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Purpose

The performance evaluation process provides a systematic method of evaluating the extent to which an
employee fulfills the requirements of the job. It is also used to provide a written basis for evaluating the
job performance of both probationary and regular employees. Performance evaluations provide an
opportunity for open and honest communication which is encouraged throughout the evaluation period.

Definitions
None

Procedure

Performance evaluations are used to provide a written basis for evaluating the job performance of both
probationary and regular employees. Performance evaluations provide an opportunity for open and
honest communication that should be encouraged throughout the evaluation period.

Periodic performance evaluations may be used for the following purposes:

1. To provide a forum for establishing goals and objectives for each employee, then subsequently
discussing and documenting the employee's performance in relation to these.

2. To provide a means for informing an employee on how well he/she is doing with respect to job
expectations and praising good performance.

3. To provide an opportunity to discuss problem areas, suggest needed changes in behavior,
attitudes, skills, or job knowledge, and arrive at mutually agreed upon plans for improvement.

4. To provide a means for identifying training needs required to assure that organization objectives
and institutional effectiveness are being met.

5. To provide a basis for and documentation of, decisions which support promotions, transfers,
awards, layoffs, salary changes, and disciplinary action.

Commendation, correction, and explanation should be given at the time actions occur and not "saved up"
for the formal evaluation. Therefore, ongoing assessment of an employee's performance should occur
whenever the opportunity arises on a day-to-day basis.

The performance of each regular employee who is not on probation will be evaluated on their
performance each fiscal year and completed.
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