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I.
INTRODUCTION

A.
Definition of Performance Evaluation
A performance evaluation system is defined as a periodic evaluation of an employee’s performance of assigned duties and responsibilities as well as developmental objectives.  Evaluation of employee’s performance should be result-oriented.

B.
Purpose
Performance evaluations should be used as a tool to increase communication between employees and supervisors.  The primary objectives of a performance evaluation system are:

1.
to encourage a periodic exchange of information between the employee and the supervisor regarding the employee’s duties, responsibilities, and essential job segments to ensure they both understand and agree upon the position’s purpose and scope;

2.
to review the employee’s performance with respect to areas of needed improvement as well as areas that are being accomplished well;

3.
to review the employee’s personal career objectives and goals;

4.
to provide a data gathering system that fully and accurately documents and updates the employee’s personnel file with respect to education, work experience, and performance.

C.
Position Description/Charter of Accountability
All positions you supervise should have a formal, written Position Description (Support Staff) or a Charter of Accountability (Professional Staff).  The importance of having this material current is to ensure you and the employee are in a agreement with the job assignments.  Keeping this information up-to-date will aid in making the performance evaluation conference more productive, and lessen areas of potential conflict.

II.
RECOMMENDATIONS FOR A SUCCESSFUL EVALUATION CONFERENCE
A.
Before the Conference
1.
Do not begin to rate an employee until you are familiar with the evaluation process and the employee’s job responsibilities.

2.
Consider the evaluation in terms of the employee’s present duties only.

3.
Do not be overly influenced by one or two unusual incidents, but rate in terms of regular day-to-day performance.  Do not go beyond the evaluation period in your rating considerations.

4.
Do not be afraid to confront areas that need improvement.  Not dealing with them now could come back to haunt you later.  You should have documentation to support potential areas of conflict.

5.
Give the employee at least two days to review your evaluation before the scheduled conference.  This will allow them a chance to review your comments and to prepare responses.  This will also allow them to work on Part III (Community/College service) and their professional goals and objectives.

B.
During the Conference
1.
Schedule the evaluation conference so that you have ample time to conduct a meaningful and uninterrupted discussion.

2.  The conference should emphasize performance of tasks, not unrelated personal qualities of the individual, unless the employee’s personal behavior/attitude negatively affects their job.

3.
Review with the employee their performance as it relates to the eight factors.  Share with them suggestions you have to improve areas of weakness.

4.
Try to develop a good rapport at the beginning of the conference.  Ask them if they have questions or would like to comment on any part of the evaluation.  It is important that the employee feel their input will be considered.  You should create an atmosphere that is constructive to problem solving and goal setting.  Praise the employee as well as give constructive criticism.  Evaluation should stimulate morale, renew interest in the job, and enhance communications between supervisor and employee.

5.
Review the employee’s personal career objectives as they apply to institutional needs and expectations when setting developmental objectives.

6.
The evaluation conference should conclude with a review of objectives and points agreed upon and a summary of commitments for future action should be noted prior to the employee signing the evaluation.

C.
After the Evaluation Conference
1.
Be sure to double check the overall rating formula ensuring that any changes have been incorporated in the final total.

2.
Be sure the employee’s signature, and your signature are in place before you give the form to the Vice President or President for their signature.  Sharing with your supervisor how the conference went can aid in future employee performance issues.

3.
After all signatures have been secured, the rater should make a copy for their files and for the employee.

III.
HOW TO COMPLETE THE PERFORMANCE EVALUATION FORM
A.
Pertinent Employee Data
Fill in the employee’s employment information requested on the top of the form.  Information that you may not know can be obtained from the Human Resources Office.

B.
Part I – Performance Factors
1.
Step 1:  Assigning Weights

Review the eight performance factors against the employee’s Position Description/Charter of Accountability.  Assign a total of ten (10) points between the eight (8) factors.  Employees who are doing the same jobs under your supervision should have similar weight assignments.  The weight assigned should represent the importance of that factor to the employee’s satisfactory performance in the position.  If the factor does not relate to the position assignments, do not assign a weight or a rating.  Total points assigned to weights must still equal ten (10).  Weights may be spit into fractions (i.e., 2.5).

2.
Step 2:  Assigning Rating Values

This step is the most important in the completion of the evaluation process.  Evaluate the employee’s performance during the evaluation period as it relates to each of the eight (8) factors.  These qualitative factors describe employee attributes that most employees exercise in meeting the requirements of the position.

Each factor weighted, should be rated using the following descriptions:

	Rating
	Description
	Point Value

	Outstanding
	Performance that significantly exceeds all major requirements.
	4

	Above Average
	Performance that exceeds expected requirements; performance meets all major requirements and exceeds most expectations for competence.
	3

	Average
	Performance that can reasonably be expected of a competent and acceptable employee; consistently meets overall requirements.
	2

	Below Average
	Performance below what can reasonably be expected of an employee after a reasonable period of time and training.
	1


3.
Each factor contains a comment section to provide the rater an opportunity for a narrative summary about the factor.  It is recommended that the rater always record narrative support for the rating for future reference.

C.
Part II – Development Objectives
The rater is to consider the performance factors (Part I) in which specific objectives could be assigned that would provide the employee an opportunity to develop professionally.  The rater should also include objectives necessary to diminish or eliminate observable performance weaknesses or to enhance overall job performance.

D.
Part III – College and Community Service and Professional Development
The rater and employee are to list substantive activities participated in by the employee related to college, community and professional development during the evaluation period.

E.
Charter of Accountability (Professional Staff Only)
The rater is to review the employee’s Charter of Accountability for the last and current academic years.  Review of the current and last year’s Charter is because it is established on an academic year basis (July 1 to June 30) and the evaluation period is for calendar year (January 1 to December 30).  Comments should include accomplishments of goals set and established of future goals.

F.
Employee’s Comments
After the rater has completed the evaluation form, the employee has reviewed it, and both have met together to discuss the evaluation, the employee may include comments in this section.  The employee may attach a written addendum to the evaluation within three working days of the conference before signing the evaluation.  An attempt should be made to reconcile major differences of opinion between rater and employee.

G.
Overall Rating
The rater is to complete the overall rating section by first filling the assigned weights and rating points and multiplying them together.  These totals are then added together for the overall point assignment as defined below:

33 – 40 Outstanding

26 – 32 Above Average

19 – 25 Average

10 – 18 Below Average

The employee whose overall performance rating falls in the “below average” or unsatisfactory categories should be re-evaluated after three months.  During this time, a monthly conference with the employee on their progress is suggested.  If their performance has not improved after three months, the supervisor should extend the re-evaluation period or take disciplinary action as illustrated in the Professional and Support Staff Handbook.

H.
Signatures
The rater shall secure all signatures on the evaluation form.  This includes the employee, the rater, and the rater’s supervisor.*  Once all involved have signed the evaluation form, it is to be forwarded to the Human Resources Office for budget projections and filing in the employee’s file.

*
It is a good idea for the rater to review the evaluation form with their supervisor before their conference with the employee to ensure concurrence.

