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Any new system requires time to learn. Many aspects of the new 
system require an interpretation of current policy, the development of 
new policy, or simply a fuller explanation of the facts. This Question 
and Answer sheet was designed for Agency EPRS Coordinators and Trainers 
to explain further the material in the Curriculum Manual and the 
Supervisor's Guide. 

1. What is EPRS? 

A .  Employee Performance Review System (EPRS), is the name of the 
new performance evaluation system for - all non-management state 
employees, civil service, non-civil service, union members and 
confidentials in Executive Department Agencies in state 
government. In 1981, the Legislature passed Chapters 699 and 
767, requiring regular, annual performance reviews for all 
state employees. In 1983, a system for managers, Performance 
Management System (PMS) began. In 1986, EPRS was negotiated 
with the state labor unions. 

2. Why EPRS? 

A .  Performance evaluation is designed to promote clear 
communication between employees and their supervisors. They 
will be looking at job expectations and how employees meet 
those expectations, and when necessary, what can be done to 
improve job performance. Performance evaluation also provides 
a formal opportunity to recognize and to reward superior job 
performance, and to plan professional development. 

3. Who is covered by EPRS? 

A .  All State Agencies in the Executive Department, with the 
exception of Constitutional Offices, are covered by EPRS if 
they have non-management employees in Units 1, 2, 3, 4, 6,  8, g 
and 10. ~ l l  confidential and intermittent employees in titles 
which fall in these units are also covered by EPRS. 



4. When will employees be evaluated using th is  new syst:.e~n? 

A. The evaluation process is conducted during the fiscal year. 
Stage A, Performance Planning, will begin with the start of 
the fiscal year, 1988. Staqe U, Progress Review, will carry on 
throughout the year. Staqe C, the Annual Review will take 
place at the end of the fiscal year. 

5. when will the process begin for a new employee+ 

A .  An employee and his/her supervisor should begin the first staqe 
of EPRS within 10 days of starting a new job. If this is a 
probationary employee, there will be a PROGRESS REVIEW before 
the end of the probationary period. 

6. How many times will an employee be evaluated within a 12-month 
period? 

A. Under usual conditions, once. If necessary, an employee may,be 
evaluated a maximum of two times in a 12-month period. A 
completed evaluation occurs when all three Stages,have been 
completed. The mid-year progress review is - not considered a 
formal evaluation. 

7. What if the immediate supervisor leaves the job during the year? 
Who, then, will rate the employee's pPrformance at the end of the 
year? 

A .  The old supervisor should hold a formal (written) PROGRESS 
REVIEW before he/she leaves for another job. Whether or not 
this is done, the new supervisor should make a note on the EPRS 
form and rate the employee. In making this rating, the new 
supervisor should consult with others to try to get the best 
information on which to judge the employee's job performance. 
In any case, an employee should be rated on the duties and 
criteria on his/her EPRS form, even though the supervisor has 
changed. At the beginning of a new supervisor's assignment, 
the new supervisor should meet with the employee to review the 
du.ties and criteria, discuss and make any necessary changes, 
and schedule future PROGRESS REVIEW MEETINGS. Any new duties 
and criteria will apply only to performance from this time to 
the end of the year. 

8. What if an employee is promoted during the year? 

Whenever there is a change in job titles or a complete change 
in job duties (i.e. promotion, transfer, termination or 
resignation), an EPRS PROGRESS REVIEW should be conducted. An 
employee who is promoted or leaves during the year should go 
through a formal (written) EPRS PROGRESS REVIEW before he/she 
leaves or is promoted. 



9. What if an employee has more than one supervisor? 

A .  When an employee has more than one supervisor, one of t h e m  
should be designated to complete the EPRS form and 
evaluations. All people who supervise that employee should 
meet with the designated supervisor to include duties and 
criteria for their areas, on the form. The designated 

- supervisor should consult with the other svpervisors before the 
PROGRESS REVIEW and ANNUAL REVIEW meetings. 

10. What will an employee be held responsible for in the evaluation 
process? Will an employee only by required to do the main job duties 
listed on the EPRS form or will he/she be responsible for all job duties 
included on Form 30? 

A. Every employee is responsible for performing all assigned 
duties. The Form 30 is the official description for a given 
job. It must reflect the employee's actual job duties. 
,Supervisors are responsible for assigning only duties 
consistent with the class specification. Additions may be made 
to the duties on the EPRS form whenever necessary,. If an 
employee is assigned work consistent with the job specification 
and refuses to do the work, this is inappropriate and 
constitutes insubordination. 

EPRS will evaluate the mainjob--*ties that are most important 
and are performed frequently. However, employees are still 
responsible for performing all duties included on their Form 
30. 

11. Should the Annual Review ratings emphasize only the work done in the 
second half of the year? 

A. No. The Annual Review is the rating for the entire year's 
work. If there have been substantial changes since the 
mid-year Advisory Ratings and the form has been changed, the 
supervisor rates the new activities for the period during which 
they were performed. Other activities should be rated for the 
whole year. If the performance level changes markedly over the 
second half of the year, it should be noted, but the whole 
year's performance must be considered. 

12. Can an employee meet all the job expectations listed on the EPRS 
form and still receive an overall low rating? 

A .  Yes. A n  employee may be rated EXCEEDS or BELOW overall as a 
result of performance of duties not on the EPRS form if there 
is sufficient justification. This will occur only in very 
unusual circumstances; for example, if an employee refuses to 
perform several duties not listed on the EPRS form but which 
are on the Form 30, or if an employee performs an unlisted duty 
in such a way as to jeopardize the functional ability of the 
work unit. 



1:. Can an employee receive an overall rating of BELOW on t.he Annual 
Review if he/she did not get a warning at the mid-year progress 
review? 

A. Yes. If an employee's job performance has declined, he or she 
may deserve a BELOW at the Annual Review, even if the rating 
was MEETS at the progress review. But, before rating an 
-overall performance BELOW at the Annual Review, the supervisor 
must warn the employee and give the employbe reasonable chance 
to improve. A supervisor cannot give an overall evaluation of 
BELOW at the Annual Review without this warning and period of 
time for improvement (This does not apply to disciplinary 
matters, such as insubordination). 

14. What happens if the reviewer rates the employee differently than 
the immediate supervisor at the Annual Review? 

. If the reviewer and supervisor meet before the ratings are 
given to the employee, this can be avoided. If it does happen, 
the reviewer should clearly describe why he or she feels the 
ratings are wrong. The employee should get the f,orm back to 
comment on the change. If necessary, the three people should 
meet to discuss the ratings. 

15. What if the Form 30 has been filled out by the agency but does not 
reflect the actual duties of the emplqyee? How should he/she fill 
out the EPRS form? 

A. The Form 30 on file should accurately reflect an employee's 
actual job duties. If not, it should be revised immediately 
before EPRS can be used. The EPRS Form should include main 
duties from the Form 30 that are important or are performed 
frequently. It does not do any good to rate an employee on 
duties and tasks he/she is not expected to perform. 

If there is a need for revising the Form 30, this should be 
completed before beginning EPRS. If the revised Form 30 
reflects the need for reclassification, reviewing supervisors 
must refer all misclassifications to the agency's 
classification coordinator who in turn must initiate 
classification maintenance action to ensure proper 
classification. This action should be handled se~aratea - --.- from 
EPRS. The supervisor and employee should not wait for the 
results of any classification review but should begin EPRS 
using the duties currently assigned to the employee. 

16. What if the Form 30 is not complete? 

A. Section 6 of the Form 30 is vital to EPRS. EPRS can proceed 
only if the duties and responsibilities are clearly and 
accurately stated on the Form 30. The supervisor should 
however, take steps to complete the Form 30 and forward the 
completed version to the agency classification coordinator. 



' 17. How is t.he content of a job class and the content of a position 
determined'? 

A .  The content of a class is determined by job analysis which 
provides the basis for the class specification. The content of 
a position is determined by the duties and responsibilities 
assigned to the incumbent of the position. These duties and 
responsibilities should be accurately reflected on the Form 30 
which is on file for the position. 

18. Whose responsibility is it to prepare the position description 
(Form30) ? 

A .  Under the guidelines issued for Decentralization, the immediate 
supervisor completes the Form 30 and the incumbent reviews it 
indicating agreement by his/her initials. The incumbent can 
attach a written explanation of any areas of disagreement. 
Such disagreements should be resolved by the agency's 
classification coordinator with technical guidance supplied by 
a DPA account analyst as needed. 

Since EPRS requires the listing of main job duties and not all 
of the tasks performed, duties which are under dispute can be 
r~eadily excluded from the EPRS document as long as these duties 
or-tasks do not form a significant portion of the job. 

* 

19. What is the difference between the official class title and the 
functional title? 

A .  The official class title for a position is the payroll title to 
which the position is allocated. These official payroll titles 
appear in the Payroll Title Code Manual as administered by 
DPA. Each payroll title has a five digit code which is used 
for position control and for determining the amount of pay for 
a position. A functional title such as "crew chief" or "unit - 
supervisor" is used by agencies as an internal means of 
identifying positions. A functional title may appear on the 
Form 30 as a matter of convenience, but it should appear in 
addition to and --A not instead of the official payroll title. 


