Post Office Box 66555
Baton Rouge, La. 70856-6555
Phone (225) 925-7057
Fax (225) 925-7058

General Circular No. 96 Issue Date: September 24, 1998

Subject: Chapter 10, State Police Commission Rules

Pursuant to the provis ons o® State Police Commission Rule 2.10{a), the State
Police Commissicn will hold a public hearing o1 Monday, November 16, 1998, to
consider repealing and reenacting Chaptar 10 of the Rules. The hearing will begin at
9:00 a.m. in the Conference Room, Elevanth Floor, Wooddale Towers Building, 1885
Wooddale Boulevard in Baton Rouge, Louisiana.

Please review these proposais anc furnish, in writing, by November 04, 1998,
any comments which you consider pertinent. If you would like to appeéer before tne
Commission and present yoLr comments orally, you are invited to do sc. You must
notify this office by November 04, 1998 of your intention to address the Commission,
to be placed on the agenda.

Please post this General Circular prominenzly, sc that all employees will receive
notice of this hearing. If anyv special accommodations are needed, please notify us

prior to the hearing date.

Sncerely,

Debra L2 Jehnson

Cebra L. Johnson
Cirector

Attachment

AN EQUATL OPPORTUNITY EMPLOYER
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CHAPTER 12

Per‘armance Planning and Review

Performance Flanning and Review System; Required Components.

The department shali use a performance planning and review system that
complies with this Chapter and consists of the following components:

{a)
{b)

(c)

a performance planning and review form approved by the Director;
a five-level rating systam; and

a performance plannirg and review Training manual that is reasonably
accessible to razing supervisors.

Other componants mav be incorporated upon prior approval by the Director.

Rater; Reviewer.

The rater shall be the employee’s immediaie supervisor unless unavailable, in
which case, the Superintendent srall designate a person most famiiiar with the
employee’s performarce. The reviewer shall be someone in the employee’s
supervisory chain of command.

Performance Factors to be Rated.

(a) Each employee shall be rated on the following performance factors :
Work Product: Dependability; Zocperativeress; Adaptability;
Communicatior: and Daily Decision Making/Problem Solving.

(b} Supervisory emnployees shall be reted on the following additional
performance fectors: Work Group Management and Leadership; and
Performance Planning and Review.

{c) An employee rmay ke rated on additional performance factors)
applicable to the employee’s job.

Ratings.

{a)

The rate- shall rate the employee on each applicable performarce factor,
using tha following ratings and points:

O utstanding = 5 points

Very Good = 4 points

Good = 3 points

Needs Improvement = 2 points
Poor = 1 point
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The pe-formance factor -atings shall then be averaged and the
empioyee’s overall razing shall be assigned based upon tne following
scale:

Qutstanding = 4.50 - £.00

Very Good = 3.5C - 4.49

Good = 2.50 - 3.49

Needs Improvement = 1.50 - 2.49
Poor = 1.00 - 1.42
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10.5 Performarce Planning Session.

10.6

(a)

(c}

The rater shall conduct a performance planning session, curing which
the -ater shall discuss with the empicyee the factors upon which the
employee will be rated and the performance that wilf be expected curing
the coming rating period. ~hereafter, the rater and the employee shall
sign and date the performance planning and review form to document
the session.

A performance planning session shell be conducted nc later than 33
calendar days after -he appointmant of a new emplovee, or the
anniversary datz of a current employee, or the assignment of an
employee into a position having a different position rumber and
significantly different duties.

A performance plannirg session mav be conducted when &an emp oyee
is assigred a new supervisor or when performance expectat:ons change
due to changes n work.

Rating Process.

(@)

(b)

The rater shall complete the performance planning and review form and
shall provide the form and any documentation tCc support a rating of
"Needs Improvement' or "Poor" ¢ the reviewer. The -eviewer, f
satisfied, shall sign the form and return it to the rater who shall than
give a copy to the emnloyes and disciLss the rating.

For new emplovees, the provisions of subsection a) shall cccur within
45 calerdar days prior to the emplcyee’s eligibility for a merit increase.

For current employees, the provisicns of subsection {a) shall occur
with-n 45 calendar davs before the employee’s anniversary date.



10.7 Re-Ratings.

An emplovee whose official overall rating is "Needs Improvement” or "Poor”
shall be re-rated no ea-lier than 3 or less than 6 months after the employee’s
anniversary d&te.

10.8 When a Rzting or Re-Rating Becomes Official.

A rating or re-rating nsecomes o*ficial upon the empicyee’s receipt o* the
performance planning and review form. Receipt is governed by Rule 12.8(b).

10.9 Employee’s Refusal to Sign Form.

If an employee refuses to sign any part of the form, the rater shall note on the
form that the employee was given the form, refused to sign and the daze.

10.10 Effects of "Needs Imp-ovement” or "Poor" Rating or Re-Rating.

(a) A rating or re-rating of "Needs Imprcvement” or "Poor" is not a
disciplinary acticn.

{b} An employee whose official overall razing or re-ratirg is "Needs
Improvement" or "Poor” is ineligible for merit increases or promotion.

(c) Apart from the ineligibilities provided for ir subsection (b}, an employee
whose official cverall -atirg or re-rating is "Needs Imprcverent” or
"Poor" may be separazed or disciplined under the rules applicable o the
employee’s status.

10.11 Effects of Absence of Official Rating or Fe-Ratirg.

{a) If tne Department nsglec:s to rate an employee prior to his/rer
ann versary date, the employee shall be considarec as having a rating cf
"Good". If the Departmert fails to timey re-rate an emplcyse ratzsd
"Needs Improvement" cr "Poor", the employee shall be deemed to nave
a re-ratng of "Good”, as of six(6) months after the employee’s
ann versary date.

{b} [f a nerformance rating or re-rating has not been possible because of the
exciLsed absence of the employee due to medical reasons, the -ating cr
re-rating shall be delaved until 3-6 months after the employes’s return
to duty on a fuil time bas's. Under such circumstances, ~he rating
existing prior to the employee’s absenze shall cortinue in effect in tne
interim.



Y 10.12 Record-keering and Raporting Reguirements.
(" B

(a)  Comp eted performance planning anc review forms shall not ne part of
the official perscnnel “ile and shall not be accessible to the public.

{b) Each official overall rating of "Needs Improvement" and "Poor" and each
official re-rating shall be reported to the Director within thirty 30} days
after a copy of the parformance planning and review form has seen
given to the employee.

(c) By Juy 31 of each y=ar, the appointing authority shall report to the
Director, in such form as the Director prescribes, infermaton about
ratings given du-ing the previous yzar ending June 30.

10.13 Review of Ratings anc Re-Ratings.

Ratings and re-ratings are subject to review as follows:

{a) A permanent employee who disagrees with and dasires a review of an
official overall rating or re-rating of "Needs Improvement” ar "“oor”
must present a writter request to the Superintendent fo- review of the
rating or or re-rating.

The request for ~eview must confo-m o the following:
1. Include a copy of the Performance Flanning and Review Form,

and any documentation provided to the emgloyee with the form,
to reques? the raview,

2. Attach ary otrer documentation support:ng the request for
review.

3. List the parformance factor ratings that are in dispute and for
each factor explain why they believe a higher ra&ting was
deserved.

4. Be postmarked or received by the Superintendent within thirty {30}
calendar days following rzceipt by the emgloyee of the
Performance Plarning and Rev ew Form.

(b) Upon receipt of a timely request for review, the Superinzendent stall:
1. Review the employee’s request {including any attachments} a~d
£ the officia Performance Planning and Review Form (inc:ading the

attached ococumentation} if any.

2. In accordence with Rule 12,8(b), within sixty(€0} days after



Fﬁm\ receipt of the request for review, provide the emplsyee with
b written notice of the outcome of the review.

{c) in the discretion of the Superinzendart, a review may be based solely on
the request anc any attached docurmentation, or on other in‘ormal
proceeding determined by written Departmental policy.

The informal review proceedings, if any, may be conductad by the
Super ntendent or his designee, wnc has not participated in the -azing
or re-rating.

{d) Ratings not reviewed in substantial compliance with these rules shall be
deemed "Good".

10.14 Appeal of Ratings and Re-ratings.

An employee who is d:ssatisf ed with the raview ocutcome may apreal to the
State Police Commission in accordance with State Police Commission Rules.
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#"  (Gilda Russ
09/24/38 08:48 AM

To: LSP.ALL
oo
Subject: General Circular Mo. 96

Attached please find General Circular No. 96, propesing changes to Chapter 10 of the Rules.

Attachment

GC96.WPD



