(ORGANIZATION) Guideline 002.07.01
Performance Evaluation
Subsections: 002.07.01.01, 002.07.01.02, 002.07.01.03
Probationary Evaluation, Routine Quarterly Evaluations, Annual Evaluation
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	Dates Revised: 2006
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	Purpose:
	To provide employees with a process for receiving regular feedback about their performance and to provide a standardized way for employees to make plans for their professional development.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) employees

	Definitions:
	· “(ORGANIZATION) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.

	For more information:
	For Contractor evaluation guidelines, see the Contractor Policies Manual.


Text of Policy:

(ORGANIZATION) believes that frequent feedback between employee and supervisor is essential to exemplary job performance and staff development.  As such, (ORGANIZATION) procedures require periodic performance evaluations.  This is not to imply that less formal/structured communication and opportunities for feedback do not or should not take place on a more frequent basis as needed.

Subsection: 002.07.01.01 Probationary Evaluation:
The first performance evaluation takes place after 90 days of employment at (ORGANIZATION) and designates the end of the probationary period.  At this point, the employee and supervisor will have a verbal check-in to determine whether or not the employee wants to stay at (ORGANIZATION) and whether or not she/he is a good fit for the organization and the job.  This conversation can be documented in writing to the extent it seems necessary to the employee and supervisor.  If it is documented in writing, both should sign and it should be placed in the personnel file.  For employees staffed through a staffing agency, this check-in marks the point of transition from staffing agency employee to (ORGANIZATION) employee.
Following this conversation, employees who remain at (ORGANIZATION) become eligible for any benefits which were contingent on their completing the probationary period.

Subsection: 002.07.01.02 Routing Quarterly Evaluations:
Within two weeks of the evaluation to end the probationary period, the employee and supervisor should work together to formulate an “Employee Work plan” which will cover the time until the employee’s anniversary date of working at (ORGANIZATION).  The employee will draft this plan, then send it to their supervisor who will add feedback.  The final version is submitted to the CEO for approval and filed in the employee’s personnel file with a copy returned to both the employee and supervisor.

At three-month intervals, the employee will review and comment on work plan progress then present that to supervisor who will review and add her/his own comments (agreement, disagreement).  Following a quarterly check-in meeting, the employee, supervisor and CEO will sign off and it will go into employee’s personnel folder (with copy to employee and supervisor).  (If the CEO does not agree with employee and supervisor comments, all three will meet to discuss and revise until agreement is reached, then sign off.)

Subsection: 002.07.01.03 Annual Evaluation:
Within three weeks of the employee’s anniversary date of beginning to work at (ORGANIZATION), the employee and supervisor will meet to complete the final performance evaluation based on the Employee Work plan for that year.  The results of this evaluation form the basis for recommendations regarding employee merit increases or other forms of compensation.  If an employee disagrees with the supervisors final comments in the evaluation, he/she may specifically state his/her disagreement in an addendum to the evaluation, which shall be completed within five working days of the original evaluation signing.  This addendum will be signed and dated by the employee, supervisor, and CEO, and included in the employee’s personnel file.  An addendum does not change the supervisor’s evaluation of the employee, which will remain in force as written.

After completing the final evaluation, the employee and supervisor will begin the process again by putting together an Employee Work plan for the coming year.













