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1.0
OBJECTIVE

To enable employees to know what is expected of them in their jobs and how well they are meeting those expectations.  Each supervisor is responsible for providing employees who report to them with an honest and objective evaluation of their performance, identifying areas for improvement and helping them make that improvement.
2.0
SCOPE

All eligible employees of the University.
3.0
POLICY GUIDELINES 
3.1 The performance appraisal process ensures systematic feedback on employee performance.  It serves both the employee and the administration of the University as follows:
3.1.1
For the Employee:  The performance appraisal provides an employee with regular feedback on his/her performance.  It gives the employee a chance to assess strengths, make improvements where needed and to receive some guidance in planning a career path suited to his/her capabilities.
3.1.2
For the Administration – The performance appraisal provides a standardized record of an employee’s performance and is a source of information for promotion decisions, documentation of employee’s strengths and weaknesses including training and development needs.
3.2 TIMING

3.2.1
Normal Timing – All employees must be appraised every 12 months.  Appraisals are usually scheduled during the last quarter of the school year / fiscal year. 

3.2.2
Interim Appraisal – Interim appraisals should be done during the following:


3.2.2.1
When an employee’s performance changes significantly for the better or for worse.


3.2.2.2
When an employee is transferring out of a supervisor’s area and the annual appraisal is due within three [3] months from date of transfer.  The appraisal must be done before the transfer takes place.

3.2.2.3
When a supervisor is transferring to a new assignment and employees under his/her supervision are due for an appraisal within six [6] months from effective date of transfer.


3.2.2.4
When the supervisor is resigning from the University, he/she must appraise all supervised employees.
3.3 NEW HIRES – The performance appraisal must be conducted as early as possible during the probationary period especially when there are any doubts as to the ability of the probationary employee to fully meet requirements of the job.  If this is so, the feedback must clearly be indicated in the appraisal form and communicated to the probationary employee.  Conducting the performance appraisal early will give the probationary employee a chance and sufficient time to correct or improve his/her performance. 

3.3.1
All new employees must be appraised prior to permanency.
3.3.1.1
Maintenance Staff and Technicians with a probationary period of three [3] months must be appraised after the first and second month of employment.
3.3.1.2
All other categories of employees and Maintenance Staff with a probationary period of six [6] months must be appraised during the third and fifth month of probationary employment.  
3.4 DISCUSSION AND REVIEW – The most important part of the performance appraisal process is the discussion between the immediate supervisor and the employee.  The care and thought which a supervisor puts into the performance appraisal process becomes effective only when it is communicated to the employee.  The goal is to establish an honest and constructive two-way communication about the employee’s performance.  Thus, the supervisor is required to discuss the appraisal with the employee concerned.
3.4.1
Apart from the employee’s performance, the appraisal discussion should also cover the specific plans (e.g., formal training, on the job exposure, etc.) to improve the employee’s performance.  Career plans and any other performance related matters may also be discussed.
3.4.2
The employee should be given the opportunity to express his/her comments on the appraisal.  After the discussion, the employee must sign on the appraisal form to signify that the appraisal was discussed with him/her.

3.5 The Office of Human Resource Management and Organization Development (OHRMOD) is responsible for:

3.5.1 Monitoring that all new employees are appraised during their probationary period.

3.5.2 Monitoring that all employees are appraised at least once a year.
3.6 It is the responsibility of Supervisors/Unit Heads to ensure that all required appraisals are accomplished when due.
4.0 PROCEDURES

4.1
For appraisals conducted during normal timing and during the employee’s probationary period, the OHRMOD forwards forms and reminders to supervisors.


4.2
For interim appraisals, Supervisor/Unit Head initiates the process by requesting the appraisal forms from the OHRMOD.


4.3
The Supervisor begins the appraisal process by reviewing the employee’s overall performance relative to the requirements of the position or any pre-set goals or defined performance standards.


4.4
The Supervisor completes the performance appraisal form and forwards it to the next level of supervision for review and comments.


4.5
After review by the next level of supervision, the Supervisor meets with the employee to discuss the appraisal.  They discuss and agree on plans to improve performance and other work related matters.


4.6
Employee signs on the appraisal and gives his/her comment.


4.7
The completed performance appraisal form is forwarded to the OHRMOD.

4.8
The OHRMOD reviews the appraisal for completeness before filing in the employee’s Personnel folder (201 file).


4.9
Any recommendation for promotion and/or salary increase SHOULD NOT be indicated in the appraisal form.
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