Arizona State Forestry Division
Additional PASE Guidance

(To be used with “PASE Manual”)
The PASE Manual is an Arizona Department of Administration document which provides guidance on evaluating employee performance. 
This Additional PASE Guidance document is designed to provide further guidance for State Forestry supervisors.
· Performance Categories:
Please note the Performance Categories have changed for the February 1, 2010 rating period.  Supervisors must use all five performance categories.
· Agency performance period:  

The PASE rating period for Arizona State Forestry Division employees is February 1st to January 31st
· Due date: 
 PASE rules allow supervisors 60 days beyond the close-out date on the PASE to submit.
· Other triggers for PASE:
When a Forestry Division employee changes jobs, status, or supervisors or voluntarily leaves state service, a PASE must be accomplished. 

· Mid-point reporting period:
Note that, since it falls over fire season, we have stretched the mid-point reporting period over three months - June first through September first.  Mid-range reporting is a requirement and must be documented.
· Probationary status employees:
Must be evaluated at least twice during the probationary period and the evaluations documented.  This includes a final evaluation which must be accomplished prior to the end of the probationary period.

· Signature protocol:
The rater will submit the completed PASE to the reviewer for signature; then to the employee for signature.  The signed document should be submitted to the Forestry Division Human Resources representative.
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· Work plans/job performance plans 
Must be:

· Developed by supervisors
· Within 30 calendar days of the employee’s hire, transfer, supervisor change
· Within 60 days from start of annual rating period

· Presented to employees and then documented

· Work Unit Goals/Objectives, the fifth Performance Category, has been left blank so that you may populate it with rating items taken from the work plan/job performance plan. (Suggested categories are included at the end of this document)
· Planner documentation of  the development of a job performance plan and conducting a meeting/counseling is critical 

· The goals of PASE reports are:

· To improve employees’ understanding of their assignments, the established standards for performance, and their progress in meeting the standards

· To encourage employee development for better job performance

· To assist in identifying training needs; and

· To ensure objectivity, consistency and fairness in appraising employees
#   #   #
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Example - Work Plan

Provide district fiscal support to all fire and forestry programs

1. Process all bills for fire reimbursement in a timely and accurate manner

2. Provide fire business training and direction to district fire departments as needed and requested

3. provide budgetary tracking and bill processing for various district grant projects

4. Coordinate fire business information with all cooperating agencies

5. Manage district purchase order needs

6. Coordinate with division fire business manager to provide accurate and timely interpretation of division fire business practices

7. Insure that all fire business agreements are current, accurate and readily accessible

Provide district office administrative support

1. Receive walk-in public providing accurate information and direction

2. Oversee the inventory and ordering of all necessary office supplies

3. Oversee the maintenance and repair of all office equipment

4. Maintain district files in an orderly and accurate manner

Provide fire business training

1. Provide training to district personnel as requested and needed

2. Assist with training to fire department and federal agencies as requested

3. Assist with statewide training as requested and approved

Assist with management and maintenance of the XXXXX District Office
1. Assist with the general upkeep of the office (mail, security, etc.)

2. Use proper procedures to obtain timely repairs

3. Proper use and regular maintenance of assigned vehicle

4. Proper use and regular maintenance of assigned equipment
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