
SUBMITTAL TO THE BOARD OF SUPERVISORS
COUNTY OF RIVERSIDE, STATE OF CALIFORNIA

ITEM:3.'13
(tD # 21057)

MEETING DATE:
Tuesday, June 13, 2023

FROM: HUMAN RESOURCES

SUBJECT: HUMAN RESOURCES: Approval of the revisions to Board Policy C-21 pertaining
to employee performance evaluations; All Districts. [Total Cost $0]

RECOMMENDED MOTION: That the Board of Supervisors:

1 . Approve the revisions to Board Policy C-21: Employee Performance Evaluation Reports.

ACTION:Policy

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Washington, seconded by Supervisor Jeffries and duly carried,
lT WAS ORDERED that the above matter is approved as recommended.

Ayes:
Nays:
Absent:
Date:
xc:

Jeffries, Washington, and Gutierrez
None
Spiegel, Perez
June 13,2023
H.R., COBaa

Rector
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SUBMITTAL TO THE BOARD OF SUPERVISORS COUNTY OF RIVERSIDE,
STATE OF CALIFORNIA

C.E.O. RECOMMENDATION: Approve

BACKGROUND:
Summary

Board Policy C-21: Employee Performance Evaluation Reports was last amended on April 10,
2007 by Minute Order 3.3. With recent updates to the County's electronic Employee
Performance Management system, this policy was reviewed to ensure the language is up to
date and falls in line with the functionality of the new system. The revisions were also reviewed
with the various Labor groups through the meet and confer process.

lmpact on Residents and Businesses
Updates to this policy will have no direct impact on to residents or businesses.

Attachments
Attachment A: Policy C-21Track Changes Version
Attachment B: Policy C-21 FinalVersion

FINANCIAL DATA Currgnt Figcal Year: Next Fiscal Year: Total Cost: Ongoing Cost

COST $o $o $0 $0
NET COUNTY COST $o $0 $0 $0
SOURCE OF FUNDS: N/A Budget Adjustment: No

For Fiscal Year:23124
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EMPLOYEE PERFORMANCE EVALUATION REPORTS

Policv:

Policy
Number

c-21

Paqe

1of 3

1. Agency/department managers shall provide a confidential evaluation of the
performance of each regular employee assigned to their management
responsibility. Evaluations shall be in a form prescribed by the agency/department,
as reviewed by Human Resources, but shall comply with the principles
encompassed in this policy.

2 The Executive Officer, or designee, will administer the performance evaluation
program by directing the following:

a lnstructing new agency/department heads in the requirements of the
performance evaluation prog ram ;

Reviewing and approving agency/departmental policies and procedures
implementing the performance evaluation program;

Monitoring, on at least an annual basis, the timelines of employee
evaluations by each agency/department; and,

Making modifications as necessary, in the implementation of the
performance evaluation program.

Having agency/department heads utilize a single performance evaluation
system to complete the evaluations. At the discretion of the Executive
Officer or designee, a different system can be utilized with prior review and
approval.

3. The Frequency of evaluations prescribed by this policy shall be as follows:

a During any probationary period, an employee shall be evaluated at no less
than six-month intervals until the expiration of their probation.

All regular employees of the County of Riverside shall receive a written
evaluation on no less than an annual basis while occupying the same job
class, approximately on the anniversary of their employment with the
County or on the anniversary of promotion or entry into their current job
classification.
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c. Additional evaluations may be conducted at any time at the discretion of the
agency/department. This policy in its entirety shall apply to those additional
or special evaluations.

d Employees receiving an unsuccessful/needs development evaluation shall
be reevaluated no later than 90 days from the date of the issuance.

While each agency/department is responsible for drafting and implementing a
performance evaluation policy which fits its particular needs; it is the intent of the
Board of Supervisors that each agency/department will include, at a minimum, the
following components in their policy:

Annual and Special Evaluations shall be given in writing and should be
based on agreed upon performance or achievement goals. These goals
shall be set initially by the department and adjusted annually as part of the
evaluation process.

Evaluations should rate an employee's overalljob performance on at least
a three-point scale.

Evaluations should provide an opportunity for an employee who disagrees
with the performance evaluation, to comment, in writing, regarding that
evaluation. This written response, and supporting documentation submitted
by the employee, should be attached to, and become a part of, the
evaluation, which upon completion will be flled in the employee's personnel
file. No other appeal of the substance of the evaluation should be allowed
except as may be provided by ordinance or memorandum of understanding.
Any action of the agency/department to reduce an employee, in pay, shall
be processed as a disciplinary action.

Anytime an agency/department anticipates giving an employee an overall
rating of unsuccessful or needs development, the agency/department
should notify County Human Resources and seek its review and support of
the evaluation, prior to delivering the evaluation to the subject employee.

Anytime an agency/department gives an employee a rating of unsuccessful
or needs development, that rating will be accompanied with a specific
description of the behavior or actions which are found to be failing. ln
addition, the evaluation should include a specific plan of improvement,
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describing to the employee the steps necessary to become a successful
employee in those areas.

f Anytime an agencyidepartment gives an employee a rating of successful or
exceptional, it should be substantiated by factual reasons. These comments
will also serve to motivate employees, who receive less than "successful"
ratings, to strive for a higher level of performance.

5 It shall be the responsibility of the Executive Officer to administer this policy. At the
Executive Officer's discretion, administration of portions of this policy may be
delegated to other agencies/departments or managers.

Reference:
Minute Order 3.6 of 05128196
Minute Order 3.25 of 07102196
Minute Order 3.3 of 04110107
Minute Order 3.13 of 06fi312023
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1, lt is the intent ef this peliey te previde ageney/department heads; managers; and
ether senier staff with metheds and preeedures te evaluate the perfermanee ef

irnplied, the "at will" status ef any empleyees,

The Burpeses ef this peliey inelude the fellewing:

Ectahlioh a crrctm urharahrr all

perfermanee en a eensl is;

empleyment ef qualified managers and empleyees;

e, Previde a basis fer reeegnitien ef perfermanee en the part ef eerpleyees and
manag€fi

d, lmpreve eernmunieatiens threugheut Riverside Ceunty gevernment and
faeilitate perfermanee diseuesiens by and between managernent and
empteyees;

f, Eneeurage fermal diseussien ef annual geals and ebjeetives between

31. _Agency/department managers shall orovrde a

wntten -confidential evaluation of the performance of each regular employee
assigned to their management responsibility. Evaluations shall be in a form
prescribed by the agency/department, as reviewed by Human Resources, but shall
comply with the principles encompassed in this policy.
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nt heads in the uirements
performance evaluation orogram ;

d. Makinq modifications as necessary, in the implementation of the

e

performance evaluation proqram.

Havinq aqency/department heads utilize a sinqle performance evaluation
m luations. At the discretion of the Executi

Officer or desionee. a different svstem can be utilized with orior revr ew and
aPProval.

3. The Frequency of evaluations prescribed by this policy shall be as follows

a During any probationary period, an employee shall be evaluated at no less
than six_month intervals until the expiration of their probation.

@
b All ether regular employees of the Countv of Riverside Geun+fshall be

evafuated- receive a written evaluation on no less than an annual basis
while occupvinq the same iob class, approximately on the anniversary of
their i+itiatemployment with the County or on the anniversary of promotion
or entry into their current job classification.

c. Additional evaluations may be conducted at anv time at the discretion of the
aqencv/department. This policv in its entiretv shall aoplv to those additional
or special evaluations.

2. The Executive Officer. or desionee. will administer the performance evaluation
proqram bv directino the followinq:

b. Reviewinq and approvinq aoencv/deoartmenta! oolicies and orocedures
implementinq the performance evaluation proqram:

c. Monitorino. on at least an annual basis. the timelines of emplovee
evaluations by each aqencv/deoartment: and.
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+d Employees receiving an qlEllqe9tfulheg1lg_q€tygLepfff_qIf!.evera{lless+han
sa$€fucteetevaluation shall be reevaluated no later than 90 days from the
date of the issura nce-lastevaluatien.

erspeeiat+vatua+iens.

While each agency/department is responsible for drafting and implementing a
performance evaluation policy which fits its particular needs; it is the intent of the
Board of Supervisors that each agency/department will include, at a minimum, the
following components in their policy:

a. {111:sr1 arr(_$pglfil Evaluations shall be given in writing and should be
based on agreed upon performance or achievement goals. These goals
shall be set initially by the department and adjusted annually as part of the
evaluation process.

Evaluations should rate an employee's overalljob performance on at least
a three_-point scale.

Evaluations should provide an opportunity for an employee who disagrees
with the performance evaluation, to comment, in writing, regarding that
evaluation. This written response, and supporting documentation submitted
by the employee, should be attached to, and become a part of, the
evaluation, which upon completion will be filed in the employee's personnel
file. No other appeal of the substance of the evaluation should be allowed
except as may be provided by ordinance or memorandum of understanding.
Any action of the agency/department to reduce an employee, in stepe+pay,
shall be processed as a disciplinary action.

Anytime an agency/department anticipates giving an employee an overall
rating of unsuccessfulaeeepdabls or needs development
R€€C€d, the agency/department should notify Countv Human Resources
and seek its review and support of the evaluation, prior to deliverinq the
evaluation to the subiect employee.

6 Anytime an agency/department gives an employee a rating of unsuccessful
a€€eptab+e or needs developmenti@, that rating will be

b.

c.

d
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accompanied with a specific description of the behavior or actions which
are found to be failing. ln addition, the evaluation should include a specific
plan of improvement, describing to the employee the steps necessary to
become a succcssfulatis+aetery employee in those areas.

f. Anytime an agency/department gives an employee a rating of
successful or
exceotiona , it should be substantiated by factual reasons.
These comments will also serye to motivate employees, who receive less
than an "successfuleulshnAing" ratings, to strive for a higher leve! of
performance.

5. It shall be the responsibility of the Executive Officer to administer this policy. At the
Executive Officer's discretion, administration of portions of this policy may be
delegated to other agencies/departments or managers.

Reference:
Minute Order 3.6 of 05/28/96
Minute Order 3.25 ot 07102i96
Minute Order 3.3 of 04110107
N/inute Order 3.13 of 0611312023


