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I. POLICY: The Department of Conservation and Energy (C&E) strives to provide a work environment that fosters, 

develops, and enhances communication and feedback between employees and supervisors by ensuring that 
performance expectations are established at the beginning of the evaluation year, that performance is 
discussed continuously throughout the year, and that employees receive a timely, meaningful evaluation. A 
successful performance evaluation system facilitates achievement of the Department’s goals and mission 
through highly motivated employees. 
 

II. PURPOSE: This policy confirms C&E’S support of the Department of State Civil Service’s (SCS) Continuous 
Performance Management (CPM) system described in Chapter 10 of the Civil Service Rules, effective January 
1, 2025, and sets forth the Department’s expectations that supervisors fully comply with their responsibilities 
under that system. C&E expects supervisors to communicate expectations continuously and to meaningfully 
evaluate the classified employees serving this Department. 
 

III. APPLICABILITY: With the exception of employees serving in a classified When Actually Employed (WAE) 
appointment, this policy applies to all classified employees and to any unclassified employee who supervises 
classified employees serving C&E in a job appointment, probationary, or permanent status. 
 

IV. DEFINITIONS:  
A. Continuous Performance Management (CPM): The performance evaluation system described in Chapter 

10 of the Civil Service Rules used to measure performance and to continuously develop individuals into 
high-performing employees. 

B. Performance Evaluation: An assessment of an employee’s overall satisfaction of position requirements, 
including performance, behavior, and quality/quantity of work, based on the goals stated on the 
performance planning form, resulting in the assignment of one of the following five overall ratings: 

1. Exceptional: Consistently exceeds position requirements. 
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2. Exceeds Expectations: Occasionally exceeds position requirements.

3. Successful: Meets position requirements.

4. Needs Improvement: Occasionally fails to meet position requirements.

5. Unsuccessful: Consistently fails to meet position requirements.

While consistency is a consideration, an extraordinary outcome or egregious conduct may cause a rating 
to be “Exceptional” or “Unsuccessful.” 

C. Not Evaluated: A rating assigned when: (1) an employee is appointed on or after October 1 of the
performance evaluation year; or (2) an employee transfers between January 1 and March 1 and has not
been rated by the losing agency as of the effective date of the transfer. A “Not Evaluated” rating has the
same effect as a “Successful” rating.

D. Unrated: A rating assigned by the Human Resources Office when an evaluation violates the Civil Service
Rules or when no evaluation has been rendered. An “Unrated” rating has the same effect as a “Successful”
rating.

E. Performance Evaluation Year: January 1 through December 31 of each year.

F. Performance Evaluation Period: The timeframe, January 1 to March 1 of each year, during which a
performance evaluation must be rendered in accordance with the procedures outlined in Section V.

G. Performance Planning Form: A Director-approved form listing the goals upon which an employee’s overall
performance is evaluated, comprising at a minimum two (2) performance-based goals and one (1)
behavior-based goal.

H. Performance Planning Period: The timeframe during which a performance planning session must be
conducted. A performance planning session shall be conducted during the first two (2) calendar months
following:

1. The appointment of a new employee;

2. The permanent movement of an employee into a position having a different position number with
significantly different duties; or

3. The beginning of the new performance evaluation year (no later than March 1).

I. Evaluating Supervisor: The individual designated by the Appointing Authority to plan for and evaluate an
employee’s performance, typically the employee’s direct supervisor, unless designated otherwise.

J. Second Level Evaluator: The individual designated by the Appointing Authority to concur with and approve
the performance planning form and the performance evaluation form prepared by the Evaluating
Supervisor, typically the employee’s second-line supervisor, unless designated otherwise. Employees who
report to an unclassified Executive Director or Agency Head are not required to have Second Level
Evaluator approval.

K. Agency Review Panel: A panel of at least three (3) members designated by the Appointing Authority,
believed by the Appointing Authority to be impartial and who are not the employee’s Evaluating
Supervisor or Second Level Evaluator, convened to review a permanent employee’s request to review an
overall evaluation rating of “Unsuccessful.”

V. PROCEDURES:
A. Performance Plan
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1. The Evaluating Supervisor shall prepare a performance planning form for each classified subordinate
(excluding WAEs) using the Director-approved form. The form shall contain a minimum of two (2)
performance-based goals and one (1) behavior-based goal. Any variation to the form must have prior
written approval from the Civil Service Director.

2. The performance planning session shall be conducted during the first two (2) calendar months
following the appointment of a new employee, the permanent movement of an employee into a
significantly different position, or the beginning of the performance evaluation year (no later than
March 1).

3. Prior to conducting the performance planning session, the Evaluating Supervisor shall obtain the
Second Level Evaluator’s concurrence and signature on the performance planning form.

4. During the planning session, the Evaluating Supervisor shall present and discuss the performance
planning form with the employee.

5. The Evaluating Supervisor shall sign the form and document the date of the planning session. The
employee shall be given a copy of or access to the performance planning form. The Evaluating
Supervisor shall forward the original to Human Resources within three (3) business days.

6. An employee cannot prevent the performance planning form from becoming official by refusing to
acknowledge receipt of the form. Should the employee decline to acknowledge the form, the
Evaluating Supervisor shall document the refusal on the form and record the date the planning session
occurred.

7. A new performance planning session may be conducted when the Evaluating Supervisor of an
employee changes or when the Evaluating Supervisor deems a new planning session appropriate.

B. Performance Evaluation
1. Following the end of the performance evaluation year, the Evaluating Supervisor shall complete a

performance evaluation form and conduct a performance evaluation session between January 1 and
March 1 for each classified subordinate (excluding WAEs), based on the goals stated on the
performance planning form. All performance evaluation ratings shall have an effective date of January
1.

2. The Evaluating Supervisor shall sufficiently support the assigned rating with comments and shall attach
supporting documentation as appropriate. In the case of an “Unsuccessful” rating, comments and
documentation combined must be sufficient to support the rating, support any potential disciplinary
action, and apprise the employee of deficiencies in sufficient detail for the employee to provide
defense or explanation in an agency review or appeal setting.

3. Prior to discussion with the employee, the Evaluating Supervisor shall obtain the Second Level
Evaluator’s concurrence and signature on the performance evaluation form. For any rating of
“Unsuccessful,” the Evaluating Supervisor shall also obtain the signatory approval of the Appointing
Authority and, where applicable, the Department Secretary before the evaluation is discussed with
the employee.

4. Evaluation Documentation and Submission Deadlines
Prior to conducting the evaluation session, the following process shall be followed for employees
recommended to receive a rating of Exceptional, Needs Improvement, or Unsuccessful:
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• By January 15: Evaluating Supervisors recommending a rating of Exceptional, Needs Improvement,
or Unsuccessful must submit the employee’s name, recommended rating, and supporting
documentation to both their Appointing Authority and the Human Resources Director.

• By January 30: Appointing Authorities must submit the final list of employees, recommended
ratings, and supporting documentation to the Secretary and Human Resources Director.

• Failure to follow this approval process may still result in the employee receiving the assigned
rating; however, employees receiving an Exceptional rating will not be eligible for a monetary
reward as outlined in HR Policy No. 14, Rewards and Recognition. Additionally, the evaluating
supervisor may be subject to corrective action for failure to comply with this process.

5. During the evaluation session, the Evaluating Supervisor shall present and discuss the performance
evaluation with the employee.

6. Following the discussion, the Evaluating Supervisor and the employee shall sign indicating the
evaluation session occurred. The employee shall be given a copy of or access to the completed
performance evaluation form and any supporting documentation. The Evaluating Supervisor shall
forward the original to Human Resources within three (3) business days.

7. An employee cannot prevent the performance evaluation form from becoming official by refusing to
attend the evaluation session or by refusing to acknowledge the form. Should the employee refuse to
attend or to acknowledge the form, the Evaluating Supervisor shall document the refusal on the
performance evaluation form.

8. When an evaluation is in violation of Chapter 10 of the Civil Service Rules or when no evaluation has
been rendered, the Human Resources Office shall assign an overall rating of “Unrated,” which has the
same effect as a “Successful” rating. The employee shall be notified when assigned an “Unrated”
rating.

9. When an employee is not available, notification may be provided by mail or by state-issued email.
Mailed notifications shall be deemed timely when mailed to the employee’s most recent address on
or before March 1, as evidenced by official proof of mailing. Email notifications shall be deemed timely
when sent to the employee’s state-issued email address on or before March 1, as evidenced by a copy
of the dated email together with a “read” receipt, reply email, or other affirmative acknowledgment
of receipt. Proof of notification shall be attached to the evaluation when submitted to Human
Resources.

C. Agency Review
1. A permanent-status employee who receives an overall performance evaluation rating of

“Unsuccessful” may request an agency review by an Agency Review Panel. Employees receiving a
rating of “Needs Improvement,” “Successful,” “Exceeds Expectations,” or “Exceptional” are not eligible
for agency review.

2. The request for review and any supporting documentation shall be postmarked or received in the C&E
Human Resources Office no later than March 16 following the performance evaluation year. In the
request, the employee must explain the basis for the challenge and provide any documentation in
support.

3. If the request for review is timely, the Appointing Authority shall designate an Agency Review Panel
consisting of at least three (3) members believed by the Appointing Authority to be impartial and who
are not the employee’s Evaluating Supervisor or Second Level Evaluator. Panel members shall not be
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subjected to retaliation or discipline as a result of their service on the panel or the outcome of the 
review. 

4. The Human Resources Office shall first review the performance evaluation form for compliance with
the Civil Service Rules. If a rule violation is identified, the rating shall be changed to “Unrated” and any
agency review which has commenced shall cease.

5. The Agency Review Panel shall review the employee’s request, the performance planning form, the
performance evaluation form, and all supporting documentation. The evaluation under review shall
be discussed with the employee, the Evaluating Supervisor, and the Second Level Evaluator separately.
The Panel may request additional documentation, which shall be provided and shared with both the
employee and the Evaluating Supervisor.

6. After completing its review, the Agency Review Panel shall by majority vote either:

a. Uphold the performance evaluation rating; or

b. Assign an overall rating of “Needs Improvement.”

7. The Agency Review Panel’s decision is final. The Panel shall provide written notice of the results of its
review to the employee, the Evaluating Supervisor, the Second Level Evaluator, and the Human
Resources Office no later than April 16. Any change in the rating shall be recorded with an effective
date of January 1.

8. If the Human Resources Office determines that the agency review process itself was not conducted in
accordance with the Civil Service Rules, the rating shall be changed to “Unrated.”

9. The Planning & Evaluation Form, the employee’s request for review, the Agency Review Panel’s
decision, supporting documentation, and any additional documents received during the review shall
be maintained in the employee’s official personnel file.

VI. EFFECTS OF “NEEDS IMPROVEMENT” AND “UNSUCCESSFUL” RATINGS:
A. “Needs Improvement” Rating

1. A performance evaluation rating of “Needs Improvement” is not disciplinary action.

2. An employee whose official overall rating is “Needs Improvement” shall not be eligible for:

• Promotion;

• Detail to special duty to a higher-level position;

• Attainment of permanent status; or

• Placement on a Departmental Preferred Reemployment List (DPRL).

3. An employee who received a performance evaluation rating of “Needs Improvement” in the previous
performance evaluation year shall not receive a consecutive rating of “Needs Improvement.”

B. “Unsuccessful” Rating
1. A performance evaluation rating of “Unsuccessful” is not disciplinary action.

2. An employee whose official overall rating is “Unsuccessful” shall not be eligible for:

• Promotion;

• Detail to special duty to a higher-level position;

• Attainment of permanent status;
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• Placement on a Departmental Preferred Reemployment List (DPRL); or

• Market adjustment.

3. An employee with a confirmed rating of “Unsuccessful” may be disciplined, up to and including
dismissal, in accordance with the Civil Service Rules applicable to the employee’s status. A rating is not
confirmed until the agency review process has been completed or the time to request a review has
expired.

VII. REQUIRED TRAINING: All classified supervisors are required to complete the Comprehensive Public Training
Program (CPTP) online Continuous Performance Management courses within ninety (90) days of hire,
promotion, or appointment to a supervisory position, including:

• Continuous Performance Management (CPM) Basics;

• CPM Planning Process; and

• CPM Evaluation Process.

Supervisors shall complete any additional CPM-related training required by the Civil Service Director or by the 
Department. 

VIII. APPOINTING AUTHORITY REVIEW OF UNSUCCESSFUL RATINGS: By April 30 of each year, the Human
Resources Office shall provide the Appointing Authority with a listing of all employees with confirmed
performance evaluation ratings of “Unsuccessful” for the prior performance evaluation year, including any
previous “Unsuccessful” ratings assigned to those employees. The Appointing Authority shall carefully review
the circumstances of each rating and determine whether disciplinary action, up to and including dismissal, is
warranted and supported by the documentation.

IX. RECORD KEEPING AND REPORTING: The following records shall be maintained in the C&E Human Resources
Office or another designated secure location not accessible to the public and shall not be considered public
records:

• Completed performance planning forms;

• Completed performance evaluation forms; and

• Employee requests for agency review, including the Agency Review Panel’s completed review and all
supporting documentation.

These records shall be made available on request to the employee and to State Civil Service for auditing 
purposes. The Department shall submit the annual report to the Civil Service Director in the form prescribed 
by the Director, and at such additional frequency as the Director may require. 

X. GRIEVANCE PROCESS: The Department’s grievance process shall not be used to review a performance
evaluation rating, reconsider the results of an agency review, or address a procedural violation of Chapter 10
of the Civil Service Rules.

XI. VIOLATIONS: It is the responsibility of each Appointing Authority and supervisor to ensure full and complete
compliance with the requirements of this policy and the applicable Civil Service Rules. The names of Evaluating
Supervisors and Second Level Evaluators who fail to perform CPM responsibilities in accordance with the
requirements of this policy shall be provided to the Appointing Authority for appropriate action. Repeated
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failure to timely and satisfactorily perform CPM responsibilities will result in a recommendation of disciplinary 
action. 

XII. QUESTIONS: Questions regarding this policy and/or the applicable Civil Service Rules should be addressed to
the Human Resources Division.

XIII. REVISION HISTORY:

Date Action 

July 2012 Policy Established 

September 2015 Policy Revised 

April 2018 Policy Revised 

June 2026 Policy Revised: Agency name updated, Updated throughout to align with SCS Chapter 
10 updated rules  
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