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	COUNTY DIRECTOR PMF FY08
State of Georgia

PERFORMANCE MANAGEMENT FORM (PMF)



	DHR / DFCS 

Organizational Unit
	
	
	Print date

	
	
	
	
	
	

	Organization Number
	
	
	MS 10-60 (8/95)

	Section 1:  Employee Information

	Last name,            First name,                 MI
	Social Security #
	Position #
	Performance Period

	
	
	
	From:
	July 1, 2007
	To:
	June 30, 2008

	Class/Job Title
	Class/Job #
	Supervisor Position #
	Supervisor’s Title and Class/Job #

	DFCS County Director 
	
	
	

	Section 2:  Performance Plan Signatures

	Performance Plan Signatures—Employee
	Performance Plan Signatures—Supervisor/Manager

	I understand my job and individual responsibilities, the performance expectations, and the terms and conditions under which I am expected to work.

Comments:

____________________          ______________________________________

             Date                                                 Employee Signature


	I have discussed the job and individual responsibilities, performance expectations, and terms and conditions with the employee.

Comments:

____________________          ______________________________________

              Date                                     Evaluating Supervisor Signature

	I understand the changes made to my responsibilities and performance expectations or terms and conditions.

____________________          ______________________________________

             Date                                                 Employee Signature
	I have reviewed the Performance Plan and find the requirements appropriate.

____________________          ______________________________________

              Date                                     Reviewing Manager Signature

	[   ]  Annual Performance Evaluation               [   ] Permanent Status Evaluation
	[   ] Personnel File               [   ] Employee Copy               [   ] Supervisor Copy


	Section 3:  Job and Individual Responsibilities

	Instructions:   Describe the employee’s key responsibilities.  These may be Job Responsibilities (ongoing responsibilities typically performed by incumbents in the job) or Individual Responsibilities (responsibilities assigned to this particular employee, such as time-limited special projects or individual developmental goals).  Indicate the responsibilities—typically no more than three—that are critically important to successful performance of the job.  Describe performance expectations for each responsibility.  At the end of the performance period, describe the employee’s actual performance and indicate the rating achieved.

	Job or Individual Responsibility
	Performance Expectations
	Actual Performance
	Performance Rating

	[X]  Critical

1.  Provides leadership and direction to ensure that children are protected from maltreatment and safely maintained in their homes when appropriate.
(Outcomes: Safety 1& 2) 

	Ensure children are first and foremost protected from abuse, neglect and/or exploitation and provision of appropriate services to families to prevent removal.  Safety will be ensured via execution of good casework practice and attainment of performance  outcome measures as identified by the Division and CFSR standards:  
1. Ensures that investigations of reports of abuse or neglect are appropriately screened and (including children in foster care) are initiated within the appropriate time frame (24 hours or 5 days). 95% will meet this standard by the end of performance period. 
· Utilization of appropriate and effective diversion services.

· Appropriate determination of response time.

2. Ensures that there is a comprehensive investigation complete on each case that is accepted for investigation. Within the identified timeframes (30 days for regular investigations and 30 days for foster home investigations).
 95% will meet the following standards by the end of performance period:
· Investigations of reported abuse or neglect shall include timely face-to-face, private contact with the alleged victim and all other children in the home
· A complete risk assessment (one that accurately identifies the needs of the family and addresses all adults in the family) in 100% of all CPS investigations.
·  A safety assessment and an appropriate safety plan completed in 100% of cases.                                              
3. Ensures that children involved with the agency  are not subjected to repeat maltreatment as determined by :
· No more than 6.10% shall be the victim of recurrence of substantiated child maltreatment by the end of the performance period.   

· No more than .57% of all children in foster care shall be the victim of substantiated maltreatment while in foster care by the end of the performance period.
· No more than 8.6% of all children entering custody shall have re-entered care within 12 months of the prior placement episode by the end of the performance period.
4. Ensures appropriate and effective use of Family Preservation Services to assure that children are safely maintained in their homes whenever possible and that services are provided to strengthen families and reduce risk of harm as determined by:
· A completed risk assessment (one that accurately identifies the needs of the family) in 100% of cases. 
· A current family plan which is reflective of needs identified in the risk assessment in 100% of cases. 
· Appropriate and adequate contacts with all children and adults in the home to assess and assure ensure safety.

· Timely ongoing re-assessments of risk to evaluate the effectiveness of service provision and asses the ongoing needs of the family in 100% of all cases (inclusive of physical health, mental health and education).
5. Ensures effective utilization of resources to provide prevention and 
  protective services for children as determined by:

· The identification and communication of agency, community and partner resources 

· The development of needed resources through agency initiatives partnerships and community programs.


	DATA SOURCES
IDS,  Local Data, SACWIS, CFSR Outcome Data, County Director Case Reviews, Supervisory Reviews, Regional Reviews and E & R Reviews
County Reviews must be validated by Regional and/or E and R Reviews and other special reviews.
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded

	[X]  Critical

2. Provide leadership and direction to ensure children have permanency and stability in their living situation.  
(Outcome: Permanency 1)
	1.   Ensure children have permanency and stability in their living situation as 
      mandated by good case work practice and attainment of performance
      outcomes as determined by:  
· 75% of all children entering foster care will have one of the following permanency outcomes within 12 months or less after entering custody:  reunification or permanent placement with relatives; or shall have one of the following permanency outcomes within 24 months or less after entering custody; permanent legal custody, adoption or guardianship (80% of all children will achieve finalization of adoption within 12 months of their release date).  
· 86% of children in foster care will have had no more than 2 placements during this review period.
· All children in foster care will be in placements that are in full approval and/or licensure status.  98% will meet this standard by the end of the performance period.

· 90% of all children in foster homes will be placed in homes that do not exceed the capacity limits (excluding siblings).
· 98% of all foster homes will have no incident of corporal punishment by the end of the performance period. 
2.  Ensures agency will have adequate court provided services/representation    for children to ensure timely achievement of permanency as determined by:
· 95% of all children in foster care do not have a lapse in their legal custody during the performance period.  
·  95% of all children who have been in foster care for 15 months or more, have had either (1) a petition for the termination of parental rights filed as both to parents or legal caregivers as applicable OR  2) documented compelling reasons in the child’s case record why termination of parental rights should not be filed. 95% will meet this standard by the end of the performance period.
· 95% of all children entering foster care during this reporting period will have a diligent search for parents and relatives completed and documented within 60 days of entering care.

· Children in foster care for six months or more will have their six-month case plan review completed by the Juvenile Court or Citizens Pane Review. 95% will meet this standard by the end of the performance period. 

· 95% of children in foster care for twelve or more months will have a petition for permanency filed in Juvenile Court within 12 months (364 days) of removal date.

· 95% of adoptions finalized during the reporting period do not dissolve within the first 12 months.
· Ensures SAAGs propose applicable language for all court orders necessary to assess qualification for federal funding under Title IV-E of the Social Security Act.

	DATA SOURCES
IDS, E & R reports, AFCARs, ADAM, Kenny A Monitor Reports, FPS reports, County Director Reviews, CFSR Reviews & IV-E Reports

          County Reviews must be validated by Regional and/or E and R                Reviews and other special reviews      

	[  ] Did Not Meet

[  ] Met

[  ] Exceeded

	[X]  Critical

3.  Provide leadership and direction to ensure the continuity of family relationships and connections is preserved for children and appropriate services to meet their identified needs are provided.  
(Outcome: Permanency 2)


	1.  Ensures that the continuity of family relationships and connections is       preserved for children as mandated by good case work practice as        identified by the Division including but not limited to:
· 90% of all children in care will be placed in their own county (the county from which they were removed) or within a 50 mile radius of the home from which they were removed. 
· 85% of children in foster care with a goal of reunification will have had appropriate visitation with their parents that supports the progress toward reunification. 
· 80% of children entering foster care with their siblings are placed with all of their siblings when appropriate by the end of the performance period.
· 80% of children in foster care who have one or more siblings in foster care with whom they are not placed will have visits with their siblings at least once a month.  
2.   Ensures that appropriate services to meet the  Physical Health, Mental Health and Educational needs of children are provided as determined by:
· Appropriate educational assessment and identified educational services provided in 95% of CPS and Foster Care cases. 

· 85% of children in CPS and Foster Care cases do not have any unmet medical, dental, mental health, education, or other service needs.
· High school graduation rates for children in foster care increase by 10% by end of the performance period.  

	DATA SOURCES
IDS, E & R reports, AFCARs, FPS reports, County Director Reviews, Supervisory Reviews, CFSR Reviews & IV-E Reports
          County Reviews must be validated by Regional and/or E and R Reviews and other special reviews

	[  ] Did Not Meet

[  ] Met

[  ] Exceeded

	[X]  Critical
4.  Provides leadership and direction to ensure that families have enhanced capacity to provide for their children’s needs.
(Outcome: Well-being 1, 2 and 3)

	1.   Ensures that families have enhanced capacity to provide for their children’s 
needs as mandated by good case work practice as identified by the Division including but not limited to:

· 95% of children in care will have no less than one meaningful and purposeful visits per month with their case manager; must be an in-placement visit (must include contact with foster parent, safety resource, group care, institutional or other caretaker).
· Appropriate and effective utilization of Family Team Meetings that include child and family involvement in case planning, including managing OFI support services funds to assist families in reaching/maintaining employment goals. 
· TANF WPR of 70% is achieved.

· Benefits are issued timely according to established standards:  expedited Food Stamp SOP rate: 100%; unexpedited FS SOP rate 97%; TANF SOP rate: 96%; Family Medicaid SOP rate 96%; ABD Medicaid SOP rate 96% and Childcare SOP rate 96%. 
· Benefits are issued accurately according to established standards: Food Stamp 95%; TANF 95%; Medicaid (Family and ABD) 95%; and Childcare 95%.
· Implement and monitor outreach efforts to achieve the Food and Nutrition Services participation rate of 74% by the end of the performance period.
· Manages child care budgets to ensure accuracy of disposition while maximizing usage of funds and minimal inquiry list.  

	DATA SOURCES
IDS, E & R reports, UAS Expenditure Reports, AFCARs, FPS reports, County Director Reviews, CFSR Reviews, Supervisory reviews, local data  & IV-E Reports
County Reviews must be validated by Regional and/or E and R Reviews and other special reviews
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded

	[  ]  Critical

5. Provide leadership in developing and maintaining community partnerships which increases availability of supportive resources needed to assist families.
	1. Develops and utilizes information and referral networks for families’ access to community-based resources through collaboration with Family Connection, Community Action Agencies, community partners, faith-based initiatives, etc.

2. Maintains an emergency preparedness plan in conjunction with local emergency management agency, GEMA, Red Cross, and other community partners.

3. Advocates approval of adequate number/type of emergency mass care shelters and sufficient numbers of staff trained (20%) in shelter management; assists in repatriation activities

4. Maintains effective relationship with local DFCS board, which supports their role as community liaison for DFCS operations.

5. Educates/informs community, elected officials and partners on county administrative and program operations.   Advocates for individuals or broad public concerns regarding identified needs or service gaps. 
6. Ensures timely access and distribution of accurate information regarding eligibility and application for benefits and services to all customers in compliance with civil rights laws and policies. 

7. Utilizes professional literature, attendance at meetings/seminars and other information sources to enhance knowledge of current/ emerging demographic and cultural changes for effective and efficient service delivery and program management.  

	DATA SOURCES

Regional Director review of written plans and annual report, county’s emergency response plan, GEMA shelter database, community and collaborative partners’ feedback, county board members’ feedback, Regional Director/OFI Regional Manager’s observation, state office reports/statistics, local data
	[  ]  Did not Meet

[  ]  Met

[  ]  Exceeded

	[X] Critical

6.  Direct efficient administrative operations to maintain effective infrastructure for service delivery, fiscal/ data integrity, accountability and employee engagement.  
	1. Develops and manages budgets (grant-in-aid, local/county operations and special grants) to ensure adequate resources and operational efficiency for Social Services and OFI programs. 

· All foster care children are properly assessed for IV-E eligibility with a penetration rate goal 50% or greater.
2. Executes local contracts to enhance service  delivery and monitors for desired results;

3. Responds to reviews/audit findings and implements/monitors related corrective action and improvement plans within division time frames.

4. Establishes and updates safety and business continuity plans (BCP) to ensure a safe environment for employees and customers and to enable effective contingency operations.

5. Ensures compliance with computer system’s security policies and protocols particularly with password and ID protections.  Maintains accurate inventory of all equipment.

6. Ensures accurate and timely data collection/entry; monitors and utilize data to evaluate, manage and improve service delivery and to achieve revenue maximization targets.
7. Ensures development of a stable, trained and diverse workforce through recruitment/retention activities as well as the establishment and monitoring of individuals’ performance plans, identification/designation of county field practice advisors for new hires and training profiles to include attainment and retention of certification for affected staff. 

	DATA SOURCES

Regional Director Service Reports, Regional Director observation and review of written plans, community feedback, personnel reports, E & R reports, county’s safety and business continuity plans, TCM, Rev/Max reports, Budget Reports
	[  ]  Did not Meet

[  ]  Met

[  ]  Exceeded


	Job or Individual Responsibility
	Performance Expectations
	Actual Performance
	Performance Rating

	Instructions:  Performance Management is a key responsibility of all supervisors and must be marked as critical on each supervisor’s performance plan.  Check “Not Applicable” only if employee does not supervise.

[  ] Not applicable

[ X ] Critical

Performance Management Responsibility:

Creates and maintains a high performance environment characterized by positive leadership, accountability and a strong team orientation.

	1. Creates/maintains environment of accountability for performance within policy standards and guidelines, advocates for resources to remediate problems, and ensures appropriate follow-up.  Utilize G-Process in order to enhance performance.
2. Defines goals and/or required results at beginning of performance period and gains, acceptance of ideas by creating a shared vision; 

3. Communicates regularly with staff on progress toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or required results are not met.

4. Confers regularly with direct reports to review employee relations’ climate, specific problem areas, and actions necessary for improvement.

5. Evaluates employees at scheduled intervals, obtains and considers all relevant information in evaluations, and supports staff by giving praise and constructive criticism.

6. Recognizes contributions and celebrates accomplishments.

7. Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
	DATA SOURCES
OHRMD reports, E& R reports, & staff feedback reports
	Expectations

[  ] Did Not Meet

[  ] Met

[  ] Exceeded 

	Job or Individual Responsibility
	Performance Expectations
	Actual Performance
	Performance Rating

	[  ]  Not Applicable

[X} Critical

Teamwork

Encourages and facilitates cooperation, pride, trust, and group identity; fosters commitment and team spirit; works cooperatively with others to achieve goals.


	1. Communicates accurate information to others in a professional and courteous manner; conveys a willingness to assist.

2. Shows consideration for others, works cooperatively with any co-worker, provides constructive feedback without undue criticism of others; displays appreciation of differences in approaches, personalities, and viewpoints of others.

3. Solicits input of those who are affected by plans or actions; gives credit and recognition to others who have contributed; demonstrates concern for treating people fairly and equitably.

4. Accepts responsibility for own mistakes and take action to prevent similar occurrences; works to resolve conflicts and to identify solutions in which all parties benefit.

5. Identifies team goals and ways to work with coworkers to accomplish those goals; works to keep group activities productive/focused on results.
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 

	[   ]  Not Applicable

[ X  ]  Critical

Customer Service

Works and communicates with the general public, internal customers and/or external customers to provide information and quality services and/or products targeted to meet customer expectations.


	1. Treats customers with respect, courtesy and tact; listens to customer and interacts with customer as a person while maintaining business relationship. 

2. Communicates with customers and obtains all information necessary to determine and address their specific needs; tactfully explains why, if service cannot be provided.

3. Offers options, as appropriate, so that customers can decide what they want to do; demonstrates fairness and good judgment when seeking possible exceptions or in going the extra mile to meet customers’ expectations.

4. Responds to customers in manner and timeframe promised or follows up to explain status; demonstrates understanding of, and concern for, the customer’s situation and perspective.

5. Provides clear, accurate information; explains procedures or materials or provides supplemental information; anticipates problems and questions; asks for customer feedback on procedures, products or services.
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 

	[   ] Not Applicable

[   ]  Critical

Organizational Commitment
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trust-worthiness and responsible behavior.


	1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a “can do” approach to work.

2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process changes and adapts to and accommodates new methods and procedures.

4. Accepts direction and feedback from supervisors and follows through appropriately.
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 


	Section 4: Terms and Conditions of Employment

	Instructions:  Every employee must be evaluated on each of the five categories of terms and conditions shown below.  Specific performance expectations that pertain to the agency, the work unit, or the particular job should be entered under Performance Expectations.  At the end of the performance period, describe the employee’s actual performance and indicate the appropriate rating for each category

	Terms and Conditions
	Performance Expectations
	Actual Performance
	Performance Rating

	Works When Scheduled

Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.
	Works an average of 40 hours per week on a monthly basis.  Observes policies regarding breaks and lunches, and serves as example for staff regarding work habits.  Uses work time to complete assigned tasks.  Identifies someone to be in charge in Director’s absence.  
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 

	Requests and Uses Leave Appropriately

Submits leave requests on a timely basis.  Requests and uses the proper type of leave in accordance with established rules and policies.  Provides documentation for use of leave when required.
	Submits a report of leave taken by the 10th of each month for approval of Region Director.  Uses leave according to policy.  Notifies Region Director in advance of leave planned for longer than 3 days.  Balances leave with Regional Director’s office semi-annually.
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 

	Dresses Appropriately

Presents a neat, clean appearance; dresses appropriately for job.  Practices personal hygiene.  Wears clothing suitable to job task and environment based on clientele served.  Wears full, regulation uniform, if required.
	In dress and hygiene, presents a professional appearance.
	
	[   ] Did Not Meet

[   ] Met

[    ] Exceeded

	Observes Health, Safety and Sanitation Policies

Observes established policies on health, safety, security and sanitation; notifies proper authorities of circumstances or situations that present potential health hazards.
	Observes all policies concerning health, safety, and security.  Notifies Regional Director of any circumstances involving serious health and safety issues.  Works to eliminate any hazards in office and documents attempts to solve the problem.
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 

	Adheres to HIPPA Regulations

Adheres to established policies on privacy and security requirements for compliance with the Health Insurance Portability and Accountability Act (“HIPPA”), as applicable by Agency policy.
	Adheres to established regulations and security requirements

with “HIPAA”, as applicable by Agency policy. 
	
	[  ] Did Not Meet
[  ] Met

[  ] Exceeded

	Follows All Other Rules and Policies

Performs work according to rules, regulations, policies, and guidelines.  Ensures required licensures and certifications are current.  Does not improperly use or knowingly permit others to use state property improperly.  Does not engage in activities other than official business during working hours.  Does not engage in prohibited political activity.  Does not report for work under the influence of alcohol or drugs.
	Performs all work according to policy.  Does not improperly use state property personally and takes disciplinary action against any employee found to be improperly using state property.  Does not count as work time activities other than official business and takes disciplinary action against employees who do so.  Does not report to work under influence of alcohol or drugs.  
	
	[  ] Did Not Meet

[  ] Met

[  ] Exceeded 


	Section 5:  Overall Ratings
	Section 6:  Increase Recommendation

	Overall Rating for Job & Individual Responsibilities
	Overall Rating for Terms & Conditions
	[   ] NOT Eligible for Performance-Based Increase*

[   ] Eligible for Performance-Based Increase

	[   ] Did Not Meet 

[   ] Met Expectations

[   ] Exceeded Expectations
	[   ] Did Not Meet 

[   ] Needs Improvement

[   ] Met Expectations
	Section 7: Employment Status

	
	
	 [   ] Working Test/Permanent Status Approved  


	NOTE:  Any employee rated in Section 5 as Did Not Meet Expectations is ineligible for a Performance-Based Increase

	Section 8:  Evaluation Signatures

	Employee Signature and Comments
	Supervisor/Manager Signatures and Comments

	I have reviewed the contents the contents of this form with my supervisor and have been advised of my ratings and employment status or increase eligibility status.  I have made any comments I wish in this section.  My signature does not necessarily indicate agreement.

____________________          ______________________________________

             Date                                                 Employee Signature


	This rating reflects my evaluation of the employee’s performance.  I have discussed this evaluation with the employee.

____________________          ______________________________________

              Date                                     Evaluating Supervisor Signature

Reviewing Manager Comments (if any):

____________________          ______________________________________

              Date                                     Reviewing Manager Signature

____________________          ______________________________________

              Date                                     Appointing Authority Signature (optional)



	
	


	Section 9:  Employee Development Plan

	Instructions:  List developmental goals or areas for improvement that will be addressed by on-the-job development assignments and/or by formalized training experiences.  Indicate actions to be taken by supervisor and/or employee and specify the time frame for their completion.  At the end of the performance period, describe any progress the employee has made in meeting development or improvement goals.

	Developmental Goals/Areas for Improvement

(Employee’s and Supervisor’s Input)
	Planned Development/Training Activities

(Agreed Upon by Employee and Supervisor)
	Actual Progress

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Revised 9/13/2007

