Instructions for Completing Classified Employee Evaluations 
for Supervisors 

All completed forms due in Human Resources BY OCTOBER 12
Evaluations for 2011-2012 (Due October 12, 2012)
Evaluations for classified employees for the performance cycle covering November 2011 through October 2012 are due in Human Resources by October 12, 2012.  Please begin the evaluation process now to allow time for self-assessment as described below. 

You should complete Parts V-IX of the Employee Work Profile (EWP) for each of your employees, obtain the proper signatures, give the employee a copy, and return the original to Human Resources.   NOTE:  Obtain all signatures under Part IX before sending the evaluations to Human Resources.   Be sure the reviewer signs the form first before you present the evaluation to your employee to sign.

It is very important to complete these evaluations and turn them in to us in a timely manner.  Our office must enter evaluation scores into the State database. The State’s database supports any future actions, such as pay increases, bonuses, and inbands.
Please read the following points before completing the evaluations:
· Why Performance Management is Important

Managing performance is an important supervisory tool to help define good performance and to encourage sustained performance.  The annual performance evaluation is an opportunity for you to provide formal performance feedback to your classified staff.  The self appraisal process encourages two-way discussion about learning goals and performance expectations.  Use this important opportunity to identify learning and developmental needs for your employees, to help them plan their career growth, and to ensure that employee contributions are aligned with department objectives and the University’s mission.

· The Employee Self-Evaluation Process

Every classified employee must be given the opportunity to conduct a self-assessment.  If an employee completes a self-assessment, you must consider this information as you complete your assessment of his/her performance.  Notify your staff of your deadline to receive self-assessments.  Allow at least two weeks for staff to prepare self-assessments so that you can consider this information as you complete their evaluations to meet Human Resources’ October 12 deadline.  

· Who is Eligible for a Performance Evaluation This Year?

All classified employees hired by October 24, 2011, are eligible to be rated.  If you have probationary classified employees who were hired after July 24, 2012 please complete an evaluation for them using the Probationary Review Form.
· Completing the EWP—Performance Evaluation

Use the current EWP to rate each core responsibility, special assignments, and applicable performance factors, taking into consideration any submitted employee self-assessment.  Assess the employee’s progress toward meeting his/her learning goals.  Determine the overall performance level.  This action requires your judgment and objective assessment of the employee’s total job performance throughout the review cycle.  Please consult with HR in cases where an employee has been on periods of extended leave.
NOTE:  An “Extraordinary Contributor” rating requires attaching at least one Acknowledgement of Extraordinary Contribution form to the evaluation form.  A “Below Contributor” rating requires attaching at least one Notice of Improvement Needed form or a Written Notice for performance to have been given during the performance cycle.  These forms must be added to the evaluation form.  Obtain the reviewer’s signature before discussing the evaluation with the employee.

· Conducting the Performance Evaluation with Your Employee
Start by reviewing the expectations that were established at the beginning of the cycle.  Review the evaluation with the employee.  Involve the employee in the discussion by asking him/her for problem-solving ideas and input on accomplishments.  Discuss learning needs and ask what you can do to help the employee succeed in his/her goals/objectives.  Deliver effective feedback:  Base feedback on stated expectations; be specific; focus on behavior, not personality; listen carefully to the employee’s responses to ensure his/her understanding of the discussion; deliver feedback in an appropriate place; and make feedback an ongoing process.  Keep a signed copy of the evaluation form for your files and give the employee a copy.  Return the signed original of Parts V-IX of the EWP to Human Resources by October 12, 2012.
· Employees on Leave

Submit evaluations for employees on leave.  Note on the copies that the employees are on leave and are unavailable to sign the forms.  Conduct the evaluations when the employees return to work and submit the signed originals to Human Resources, keeping copies for your department files and providing copies to the employees.

· Below Contributor Process

As noted above, you must attach at least one Notice of Improvement Needed form or a Written Notice for performance issues to the evaluation form to support an overall rating of “Below Contributor.”  Contact Human Resources to assist with the required reevaluation process for an employee rated “Below Contributor.”  Within 10 workdays of the evaluation meeting, you must provide the employee with a “reevaluation” EWP to follow for the next three months.  This form can be a copy of the original EWP marked “Reevaluation” or a revised EWP marked “Reevaluation.”  Obtain the reviewer’s signature first and then the employee’s signature on the reevaluation plan.

· Performance Evaluation Appeal Options.
An employee may appeal in writing to the reviewer within 10 workdays of the initial performance evaluation meeting.

The reviewer should respond in writing to the employee within 5 workdays.  The reviewer has final authority to determine the overall performance level rating and appropriate evaluation comments.  Other options available to the employee include requesting an informal discussion or mediation, attaching comments as an attachment to the evaluation, or initiating a formal grievance.

Work Description/Performance Plan for 2011-2012 (Due October 12, 2012)
Complete and discuss the Work Description/Performance Plan, Parts I-IV of the EWP for the 2011-2012 performance cycle with employees, using the guidelines provided in a separate document. Obtain signatures on Part IV, and send to Human Resources. 
