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NCVIP Policy & Process
Stage One: Planning
Stage Two: Feedback

» Addressing Poor Performance
Stage Three: Evaluation

Employee or Managerial Transfers or
Separations

Wrap Up and Additional Questions

Standardize:

1) Philosophy
2) Policy
3) Process

4) Technology
» Automate the PM process
» Administer, document, track, and report individual and
organizational performance
 Provide direct line of sight for goals

» Enhance calibration within agencies and across
enterprise

May 2015 Page 2



May 2015

NCDPS HR - Introduction to NCVIP for Managers and Supervisors

 Employees and Managers Share Responsibility

» Fiscal Year Cycle — Start 7/1 and End 6/30
» Cycle 28 will be an extended cycle 5/1/2015 — 6/30/2016

» Three-Point Rating Scale
1. Does Not Meet Expectations
2. Meets Expectations
3. Exceeds Expectations
* CSOD is the technology platform

4 Pilot Locations

» Staggered Roll Out for technology

« Two Components to Performance Plan:

— Goals (50% of Overall Weight for Overall Rating)
« 3-5 goals per year with accompanying tasks
¢ SMART Format
« Calibrated
— Values (50% of Overall Weight for Overall Rating)
* 3 Values determined by State Human Resources Director and they are:
1. Customer Service
2. Diversity and Inclusion
3. Safety and Health
4.,

Agencies may have up to five (5) additional values as selected from the Values Library
by Agency Leadership

* Cycle 28 Work Plans should have already started on paper.

— Includes:
Goals & Tasks
Values
— You will continue to use paper forms until notified of your scheduled
roll out date of the technology tool.
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Safety & Health: Consistently demanstrates a strong commitment to providing state
employees with a safe and healthy workplace

Integrity: Being forthright and honest in our work and interactions with colleagues and clients.
Honoring our word, commitments, and obligations in all interactions with each other and with
clients.

Customer Service: Consistently demonstrates a strong commitment to providing value added
services to external and internal customers.

Competence & Expertise: Is trusted and recognized as a source for credible, reliable
information about business policies, procedures and practices. Exhibits knowledge and
understanding of emerging issues, trends, and developments based on research, program
evaluation, and modeling of best practices.

Diversity & Inclusion: Demonstrates and open-minded approach to understanding people,
regardless of their gender, age, race, national origin, religion, ethnicity, disability status or other
characteristics; treats all people fairly and consistently and with dignity and respect; effectively
builds an inclusive work environment, where everyone feels wel d and valued.

Accountability: Demonstrates a commitment to delivering on his/her public duty and
presenting oneself as a credible representative of the agency and state, to maintain the public’s
trust.

Organizational Effectiveness and Efficiency: Effectively plans, prioritizes, organizes, and aligns
human, financial, material, and information resources to meet work unit and organizational
goals. Efficiently deploys resources when, where, and how they are needed. Effectively plans,
prioritizes, organizes, and aligns human, financial, material, and information resources to meet
work unit and organizational goals. Efficiently deploys resources when, where, and how they
are needed.
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Stace 2: FEEDBACK

STtAGE 1: PLANNING

!
1
1
H
1
1
H
Communicate 1
H
i

PERFORMANCE PLAN

Set Expectations

@,
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StacE 3: EVALUATION

This stage reflects the year’s work.
With continous dialogue throughout
the year, this stage shouldn’t hold
any surprises.

Finished with Stage 37
Time to start the Planning Stage
for the coming year!
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STAGE 1: PLANNING

Communicate

Set Expectations
Inc it

Managers/Supervisors:
e Review goals/tasks for employees
¢ Discuss how process will work for the year
¢ Qutline what employees can expect
¢ Answer any questions from employees

Employees:
¢ Review and discuss goals/tasks with manager
¢ Understand the NCVIP process and what is
expected of them
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Title:

[} Show completed and expired tasks.

Title

Description

W Complete Your "15-

16" Perf. Plan I — DPS FY 2015 - 2016 Performance Plan PILOT Gl

Each emplayes will hay

accomghished.

Performance Plan

Manager Approve
Performance Plan

Employee Sign Off

Overview
perfarmance Plan is used to document emplayee's perfarmance expectations for the year, The perfarmance plan consists
parts: Goals and Values.

Goals and values are each worth 50% of the employee's final overall rating

Review Step Progression

Employee Complete

Moxt Lovel Manager @
Review Performance Plan

PERFORMANCE

Specific

SMART Goals

What should the employee specifically be doing?@
The goal should answer questions like...

Who#? Which? Where? What?

Measurable

How will you measure success?

The measurement basis is usually stated in
terms of quality, quantity, cost or timeliness.

Attainable

Make sure the goal is within the employee’s
authority and reasonable capabilities.

Too difficult or too many is not attainable.

Relevant

To ensure a goal is relevant, answer guestions
like...

Why this?2 Why now?
Does this goal align with the organizational goals?

Time-bound

When does the objective need to be completed?

Immediately?2 Regularly?
According to project timelines2

ViP
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DE

About Citizens

Administration
Biographies

Central Engineering
Communications Ofiice
EEQ

Fiscal Section
Governmental Affairs
History

Human Resources
Information Technology
Internal Audit

Law Enforcement Services Section

NORTH CAROLINA
PARTMENT OF PUBLIC SAFETY

Employees  Offender Search News  Staf  Contact  Jobs

Sections »  Administration

Mission

Safeguard and preserve the lives and property of the people of North Carolina through prevention, protection and preparation
with integrity and haonor.

Our Goals
Prevent:
‘We are the mode! for preventing and reducing crime
Protect:
North Carolina is safe for living, working and visiting.
Prepare:
We are leaders in public safety readiness, communication and coordination.

Perform:

We excel in every facet of our work — Law Enforcement, Emergency Management, National Guard, Adult Correction, Juvenile
Justice and Quality of Administrative Services.

People:

We will value each other like family

DPS2>PRI>CORRECTIONAL LIEUTENANT>SAFETY & SECURITY

Prison Operations

Progress:

Status: On Track

Start Date: 7,/1/2015
Due Date: 6/30/2016

te of NC

Persp

Tasks

Responsible for daily
operations by
inspections of the
facility and
observation of
activities and staff, to
include review of
video footage (if
available) on a
routine basis.

Conduct Shift Line-
ups to include the
approval of post
assignments and
seeing that staff is
properly trained and
prepared to f
daily responsibilities

Ensure corrective
action is taken if any
violations or
discrepancies are
found

Ensure staff are in
compliance with
applicable policies.

aw Enforcement & Public Safety, Safety, Inspection & Compliance

Start Date Due Date Weight Progress

7/1/2015 60% 0%
7/1/2015 6/30/2016 20% 0%
F/1/2015 10% 0%
7/1/2015 6/30/2016 10% 0%

This is an example of Goals, Percentages, and Tasks
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‘Statewide Core Value - Diversity & Inclusion

FY 2014 - 2015 Performance Plan Options + E

50% reigice etheicity, Gsabity stahs s o kel
perpecives i s i, s and
knewiedge to sucoid.

Overeses

Indihial Goal Pha

——

Comments
Summary Organizational Core Values (50% of Overall Rating) ‘ BISU Eumi£4 %
Sign Ot Saction
‘sccomplished. In addition. :
115 sy maion and gl

.

Statewide Core Value - Ssfety & Health E

Sgency e sate. o mati th publc Tt idercites and reduces.

Agency Value - Organizational Effectiveness & Efficency

priorizes, crganisns Srancial matarisl, and information resources o |
hare. 30 b thay 18 neaced. Commuricatet =
et

‘atectvely with peformance groslems.
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Accountability

Accepts full responsibility for oneself and for one’s contribution as a team member;
displays hon uthfulness; confronts problems quickly; displays a strong
commitment to organizational success and inspires others to commit to goals;
demonstrates a commitment to delivering on his/her public duty and presenting
oneself as a credible representative of the agency and state, to maintain the public’s

Inconsistently meets commitments to others or
delivers on commitments late, Occasionally "bends the rules” when faced with
pressure from customers or other agency/state stakeholders. Fails to take
ownership of personal or team performance; refrains from coaching team
members to improve perfermance. Dismisses the importance of his/her
responsibilities and the connection between his/her job and public perceptions.
Occasionally presents oneself in a way that is inconsistent with the image the
agency/state wants to portray. Fails to complete assigned tasks efficiently. Does
not use resources effectively, Rarely follows established policies and procedures.
Takes excessive unscheduled absences or is excessively tardy.

.ollows through and meets personal commitments to others
on time. Holds self and others accountable for making ethical decisions;
addresses unethical behaviors head-on. Commits to the agency’s/state’s goals
and finds ways to get team members more involved toward accomplish
agency/state objectives. Takes his/her r b seriously and ¢
meets the public's expectations for quality, service, and professionalism.
Consistently presents a calm, competent, and professional image to the public
and other agency/state employees. Can be counted on to complete assigned
tasks in an efficient manner. Works well under pressure, Uses resources effectively.
Consistently follows established policies and procedures. Follows attendance and

punctuality policy.

.xceads his/her commitment to others by frequently
delivering work early. Lives the agency's/state’s values and maintains his/her
ethical principles, even in the most challenging circumstances. Generates
enthusiasm among team members for accomplishing shared goals that elevates

the team and ensures the agency's/state's success. Holds a strong commitment to V n P
exceeding the public's expectations for how the agency/state should provide

service to its customers. Presents oneself as a polished professional wha P e
exemnlifies success and credibilinv insnires others to be more nrofessional e PEAFORMANCE
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r+CORE OF PERFORMANCE-+
MANAGEMENT

Stace 2: FEEDBACK

PERFORMANCE PLAN

i
¥ Managers and employees shouid continue todiscuss 1
i the plan throughout the yearto refine and updateit. |
L 4

Feedback is utilized to:

Reinforce positive behavior(s)

Learn a new behavior(s) or skill(s)

Touch base, check in, update

Record accomplishments toward goals and values
Correct behavior(s)

Feedback should:

Be provided frequently

Can be informal (verbal conversation) or formal
(documented in the system or written down for
documentation)

Provide an avenue for discussion between
employees and managers

Provide information to determine if the
Performance Plan needs to be refined or

adjusted V n ID

B Jhe
INDVIDUAL

PERFORMANCE

Manage Goals |

General

Progress:[_ J0%
Start Date: 71172015
Due Date: 6302016
Status: Not Started
Parspective: State of NG
Gaal C Safely. Inspection &

Goal Tite: DP52=PRI>CO>Maintain Facility Security
Goal Description: Maintain facility security by fellowing security proc edures

Comments ¥

Tony Gibson

Meets Expectations (2) ACTION TAKEN:

OBSERVATION DATE: 05/07/2015(MM/Dn a vehicle fire on 1-40 west bound at the

5/8/2015 9:04 AM

RATING:

Attachments[5 ]

o1 €

Historical Activity

VaLuing
INDIVIDUAL
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Overview

Summary

Interim Review of Go...

» Conducted near the midpoint of the performance cycle and
requires feedback from Manager/Supervisor and Employee

FY 2014-2015 Interim Review Options ~

Annis Barbee
Human Resources Consultant

7/1/2014 - 6/30/2015 0%

Interim Review of Or...

Interim Review of Goal Progress Add Goals

In preparation for the interim perormance review discussion, review and update Progress on your goals, including your progress
©n the tasks associated with each goal. If revise your Plan ying goal weights and/or adding
additional goals. not te exceed a total of five goals. You can also add comments 16 docUMENt Progress on your goals.

Internal Team Support

Maintain collaborative internal partnerships, and provide team support on instructional delivery for existing learning and
development programs such as LAAL, EEOL and mediation.

Progress: 7] 10
Status: On

Start Date: 10/1/2014

Due Date: 6/30/2015

Cancel Goal

ViP
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Coaching

*Between manager and employee to identify the root cause of the performance issue
eldentify potential solutions, action items and next steps
«If employee corrects behavior/work toward goal, meets and sustains expectations, no further action is necessary

J

Documented

eDocumented discussion between manager and employee; use the Documented Coaching Session Form in the NCVIP system. Form is signed by both parties (as
well as the indirect manager), ing a ion and ing of i

eldentify the problem/issue, action steps and i dates, and progressive disciplinary action if the i is not corrected

«If employee corrects behavior/work toward goal, meets and sustains expectations, no further action is necessary and the Documented Coaching Form can be
deleted at the request of the manager/supervisor

~N

*Manager/Supervisor must contact his/her HR representative because the PIP functions as the First Written Warning in the progressive disciplinary process

«Documented discussion between manager and employee; use the Performance Improvement Plan in the NCVIP system; Form is signed by both parties (as well as

the indirect manager), a and of
*PIP identifies the problem/issue, action steps and associated dates, and progressive disciplinary action if the behavior/work is not corrected

If employee successfully completes and corrects behavior or performance issue during the defined time frame (which will be listed in the PIP), then meets and
sustains expectations, the manager/supervisor can petition HR to have the PIP inactivated

J

ViP
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l Documented Coaching Session I

- What's Wrong?

How to fix it?
Timeframe?
Consequences?

Follow-Up?

F B I S U ;== HE || %

Performance Improvement Plan Section
using
—
Performance ll'lprcv...l
bt Humas

This is a written warning.

This replaces the letter.

Additional Information Forthcoming
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» Some performance issues are so serious, the
manager/supervisor can move directly to the PIP or
further progressive disciplinary action

+ Itis not necessary to have a PIP in place prior to
beginning the progressive disciplinary process

» PIPs can be initiated for responsibilities in the position
description, even if they are not contained in the
Performance Plan

» Atthe end of the PM cycle, if employee does not
satisfy the terms of the PIP or has another active
performance based disciplinary action, the employee
will not meet expectations for associated goal/value

_ @/np

Three-Point Scale:

S SN B 3. Exceeds Expectations
Thi reflects th: r's work. .
Uitz e 2. Meets Expectations
theyes) thi stage shouldrithold 1. Does Not Meet Expectations
any surprises.

¢ Most Employees Perform at the “Meets Expectations” level,
which is where goals/values are written.

repeatedly make exceptional or unique contributions to the
and responsibilities.
on any goal or value, that employee cannot receive an overall

“Exceeds Expectations” rating.
¢ Overall ratings will be calibrated

receive an overall performance rating.

Eﬂﬂﬂ;‘mﬁ:’;:’ * There is an option to issue insufficient time/LOA for employees

for the coming yearl that have not worked 6 months or are absent from work

¢ To receive an “Exceeds Expectations” rating, an employee must
organization that are above the requirements of his/her duties

¢ If an employee receives a “Does Not Meet Expectations” rating

¢ Must have a Performance Plan in place for at least 6 months to

Page 12
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Overview

Goal Rating (50% of Overall Rating)

Goal Rating (50% of ...

Rate each individual geal and value using the standardized scale:

(3) - Exceeds exceeds d and the emplayee
‘ez work going far beyond what is expected in terms such a5 quantity, quality, timeliness, cost. and customer

Core

Summary

satisfaction. An overall rating of “Exceeds Expectations” must be supported by results and

adherence to organizational values. Ta receive an overall “Exceeds Expectations” rating, an empleyee must at a minimum “Mest
Expectations- an sll organizational values, regardiess of level of results achieved on the goals. An employes Who receives 3 -Does
Not Meet- on any goal shall not be awarded an overall rating of “Exceeds Expectations” regardiess of the level f results achieved
or adherence to values.

(2) - Meets Expectations: Performance consistently meets and occasionally exceeds the defined job expectations and
measurements where the empioyee does the job at the level expectad for this position and consistently meets what is expected in
terms such as quantity, quality, timeliness, €ost and customer satisfaction.

(1) - Daes Not Meet does not meet job nd nd the employee is
hhrborveais ton 100 4 W manoR PRI WL B4 A i S (asrit, SRty WS SO, WPt st SeRsthor,

N/A - Insutficient Time ta Evaluate / LOA

Time to rfarmance about the employee has been available for less than six months and
thus, a performance rating cannot be assigned at this time,

Leave of Absance (LOA) - Employee is on 2 paid or unpaid laave of absence and thus, is not available to discuss performance
ratings for the Annual Performance Review.

erformance Management

Develop and implement a consistent and robust manager and

to positively impact by creating a ﬂulnque rewarding and incentivizing high
performers and effectively and expeditiously adaresses poor performers,

Progress: I
i eneack

Start Date: 7/1/2014
Due Date: 6/30/2015

Comments:
B I s U =

VlH-:’
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Organizational Core Values (50% of Overall Rating)

Overview

aues. vaiues are e work should be
1l betiefs that guide and mativate cions supporting the

—o e The core organizationai values are standard for all state of NC emplayees subject 1o this policy. Agency-specific values are
| selected and/or assgned. 3 determined by leadership at your agency.

Collaboration
Summary
Establisning and maintas
it g t priva

postive partnarships and teamwork amang Internal diisions, state sgencies, Unversities and
crtiies 1o better promote and deliver effectne and excellent Services 1 ur hents

Customar service

Consistently demonsirates a strong commitment to providing value-added services 1o external and internal customers.
r ity senvice, and of
work processes which are both efficient and effective from the

EEG, Diversity, and Inclusion

- regardiess of their gender, age. race, national crig
Teligion, einicity. Gsatiy status o1 cther charactensics Treats il pesple aiy and consieny:Efeciively works vth
Pecpls from diverse Backgrounds by treating them with dignity and respect. 48ullds an inclusive work environmen

eople rom diverse backgrounds ond with drverse perspectives, where everyone feels welcomed and valued,

VﬂF’
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Overall Ratings Will Receive an Overall
between: Annual Performance Evaluation Rating of:
1.0-1.6 Does Not Meet Expectations
1.7-2.6 Meets Expectations
2.7-3.0 Exceeds Expectations

When an employee moves from one job to another job within the
same agency or from one agency to another agency and a
Performance Plan is in place:

* If within 30 calendar days of the end of the Interim Review or
Annual Performance Evaluation:

 Existing Manager/Supervisor shall complete, discuss with employee and
sign the Interim Review or Annual Performance Evaluation

« If within 30 calendar days of the end of the Interim Review the
Manager/Supervisor will also provide written documentation (this can be
done in the NCVIP system) on employee’s progress/achievement
regarding goals and values

« If more than 30 calendar days prior to the Interim Review or
Annual Performance Evaluation the existing
Manager/Supervisor must provide written
progress/achievement regarding goals and values
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 Prior to departure, the manager/supervisor
must:

— Provide written documentation in the electronic
system of record regarding employee’s
progress/achievement of goals and values

— If within 30 or fewer days of the Interim Review or
Annual Performance Evaluation, the
manager/supervisor must complete the Interim
Review or Annual Performance Evaluation.
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T L]
|
l‘\_ uy_bersecurity Online Learning

3
.l’ Microsoft Office Trainin:

'U offered by the Office of ITS @

A |
Browse for Connect
VIP |

My Training
and Transcript

WALUING INDIVIDUAL PERFORMANCE|
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You
%
Make
The _

Difference <

20

A : \f\OF

NCVIP Website:

http://www.oshr.nc.qgov/Guide/PerformanceMgmt/in
dex.htm

NCVIP Training:

Log into BEACON and select the “Learning” tab
to access the NC Learning Center. Training will
be assigned.

DPS_NCVIPHELP@ncdps.gov
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