INSTRUCTIONS FOR EMPLOYEE EVALUATIONS FORM COMPLETION (April, 2008)  
USE:
The Employee Evaluation Form is to be used for all staff excluding Executive Management employees.  Evaluations are conducted annually.  The evaluator may attach extra sheets containing comments if additional space is required.  Please note:  The review period is from 1/1/07 thru 5/31/08.  
Section A: 
Check one column for each factor.  When a factor is not considered applicable to a particular job or when the evaluator has not been able to observe the behavior, use the category marked Not Applicable.  Check marks in columns “Unacceptable” and “Below Expectations” require specific explanation and review date in Section D.  Record the overall performance in the section entitled Overall Evaluation, taking into account all factors and total performance over the period being evaluated. The Overall Evaluation should not be viewed as an average of all areas rated.

Ratings: 

Outstanding: Total performance is far above normal standards within position and category. (Normally, this is the category most infrequently used to describe performance.)

Exceeds Expectations:  Consistently competent performance exceeding normal standards in all critical factors within position and category.

Meets Expectations: Meets all normal requirements within position and category in a competent manner. (Normally, this is the category most often used to describe acceptable performance.) 

Below Expectations: Total performance periodically or regularly falls short of expectations. Specific deficiencies are required to be noted in Section D and/or in a signed and dated attachment by evaluator.  
Unacceptable Performance: Performance is clearly inadequate.  Employee has demonstrated an inability or unwillingness to improve or meet expectations.  Performance is not acceptable for position held within that category.  Specific deficiencies are required to be noted in Section D and/or in a signed and dated attachment by evaluator.  

Section B: 
Describe outstanding qualities. Provide examples for check marks in Columns “Exceeds Expectations” and “Outstanding” (Additional sheets may be attached by the evaluator if necessary).  
Section C: 
Discuss progress or lack thereof toward achievement of goals during the last rating period.

Section D: 
Discuss required improvement or correction and specify date for these improvements to be reviewed.  Provide examples for check marks in columns “Unacceptable” and “Below Expectations”.  (Additional sheets may be attached by the evaluator if necessary).  
Section E: 
Evaluator and Employee record and agree upon performance and development goals to be achieved for next evaluation period. 
RECOMMENDATIONS FOR COMPLETING THE EVALUATION PROCESS: 
1. Please do not have discussion with employees about performance review until the evaluation form has been reviewed and approved by your next level management.    
2. Review documentation prior to writing the employee evaluation.  The documentation includes but is not limited to emails, notes to file, one-on-one meetings, discussion logs, handwritten notes, etc.   
3. Schedule a date/place/time/purpose (employee performance evaluation) with the employee to discuss the performance review.  During the interview, the evaluator should encourage the employee to discuss his/her opinions/areas requiring improvement/strengths regarding the content of the performance review. 
4. Upon completion of the employee evaluation discussion, the Employee Evaluation form is to be signed by the employee.  The employee is provided with a copy of his/her review if requested.  The employee may include comments on the form or may attach written comments, if desired at the time of the evaluation meeting or at a later date.   
5. If the employee refuses or declines to sign the Evaluation Form, the evaluator is required to indicate this under Employee’s Acknowledgment. 
6. The Employee Evaluation Form is forwarded to TUC HR upon receiving employee’s signature.  Please attach written comments if applicable to the signed Employee Evaluation Form and forward it to the TUC HR.    
TIMELINE FOR EMPLOYEE PERFORMANCE EVALUATION PROCESS

	STEPS
	
	TIMELINE

	All Evaluating Managers prepare employee evaluations for all eligible employees.   
The Employee Evaluation Form is completed and signed by employee’s evaluating manager and reviewed/approved by next level management prior to discussion with employee. 
	
	Due on or before 5/31/08

	The Employee Evaluation meetings are scheduled with employees to discuss employee evaluations and merit increases.  Employees sign and/or provide comments (optional) regarding his/her performance evaluation. 
	
	Due on or before 6/30/08


	All Evaluating Managers return signed employee evaluation forms to TUC HR. 
	
	Due on or before 6/30/08

	All Managers submit merit increase Excel spreadsheet to TUC HR.
	
	Due on or before 7/1/08

	All Evaluating Managers prepare individual employee letters to communicate merit increase amount.      
	
	Due on or before 7/7/08 


IMPORTANT – PLEASE READ 
Employee Evaluations and merit increases are to be communicated to the employee at the same time. 

The Employee Evaluation process will be based on the fiscal year not calendar year effective with this review process (2007/2008).  

All eligible employees who have been employed for six (6) months or longer are required to be evaluated by his/her management.  

It is at management’s discretion to complete reviews for employees who have less than six (6) months of employment and to grant merit increases on a pro-rata basis.  All evaluating managers are to speak with his/her next level of management for direction. 
Student Assistants:  If management wishes to grant a merit increase to a student assistant, the evaluating manager is required to provide a letter which states performance level and the amount of increase being granted.  The next level management approval is required prior to discussion with the student assistant.  
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