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FREQUENTLY ASKED QUESTIONS 
 

Non Represented – Performance Appraisal 
 
1. What is the review cycle for Non-Represented employees? 

The review cycle for Non Represented 





PPS Employee Performance Appraisal Tool    
    For Non-Represented Staff        
 

Sample - Non Represented Employee Performance Appraisal:  10/8/2019   
   1 

*This is a sample only – actual evaluations must completed and submitted in PeopleSoft* 
 
 Employee information 
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Comments on accountability:  

 
 
 
 
Overall Rating for Accountability    

Role Model �…   Exceeds Standards �…    Meets Standards  �…   Progressing  �…  Improvement Required  �… 
 
 
 
Communication Effectiveness:  
Demonstrates understanding for others’ ideas and is able to create understanding 
for own thoughts using written and verbal methods.  Uses communication 
approach appropriate for the situation.  Is able to give and receive constructive 
feedback.    

Current Level of 
effectiveness  

R 
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Portland Public Schools  
 

Looking Forward – Setting Employee Performance Goals and 
Development Plans  
 
The Non -Represented evaluation year runs from J uly -June.  Completed evaluation s 
are  due by  June 30 .  Goals and development plans should be completed by  
September . This tool is for the employee and supervisor.  If you have any questions 
please contact your Human Resources Representative.  

 
PART A: Setting Performance Go als 
 
Performance Goals:  What will be accomplished over the next twelve months?  
 
Each position has key responsibilities for the next evaluation period.  Once they have been 
established, list them here to be sure there is agreement on priorities.  You may also want to 
describe responsibilities in terms of specific projects or goals that have been assigned. 
Throughout the year, you will check in on the status of the goals and may modify them after 
discussion.   
 
 
Key responsibility/special 
assignment/goal  

Plans to meet goals  How will the results be measured?  
(describe threshold indicator)  

 
 
 

  



 
 
 
 
Part B:  Development Plan  
 



PPS Core Competencies - Examples 
 
Below are examples of what each competency might look like.   
 

1. Integrity:  
Is consistent, fair and ethical  

Consistency & Fairness 
Examples:  
�x Demonstrates integrity in making and honoring commitments.   
�x Is unbiased and takes action based on the merits of the situation.   
�x Applies standards and expectations consistently, is reliable and predictable. 
Ethical 
Examples: 
�x Behavior models high personal and professional standards. 
�x



Gives and receives feedback  
Examples:  
�x Actively solicits and welcomes feedback from others. 
�x Gives feedback to others in manner that communicates respect for the individual, desire to improve 

the situation. 
�x Uses feedback to inform personal growth and development. 
4. Collaboration and Teamwork:   
Works collaboratively with others to achieve a shared goal.  Works with colleagues to overcome 
barriers which may surface.  Cooperates, usi ng their interpersonal skills and providing 
constructive feedback.  Able to address conflict constructively and respectfully.   

 
Creates a positive, constructive work environment 
Examples: 

�x Makes appropriate information and resources available to all team members.    
�x Identifies needs and volunteers assistance and support to others.  
�x Shows courtesy, sensitivity and respect for team members. 
�x Willing to explore different ways to work to make overall process better for everyone. 

Partnership oriented 
Examples: 

�x Willingly collaborates with others to accomplish common goals, shows commitment to teamwork. 
�x Shares skills and knowledge to promote development of others. 
�x Solicits others’ opinions. 
�x Involves others in creating solutions to complex issues. 
�x Develops networks and builds alliances to get work done effectively across the organization. 

Values Diversity 
Examples: 

�x Open minded, welcomes diverse perspectives. 
�x Actively supports an inclusive environment. 
�x Treats all with fairness, dignity and respect. 
�x Tolerant and unbiased in interactions with others. 

Effective conflict resolution 
Examples:   

�x Addresses and resolve differences in a way that increases understanding of the issues 
�x Raises issues at an early stage.  
�x Owns their part of the situation and works to craft a solution that meets the needs of all involved.  

5. Service Orientation:  
Focuses on proactively meeting responsibilities in a way that meets the needs of the internal or 
external customer of those services.  Willingly makes changes to improve services 

 
Customer Service 
Examples: 

�x Tenacious about finding solutions that will improve the customer’s experience. 
�x Displays a can-do attitude and owns problems from beginning to end. 
�x Provides timely response, involves those who can most effectively address a situation.  Demonstrates 

a sense of urgency in meeting the needs of others. 
�x Seeks to understand and anticipate needs. 
�x Friendly, approachable and courteous to all. 

School and student focused: 
Examples:  

�x Continually explores ways to improve the way work is performed, in order to better meet school and 
student needs. 

�x Understands how responsibilities and goals contribute to overall PPS mission and vision. 
�x Maintains a student- and school- centered approach to resolving issues. 

Adaptable to changing environment 
Examples:  

�x Demonstrates a high level of flexibility and resiliency. 
�x Operates effectively in an environment of shifting priorities.  
�x Maintains focus on bigger picture in the face of ambiguity and day to day changes. 

 



Self Appraisal Worksheet 
Evaluation Period       
From:                         To: 

Employee’s Name: Department: 

Part I:  Looking Back - Performance Assessment 
Part Ia:  key position responsibilities 

 



Performance Management 
Non-Represented Employees



Agenda

• Key Dates and Information

• Links and additional information

• System Walkthrough 

• Completing a performance review:  Do’s and Don'ts



Key Dates and Information
• SIGNED and SUBMITTED performance reviews due to HR by 

June 30 th

• Sample Timeline

• Non-represented employees, excluding building administrators, 
require a review 
• Hired on or before December 31, 2018

• Time period:  Fiscal Years 2017/2018 & 2018/2019
• If 2017/2018 complete – only 2018/2019 required

Date Action

Now - May 24th Employees complete self-assessments

Now - May 24th Managers gathering information and drafting message

May 25th - June 7th Complete reviews in PeopleSoft

Jun 7th - June 21st Meet with employees to discuss performance review

By June 30th Submit evaluationin PeopleSoft and send signed hardcopy to HR



Contacts and Links
Technical support using PeopleSoft, hristeam@pps.net.

Process and content, Penny Robertson at 
probertson1@pps.net. 

Web page:  Home > Department > Human Resources > 
Manager Resources > Evaluation Resources

• Self Appraisal Worksheet
• Template Sample
• FAQ
• Core Competencies



PeopleSoft System Training 

https://hcmtest.pps.net/psp/HTEST/EMPLOYEE/HRMS/h/?tab=DEFAULT



Do……….
• Recognize contributions – “Job Well Done”

• Remember the review should be a discussion  

• Respect the time and select an environment which supports the 



Don’t……….
• Bring up a performance issue for the first time unless you have to

• Should have already been discussed .

• Discuss/criticize personality traits.  You can discuss behaviors 
and results.  

• Be vague. Regardless of the message, use clear language the 
employee can understand and process.

• Allow one action or a recent event to effect the entire review.

• Dominate the conversation.  Provide space for the employee to 
share their assessment of their contributions.


