Evaluations of Employee Competencies Performance
Purpose:
The intent of the following policy is to provide each employee through formal discussion and written feedback a self- analysis and supervisor analysis of their job performance competencies and as outlined in their job description, as well as identify goals and training needs for the employee and help the employee focus on job performance and professional development.

Policy:
Employees should receive a Performance Review & Competency Assessment                  evaluation prior to completing their new hire six month probationary period and at least annually thereafter.
Procedure and/or Process: 
Evaluations should occur within two weeks prior to the due date.  Evaluations completed after the due date are considered late.  In cases where a probationary evaluation is not completed within the first six months, the employee will still be removed from probationary status.  It is not desirable for an employee to move from probationary to regular status without an evaluation.

Each employee is provided a self-evaluation form by his or her supervisor to complete within the 30 days prior to his or her evaluation date.

The self-evaluation is returned to the employee’s supervisor at least 5 days prior to the scheduled evaluation.

The supervisor should consider the employee’s self-evaluation prior to completing his or her own assessment.  In addition, collateral information should be reviewed.  Examples of this may include, but are not limited to, conversing with other agency personnel; memorandums and special recognitions; compliance with documentation and data requirements; performance on prior evaluations and training events attended.

In cases where supervisors are considering ranking an employee in a Needs to Improve category a conversation should occur with the next level supervisor to discuss incorporating an improvement plan.  A supervisor is encouraged to discuss the development of an evaluation of an employee with his or her immediate supervisor, and/or the Chief Operations Officer, at anytime it is deemed that such a discussion could enhance employee performance, or address the possibility of a problem or concern before it arises.

The supervisor sets a time to review the evaluation and the applicable job description with the employee, and a face-to-face meeting occurs when the review is conducted.  Changes to the evaluation may be made during the review, based upon employee input. Any suggestions for revisions to a job description should be forwarded to the Chief Operations Officer on a separate sheet for consideration.
Steps for growth and/or improvement should be clearly articulated in writing, within the evaluation process.

The supervisor and employee sign both the self-evaluation and employee evaluations and the job description in ink and any personnel action resulting from the evaluation and forwards this information to the Chief Operations Officer who will process the Personnel Action as applicable, sign the evaluations and forward the evaluations to the Chief Executive Officer. The Chief Operations Officer will forward the Job Description to the Human Resources Manager for the employees personnel file. 
 The Chief Executive Officer will review and sign both evaluations and submit the originals to the Human Resource Department for the employee’s personnel file.

Procedures for Supervisor Evaluations:
Each year every program employee is given the opportunity to complete a Supervisor Evaluation.  Typically this occurs in the fall.

The Chief Operations Officer ensures that blank Supervisor Evaluation forms are made available to all employees for their optional participation.

The Chief Operations Officer collects the completed Supervisor Evaluations from employees, reviews them with the Chief Executive Officer, and then reviews the feedback with the Supervisor, ensuring the anonymity of the employee.  In cases where the Chief Operations Officer is the supervisor being evaluated, the employee feedback is given directly to the Chief Executive Officer.

This input is used with the supervisor for planning, review and to determine program direction.
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