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      17 November 2005

MEMORANDUM FOR ALL SUPERVISORS OF STATE CIVIL SERVICE EMPLOYEES

SUBJECT:  State Personnel Programs Policy Memorandum 2005-28

                   Annual Individual Development Plans – State Civil Service Personnel
1.  Annual Individual Development Plans (IDP’s) STD Form 637, are enclosed for each State Civil Service employee you supervise.  The IDP’s are due to our office no later than 30 December 2005.  Employee performance standards were a large part of the bargaining unit process.  Performance appraisals for permanent employees are to be completed at least once each year after an employee completes the probationary period for the class in which they are serving.    

2.  Encourage your employees to complete the ‘Performance Objectives’ and ‘Plans for Achieving Objectives’, stating the methods by which the employee plans to accomplish the performance objectives.  Enclosed is an Employee Information Sheet to help complete this portion.  The reverse side of the form, ‘Performance Appraisal Summary’ is your evaluation of the employee’s job performance.  Even if the employee has no comments, yours are still required.  This is the supervisor’s opportunity to address weaknesses in an employee’s performance as well as to give the employee positive feedback on their performance.

3.  Complete the reports and discuss them with your employees.  The date of the discussion is to be entered in the upper right block on the front of the Form 637.  Refer to last year’s IDP for information required in the top portion of the Form 637.  Once the form is signed, forward the original to State Personnel, JFHQ-CA, Box # 27, and provide a copy to the employee.
4. Establishing and maintaining open communication - letting the employee know what is expected of them and how well they are doing - is an integral part of effective supervision.  Please contact Ms Barbara Appel at (916) 854-3717 or Ms Patti Ivashin at (916) 854-3683 if you have any questions.
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