Employee Evaluations
	Purpose/Goals


	The purpose and goals of the Performance and Development Appraisal process is to:

1. Inform.  To allow the Manager and employee an opportunity to communicate openly about performance.

2. Set Goals.  To allow the Manager and employee to mutually establish goals towards progress.

3. Develop.  To allow the Manager and employee to identify actions that can be taken to enhance development.

4. Evaluate.  To allow the Manager and employee to evaluate results based on previously established goals and performance standards.

5. Comply legally.  To provide justification for future actions taken concerning an employee.



	
	

	Definitions
	Below please find some useful definitions.

Standard:  The average or accepted level of which all performance is to be compared to.

Goals:  A target or aspiration towards a new skill or acheivement.

Competency:  A proficiency, capability or aptitude expected of an employee within his/her job function.

Objective:  The end result desired after achieving a goal.

	
	


	Keeping your Staff Informed 
	The appraisal process is a year-round affair, but it doesn’t need to be difficult.  Follow these tips to assist you:

1) Let the employee know what is expected of them:

a) Review the employee’s job description as early as possible during their initial 90-day period or when an employee is recently placed in a new position.

b) Set goals with the employee as early as possible during their initial 90-day period or when an employee is recently placed in a new position.

2) Give feedback to the employee before rating them:

a) When an employee is new to a position, take the time to identify weak areas and identify needs for additional training and/or reinforcement.

3) Track employee performance:

a) Don’t try to remember the employee’s performance and behavior over the past year by memory.  Instead, document the employees performance throughout the year.  A good way to do this is with a journal.  Be sure to note the positive and the not-so-positive, if applicable!




CONDUCTING THE CONTINUOUS FEEDBACK APPRAISAL

(90-DAY APPRAISAL)

	
	

	Deadline
	All Managers must complete a 90 Day Continuous Feedback form, approximately 90 days after a new hire joins Counter Intrusion, Inc or an employee is transferred to a new position. During the annual appraisal process, employees whose hire date falls after 1/1/2000 will receive a 90 day Continuous Feedback form in place of an annual review. The Human Resources Department will send alerts in advance of the due date for 90 day appraisals throughout the year. 

It is every Manager’s responsibility to ensure appraisals are completed thoroughly and timely. Timeliness and completeness of your employee Performance and Development Appraisals are a key competency on all Manager appraisals.


	
	

	Getting Prepared
	When it’s time to appraise your employee:

· Get the facts gathered before you start.  Pull out your journal, log, notes, etc.!

· Review this policy

· Consider the employee’s essential job functions

· Consult with other managers who may be able to provide performance feedback

· Be factual

· Don’t penalize employees for FMLA leave etc.

· Make sure your comments are specific, job related and give examples

· Express criticisms in a constructive manner

· Denote problem areas, as well as areas of growth

· Keep strengths and weaknesses in perspective

· Don’t overemphasize one poor area, without giving credit for areas of strength

· Treat this, as well as all other employee issues, as CONFIDENTIAL



	
	

	Completing the Form
	1. The 90-day Continuous Feedback Form may be found in the Management Procedures and Forms database within Exchange.

2. Complete the form as indicated, providing performance feedback to the employee.

3. In the event it becomes evident the employee is not suited for the position they are in, contact the Human Resources Department for assistance with the termination process within the first 90 days of employment.




	
	

	Scheduling & Conducting the Appraisal Meeting
	1. Schedule the meeting between yourself and the employee. This meeting can be set either in person or via conference call.  Be sure to set aside a sufficient amount of time for this meeting, so that your employee has your undivided attention without interruption.  If the employee is off-site, send the feedback form to them via fax, email or mail before the meeting.

2. Conduct the 90-day Continuous Feedback meeting with the employee.  Make note of the employee’s progress and make specific recommendations for a development plan. This will assist the employee in reaching goals and objectives.

3. Once the discussion is concluded, allow the employee to provide written comments on the form, if desired, and sign and date form.

4. If off-site employee, request employee send ORIGINAL document to you.  Once received, Manager should sign and date form.  

5. If on-site employee, both employee and Manager should sign and date form.



	
	

	Follow-Up / Follow-Through
	Submit the ORIGINAL 90-day Continuous Feedback form to HR in San Antonio.  Human Resources must receive the originals, as they are the only official transcript.  Facsimiles and copies are not acceptable.  The originals shall be placed within the employee’s personnel file.

Be sure to keep the doors of communication open with your employees throughout the year. Remember, employees are our most important asset.


COMPLETING THE ANNUAL APPRAISAL

	
	

	Deadline
	Annual Performance and Development Appraisals for all regular staff (full and part time) will be conducted on an annual basis according to the following chart: 

Employee Group               Appraisal              Pay Change 
                                              to Corp               Effective Date

Sales                                     2/10                              2/16

Consulting                             2/20                               3/1

Administrative                        3/15                               4/1

It is every Manager’s responsibility to ensure appraisals are completed thoroughly and timely. Timeliness and completeness of your employee Performance and Development Appraisals are a key competency on all Manager appraisals.


	
	

	Getting Prepared
	When it’s time to appraise your employee:

· Get the facts gathered before you start.  Pull out your journal, logs, notes, etc.!

· Review this policy

· Consider the employee’s essential job functions

· Consult with other managers who may be able to provide performance feedback

· Be factual

· Don’t penalize employees for FMLA leave etc.

· Make sure your comments are specific, job related and give examples

· Express criticisms in a constructive manner

· Denote problem areas, as well as areas of growth

· Keep strengths and weaknesses in perspective

· Don’t overrate or underrate (i.e., don’t overemphasize one poor area, without giving credit for areas of strength)

· Get prior approval on all pay increases and do not communicate them until they’ve been approved

· Treat this, as well as all other employee issues, as CONFIDENTIAL

	
	

	Selecting the Appropriate Appraisal Format
	In order to assist you in appraising your employees the following customized appraisal formats have been created. Each appraisal format includes compentencies that are unique to each specific group.

· Administrative (Form 1PA-Adm)

· Consulting (Form 2PA-Cons)

· Management (Form 3PA-Mgt)

· Software & Service Sales (Form 4PA-Sales)

· Hardware Sales (Form 5PA-HWS)

Each of the appraisal formats can be found by accessing the Management Procedures & Forms database within Exchange.


	
	

	Completing the Form
	1. Select the appropriate appraisal for the position you are rating (see Selecting the Appropriate Appraisal section above).  Note:  For those managers using the sales formats, please keep in mind that the quota field is automated.  If there is a reason the employee did not achieve his or her goal due to FMLA leave, for example, please contact HR to override the field.
2. Complete the Performance and Development Appraisal in its entirety.  Managers should refer to the employee’s most recent appraisal or Continuous Feedback form to determine if development goals have been met, etc.  Note:  If you run out of space within any comments section on the form, please continue your remarks on a separate page.  
3. Set a meeting either in person or via conference call (i.e., if the employee is off-site) to review the Performance and Development Appraisal.

4. If you have an employee who is not meeting expectations, we strongly recommend that HR review the appraisal prior to presenting it to the employee.

5. After attempting to complete the appraisal, if you are uncertain or having any difficulties, please contact Human Resources for assistance.



	
	

	Scheduling & Conducting the Appraisal Meeting
	1. Be sure to set aside a sufficient amount of time for this meeting, so that your employee has your undivided attention without interruption.  If the employee is off-site, send the appraisal to them via fax, email or mail before the meeting.  

2. Conduct the Performance and Development Appraisal meeting with the employee. Provide specific examples for each competency supporting the rating given.  Provide developmental steps as indicated on the appraisal in an effort to assist the employee in attaining established goals.

3. Once the discussion is concluded, allow the employee to provide written feedback in the section titled “Employee Comments”, if desired, and sign and date form.

4. If off-site employee, request employee send ORIGINAL document to you.  Once received, Manager should sign and date form.  

5. If on-site employee, both employee and Manager should sign and date form.

6. Manager should review any written comments included by the employee and provide a rebuttal, if appropriate (i.e., an employee has aspirations of becoming a Director and notes it on their appraisal.  However, the employee is currently in a Supervisor position and is, to date, not meeting the minimal competencies for that position.  An appropriate rebuttal from the Manager, written on the form, might be “While Susan aspires to attain a Director role, she must first master those managerial competencies required at the supervisor level.”)  If the employee is off-site, be sure to send a copy of your rebuttal to the employee.


	
	

	Follow-Up/

Follow-Through
	Submit the ORIGINAL Performance and Development Appraisal to HR in San Antonio.  Human Resources must receive the original, as it is the only official transcript.  Facsimiles and copies are not acceptable.  The original shall be placed within the employee’s personnel file.

	
	

	Pay Changes (Post-Appraisal Meeting)
	Based upon the employees performance and other relevant factors, each supervisor/manager is responsible for determining the amount of pay increase the employee is eligible to receive. The manager should be mindful of the annual maximum percentage set by corporate HR and the final/approved budget. The annual percentage will be announced by corporate at the time budget planning begins.

A Payroll Status Change Form should be prepared by the supervisor/manager and submitted to corporate HR for appropriate approvals PRIOR to communicating the change to the employee. (Please note that pay changes outside the scope of the annual appraisal process are also subject to the same pre-approval process prior to being communicated with the employee.)
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