Employee Performance Evaluation



Purpose: Provide guidance to complete a Performance Evaluation through our web-based platform
Scope: Ensure that we have an outlined process to provide constructive feedback on the overall performance of each Team Member.

The evaluation system is designed to enhance:

· Communication of the organizations and the department’s quality expectations
· Recognition of employee accomplishments
· Goal setting and performance improvement

· Evaluations of employee’s training needs 
· Reinforcement of attention on achievement of assigned duties

· Assist in determining and recording special talents, skills, and capabilities that might otherwise not be noticed or recognized 

· Assist in planning personnel moves and placements that will best utilize each employee's capabilities 

· Provide an opportunity for each employee to discuss job obstacles and interests with his/her supervisor 

· Assemble substantiating data for use as a guide, although not necessarily the sole governing factor, for such purposes as wage adjustments, promotions, disciplinary action, and termination  

GUIDELINES
1. FREQUENCY

All employees will have an initial performance appraisal, known as a common review period, held in Q1. This evaluation period will offer input on the overall performance between January through December of the previous year’s performance.
2. EVALUATION INITIATION

a. All performance evaluations shall be initiated by Human Resource and will be assigned to the supervisor, manager, or director through Paycor Performance Reviews to complete their evaluation.
Human Resource will work on the min, mid and max matrix with the guidance of the President to meet budgetary constraints.  President will have the final approval on the matrix and allocation of funds to be distributed to employees. 

Human Resource will conduct an audit on all reviews prior to delivery to the employee for verbiage content. 
3. COMPLETION OF EVALUATION 
a. HR will obtain the final approval and forward the reviews back electronically to the supervisor, manager, or director with approved increases for 1:1 delivery to employees.

4.  RECORD KEEPING
a. All employee reviews are to be delivered and signed off by the supervisor, manager, or director and the employee. Once completed, they shall be placed in the employee's Paycor profile under documentation, which the employee will be able to review for future reference.

a. HR shall add all merit increases into Paycor through the pay rate for each individual employee.

References:

https://performance.paycor.com/, reviews
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