Performance
Evaluation Training










Additional Benefits




Roles and

Responsibilities

Human Resources

e Notify departments of upcoming evaluations due
e Provide forms, procedures, guidance and training
* Review, log and maintain evaluations

supervisors |

e Appropriately and timely evaluate staff
 Facilitate discussion and tools to facilitate growth

Employees

e Participate in evaluation process
e Seek regular feedback
e Use resources provided to achieve goals




Performance
Evaluation Period

How often should | evaluate?




Performance @
Evaluation Forms

(use current form)




Employee
Self-Evaluation

1 week prior to evaluation




Where do | begin?

(not protected leaves - i.e., FMLA)



Performance Factors

‘ e Dimension Name
v  Definition
v e Key Actions/Areas




Performance Factors

Dimensions required for job success




Area/Key Action #1




Area/Key Action #2




Area/Key Action #3




Competency Ratings

N

e Exceeds Expectations

e Meets Expectations

[« Does Not Fully Meet
Expectations




3-Meets Expectations




Comments Section




For Example

Applied Learning
Assimilating and applying new job-related information in a timely manner.

Areas:

Rating

Actively participates in leaming activities - takes part in needed leaming activities in a
way that makes the most of the learning experience (e.g., takes notes, asks questions,
and does required fasks).

Quickly gains knowledge, understanding, or skill - Readily absorbs and comprehends
new information from formal and informal learning experiences.

Applies knowledge or skill - Puts new knowledge, understanding, or skill to practical use
on the job; furthers learning through trial and error




Applied Learning




Other
Accomplishments




Other Performance
Factors




Overall Rating




Competency Ratings

N\

e Exceeds Expectations

e Meets Expectations

[« Does Not Fully Meet
Expectations




Meet with Employee




Meet with Employee




Meet with Employee




Meet with Employee




Performance
Evaluation DO’s




Performance
Evaluation DO’s




Performance
Evaluation DON’Ts




Performance
Evaluation DON’Ts




Any Questions?




