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This document sets forth the procedure to be used by the Personnel Committee (the Committee)
of the South Carolina Commission on Disabilities and Special Needs (DSN Commission).

l. SCOPE:

The Committee recommends the action to hire the South Carolina Department of Disabilities and
Special Needs (DDSN) State Director for the approval of the full Commission. It also serves to
draft and complete the State Director’s annual evaluation. The Chairman of the DSN
Commission serves as the Chairman of the Committee which includes up to seven (7) members.

1. MEETING FREQUENCY:

The Committee meets as determined by the Committee Chairman based on the workflow of
DDSN associated with the hiring of the State Director. The Committee Chairman also serves as
the point of contact regarding the State Director’s performance planning and evaluation process.

I1l.  PROCEDURE:

The Committee conforms to the requirements of the DDSN Hiring Commission in hiring and
annually evaluating the State Director. The DDSN Human Resource Director is engaged in this
process to advise the Committee and DDSN Commission as necessary.

The State Director Salary Commission establishes and administers the State Director’s
performance process. Guidance regarding the State Director’s development of a planning and
evaluation stage are provided on the State Fiscal Accountability Authority website:
https://www.sfaa.sc.gov/Agency-Head.

Planning Stage

According to the guidance provided, the State Director will meet with the Commission to
propose the objectives and standards for success he/she will meet in the upcoming year. The
Commission will accept, reject, modify, and discuss the State Director’s proposed objectives and
success criteria. Success criteria include a statement of conditions that will exist when a duty or
responsibility has been satisfactorily met. The success criteria must include the expected actions,
timeframes, frequency, costs, quantities or other appropriate and specific measures and business
results that will enable the State Director and evaluators to agree on expected outcomes and
recognize when these outcomes have been satisfactorily achieved.

When acceptable objectives are identified, the DSN Commission will complete the planned
objectives on the evaluation document and review them with the State Director. Signatures are
obtained and the original will be retained by the DSN Commission for completion at the end of
the evaluation period. The planning process should be completed by October 15th of each
calendar year.
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The State Director will schedule interim performance conferences as needed to discuss
performance or revise/modify objectives through communication with the Committee
Chairperson.

Evaluation Stage

The State Director will schedule a meeting with the DSN Commission to present his/her job
performance in relation to the objectives and success criteria agreed upon during the planning
process. Each DSN Commission member will complete a State Director evaluation survey and
return it to the Personnel Committee Chairman to compile. The Personnel Committee Chairman
will complete the evaluation document based on the assessment of the State Director’s
performance as presented by the State Director, input from the DSN Commission and the survey.
The final document will be approved by a majority vote of the DSN Commission and signed by
the DSN Commission Chairman.

The approved document and survey results will be reviewed with the State Director. The State
Director will sign the document to indicate he/she has seen the document and survey results.
The completed document and the survey composite score sheet will be submitted to the DDSN
Head Salary Commission by September 15th of each calendar year.

The Agency Head Planning Stage, Performance Evaluation Form and related files/links are
located on State Fiscal Accountability Authority website.
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