Performance Evaluation Process
Administrative Support Staff
Process Steps:

A. Supervisor schedules performance evaluation meeting with employee.

B. One week prior to scheduled evaluation, supervisor provides employee with an Evaluation Rubric so that he/she may complete a self-assessment.  Employee returns the completed rubric to the supervisor at the agreed upon time (either prior to or during scheduled evaluation discussion). 

C. Supervisor also completes an Evaluation Rubric prior to scheduled discussion.  

D. During the scheduled evaluation discussion, supervisor reviews the employee’s self-assessment as well as the drafted goals for new objectives or skill development.  This is the opportunity for a reciprocal and meaningful discussion with the employee regarding their performance and objectives.  Supervisor completes the Performance Evaluation during or immediately following this dialogue with the employee.
E. At the completion of the evaluation, signatures and dates are secured on the Performance Evaluation form.  Employee may add comments or attach a separate statement if they wish.

F. Both the employee and the supervisor will retain a photocopy of the Performance Evaluation for reference and the original copy will be sent to HR review and filing in the personnel file.  
At any point in the evaluation process, the Supervisor may request assistance from an Administrator or Human Resources. 
