Performance Appraisal Guidelines
The following guidelines are recommended in administering Performance Appraisals:

* The Supervisor should be notified by the Human Resources Department/Office Manager approximately four weeks before a Performance Appraisal is due.  Supervisors are expected to complete the Performance Appraisal by the due date; timely thorough completion of performance appraisals is one of the factors on which 

supervisor’s performance will be evaluated.

* In preparation for the performance appraisal process, the supervisor should review the personnel file of the employee. This review should include attendance records, and the last performance evaluation. Were the goals and objectives of the last performance appraisal met? If not, why not? Did management keep its commitment in helping the employee to succeed? What disciplinary action(s) or awards (positive and negative) did management issue the employee during the review period? 

* Prior to the performance appraisal meeting, the supervisor may also have the employee complete the Performance Appraisal Form, indicating the employee's self-evaluation on the performance factors.  During the meeting, the employee and supervisor then compare their respective ratings, and discuss areas where their ratings are similar and different.

* Prior to any discussion with the employee regarding performance, the supervisor will review the completed appraisal with the Department Head.  The supervisor will not conduct the performance evaluation meeting with the employee unless the evaluation has been signed by the Department Head.

* The supervisor will conduct a performance evaluation meeting with the employee, and together they will develop an action plan to address any areas requiring change or improvement.  The following guidelines should be followed by supervisors in conducting the performance evaluation meeting:

a)  Plan the items you want to cover in the appraisal discussion.  Allow for adequate time for the discussion without interruption. The meeting should be conducted in private.

b)  Explain the purpose of the discussion to the employee.  Put the employee at ease by explaining that the purpose of the evaluation is to look at overall performance, and to assist the employee to develop and grow, not just to find fault.

c)  Focus comments, both written and oral, on performance. References to personality and attitudes are difficult to prove.

d)  In discussing each of the evaluation factors, point out positive skills and accomplishments wherever possible before addressing the areas requiring improvement.

e)  Summarize the evaluation.  Set specific goals, standards of performance, training opportunities, for the next review period.  The employee should participate in the goal setting and understand expected results and ramifications if no improvement occurs.

* If, after the performance appraisal meeting, the employee is not satisfied with the result, he or she may request an appointment to discuss performance issues with the Department Head.  No employee will suffer any retaliation or adverse effect for requesting such a meeting.

* The original Performance Appraisal form will be maintained as part of the employee's personnel file. If the employee signs the form, he has a right to a copy.

*  The supervisor is responsible for completing all of his/her employee performance evaluations, he/she should return them to HR after being reviewed by upper management.
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