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TYPES AND SCHEDULE FOR

EMPLOYEE PERFORMANCE APPRAISALS

I.
PURPOSE:

This policy identifies when a supervisor is to prepare a performance appraisal 

II.
SCOPE:

Department wide.

III.
POLICY:

The PERforM system assists supervisors in communicating to employees regarding their performance. PERforM will accommodate three (3) types of performance appraisals. PERforM will only allow one (1) active type of performance appraisal at a time, per employee. The following are types of performance appraisals:

A. Annual: Annual performance appraisals are appraisals prepared and presented to the employee between January 1st and March 31st to evaluate performance for the previous calendar year, or since the last performance appraisal. Annual appraisals should be completed for all employees that are in a benefits-eligible position. 

Any employee who is not in probationary status, or exempt, will receive an annual rating, even if the employee received a probationary performance appraisal within the past few months. Employees are exempt from an annual appraisal if one of the following occur:

1. The employee is in probationary status;
2. The employee is in Conditional Employment status as of December 31;
3. The employee is currently on a formal work plan following a Special “Needs Improvement” rating as of December 31; 

4. The employee has been in the position an insufficient amount of time         to evaluate; or 

5. The Appointing Authority may determine that there are extenuating circumstances that make a timely appraisal impractical.

Designation of exempt status must be made in consultation with the Office of Human Resources (OHR). 

B. Probationary: These performance appraisals occur at the conclusion of an initial, re-employment, or promotional probationary period. The purpose of the probationary appraisal is to provide observations of performance, and communicate whether the probationary period was successful, should be extended, or was unsuccessful. Probationary forms must be submitted to OHR by the 25th of the month preceding the month the probation ends in order to process payroll actions. If the probationary period is extended, another performance appraisal is due to the employee no later than six (6) months from the date of the extension of the probation. (Refer also to Administrative Policy 10.1, Probationary Periods.)

C.
Special:  A Special performance appraisal is appropriate when there is a significant change in performance.  A Special appraisal may be presented when there is movement within the Department to a different position, prior to an extended leave of absence, or during the mid-point of a yearlong probationary period.  Questions regarding PERforM should be directed to OHR. 
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