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Purpose:

An annual process of performance evaluation and feedback serve a two-fold purpose:

1) To allow supervisors the opportunity to discuss with employees their performance in relation to the expectations in each position.  
2) To help employees improve their effectiveness and personal job satisfaction.

Policy:
All regular full-time and regular part-time employees will receive an annual performance appraisal and feedback conducted by their immediate supervisors.  Performance appraisals shall be conducted and completed between January 1 and May 31 of each calendar year.

The standard form used to conduct performance evaluations, will be signed by the employee and the evaluator.  The date the employee signs his/her evaluation is considered to be the date of the evaluation.  Department Heads, Directors and Managers will deliver completed performance evaluations to Human Resources within five days of completion of the review process (date of employee signature).
STEPS TO COMPLETE EMPLOYEE PERFORMANCE EVALUATION
1) Gather the following information:

· Job description

· Performance Evaluation Tool

2) Conduct the evaluation and complete the Performance Evaluation Instrument as per the Unclassified Performance Appraisal policy and procedure.

· Rate the employee on each applicable criteria stated on the Evaluation Instrument.
· Written comments should be included to demonstrate rating, but MUST be written for ratings that of “Outstanding” or “Unsatisfactory”.

· Review the Performance Evaluation with the employee. 
· Develop goals and strategies for improvement with the employee as applicable.  Goals and strategies MUST be developed for areas rated as “Needs Improvement” or “Unsatisfactory”. 
3) The employee and evaluator must sign the form when the review is completed.  

4) The evaluator must forward the evaluation to Human Resources within five (5) days of employee signing his/her evaluation.
