
ww £
Test C.I

11/17/2023 « Saved

EG Add a comment...
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Download a Check-In
You can download all notes and topics for a selected meeting to a .pdf file. To
download, click the ellipsis, and then select DOWNLOAD MEETING. This option is

only available in Meeting View.

X
Sl (Ecmg 1o Checkin Mecting View :

Biweekly
- Share check-in
Q Nov 17, 2023 @ Fri11/17/2023 ;2 Open /' Markas completed (&) Cancel this meeting
Check-lns Settings

Share Good News - )

What are 1 - 3 recent wins (big or smail) you or your team (if you're a team leader) have experienced? What was signifi
wins?

L) Delete Meeting

Test
O

11/17/2023 + Saved

EG  Add acomment...

Looking for more resources
on how to use Check-Ins?
Access the Snap Guides for
step-by-step directions on
how to use Check-Ins.
bit.ly/CheckinSnapGuides.

OPC PROCESS GUIDE 46



ongoing
performance
conversations

STAY CONNECTED.

APPENDIX

Employee Status Changes
Resources



Employee Status Changes

OPC is the performance process for employees in the Administrative Management
bargaining unit. Participation is required. The following information describes
status changes that may trigger or impact a step in the OPC process. This
information does not supersede any applicable MOU provisions.

Employee Status Change OPC Action Steps

¢ The Performance Planning performance task will automatically deploy

New Hire to the supervisor within 30 days of the new hire’s start date.

e Employees who are released on New Hire Probation do not require an
evaluation. Contact HR for specifics on New Hire Probationary Release.
New Employee e Once Eureka is updated with the employee’s separation status, their
Probationary Release account will change to ‘Inactive,” and the task will be removed from
the supervisor's pending queue. Eureka will update once the
employee’s separation is processed by HR.

e The employee will return to their former classification provided they
were not in the previous class for the purposes of training for a
promotion to the higher class.

Promotional Probationary e Upon return, the employee will follow the evaluation and merit dates

Failure that they had in their former classification.

e Supervisors should only consider time in the former classification when
completing the evaluation. Supervisors should not reference the
promotional probationary failure in the evaluation narrative.

e Probation approval is integrated into the annual evaluation. Make the
selection when completing the year-end evaluation.

e Any deferrals or releases should be discussed with Human Resources
and are not documented via the evaluation process.

Probation

e Upon promotion, new evaluation dates will be established beginning
with the effective date of the promotion.

¢ If the employee has a pending performance task for their prior
classification, note the following:

e [f task is in a ‘Not Started’ status, leave as-is. Do not open the task. Eureka
will update once the employee’s promotion is processed by HR, and the
task will automatically be removed from the supervisor's pending queue.

e If taskis in an ‘In Progress’ status, the performance task will remain active
and assign to the employee’s new supervisor. The previous supervisor
should complete all pending Performance Planning and Quarterly Check-
In tasks prior to employee’s promotion. For pending Year-end Evaluation
tasks only, contact L&OD at hrslod@ceo.oc.gov. to request to remove the
existing task due to employee promotion.

Promotion
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Employee Status Change OPC Action Steps

¢ Employees on temporary promotion do not participate in OPC.

e Employees on temporary promotion are not entitled to a merit
increase in the temporary classification.

Temporary Promotion e Supervisors should still set performance expectations with the
temporarily promoted employee and meet regularly for 1-on-1s.

¢ When the temporary promotion ends, the employee will follow the
evaluation and merit dates that they had in their former classification.

e Employees who are released on New Hire Probation do not require an
evaluation. Contact HR for specifics on New Hire Probationary Release.
New Employee ¢ Once Eureka is updated with the employee’s separation status, their
Probationary Release account will change to ‘Inactive,” and the task will be removed from
the supervisor's pending queue. Eureka will update once the
employee’s separation is processed by HR.

¢ Evaluation dates may be extended due to leave of absences longer
than 14 days. Contact HR to determine if the employee’s evaluation
dates will change once the employee returns from leave.

¢ If an employee is on an approved leave and has a pending
performance task, the following should occur:

e Supervisor will leave the task in a pending status in Eureka.

e Once Eureka is updated with the employee’s leave status,
their account will change to ‘Inactive,” and the task will be
removed from the supervisor’s pending queue.

¢ Note: An employee on leave will be placed on an inactive status in
Eureka. Performance tasks will not be assigned for employees on
inactive status. The scenario above will only apply if the employee’s
performance task is pending before the approved leave is processed
in the HR data system.

Leave of Absence

Returning to Work from a Leave:

e Return to work processing can take up to two weeks for the HR data
system to be updated and changes to be reflected in Eureka.

¢ If the employee returns from leave and their evaluation dates have not
changed, the task will be reinstated, and the supervisor is to complete
the pending performance task.

¢ If the employee returns from leave and their evaluation dates have
changed, the pending task will automatically be removed from the
supervisor's queue and a new performance task will be assigned
based on the updated evaluation dates.
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Employee Status Change OPC Action Steps

¢ An employee’s evaluation dates do not change for lateral transfers.

¢ No evaluation forms need to be completed at the time of transfer;
however, the previous supervisor should meet with the employee to
discuss successes and development opportunities. No documentation
is required for this conversation.

¢ The new supervisor should meet with the employee within the first 30
days of starting the new role to discuss performance expectations
within each competency area. Optional: You may choose to document
this conversation using the Check-In tool. Reference the Lateral
Transfer Check-In Template.

Lateral

Transfer/Reassignment Final Review Expectations for the Previous and Current Supervisor

¢ If the employee has a pending year-end evaluation performance task,
the previous supervisor is responsible for completing it.

¢ If an employee transfers within the last three months of the cycle, the
evaluation should be completed by the previous supervisor. Use the
Co-Planner feature to give the pervious supervisor access to complete
the performance task.

¢ If the employee transfers at some point during the cycle, but before
the last three months, the “new” supervisor is responsible for
completing the evaluation and should contact the previous supervisor
for input to consider when completing the final evaluation.

¢ No performance review is required for employees separating for any

Separation . . .
reason, including retirement.

Supervisory Changes

It's important to ensure that the performance evaluation is reflective of performance
throughout the entirety of the review period. Below are expectations and guidelines
for supervisors to follow if the employee was supervised by more than one person
throughout the evaluation period.

e Supervisor Rotations: When supervisors transfer, the incoming supervisor should
meet with the previous supervisor to discuss performance of team members. This

information should be considered when completing the evaluation.

e Employee Transfers: See supervisor expectations for scenarios related to
employee transfers under ‘Lateral Transfer’ in the table above.
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Resources

Performance management is a core responsibility for every supervisor. Ensure you are
effectively fulfilling your responsibilities by completing all performance training. There
are a variety of resources available to help you learn about OPC.

Reference Learn
* hrs.oc.gov website: * Eureka Playlists
e FAQ Document * OnDemand elearning

e Eureka Snap Guides
* OPC Eureka landing page

hyperlinked. Not viewing this
document online? The easiest way
Contact to access these resources is by
visiting the OPC playlist in Eureka:

* Contact your HR team with any
questions.
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