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PURPOSE:

To provide procedures for conducting periodic evaluations of employee job performance. The policies
and procedures herein apply to all District employees except Unrepresented management staff, unless
otherwise addressed by an applicable Memorandum of Understanding or Employment Agreement.
Employee Performance Evaluations serve many purposes including, but not limited to:
•

To develop the primary relationship between employee and supervisor as integral to employee
engagement, results, and retention;

•

To assess and guide employees by establishing performance standards and measuring
performance progress;

•

To recognize and document performance and/or achievements that go beyond satisfactory
levels.

•

To communicate and verify performance expectations by identifying performance problems
and providing directions for improvement;

•

To tie employee performance to District's and applicable department or division's goals and
objectives; and

•

To motivate and foster continual improvement by providing regular feedback.

POLICY:

1.

Performance evaluations are essential to the ongoing superv1s1on process. Generally,
evaluations should not contain any surprises for the employee, as performance or conduct
problems are to be addressed promptly.

2.

The performance of every employee will be formally evaluated by the supervisor in the District's
performance tracking system at the end of the first three months and six months in a
classification and no less than annually thereafter. An employee's performance may also be
formally evaluated at times, other than those identified above, at the discretion of the
supervisor/manager, though this is not considered standard practice and the reasons for
additional performance evaluations shall be documented.
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3.

The formal evaluation meeting, at which the employee is provided a draft copy of the
performance evaluation, should include adequate time for discussion between the supervisor
and employee. An employee will have up to five business days to provide feedback to the
supervisor before the evaluation is finalized. The employee will have an opportunity to respond
to the evaluation after it is completed, orally and/or in writing. The evaluation is considered
final when Human Resources staff accepts it for filing in the employee's person~el file.

PROCEDURES:

1.

An employee will generally be evaluated by their immediate supervisor. In some cases, a
supervisor may consult with others in order to make a comprehensive evaluation.

2.

In the event an employee's supervisor changes at any time during an evaluation period, but the
employee remains in the same classification, it will be the responsibility of the supervisor for
the majority of the evaluation period to prepare an evaluation for the entire period. The current
supervisor is expected to obtain input and recommendations from the previous supervisor(s).
When an employee's classification changes and the employee starts a new probationary
period, a new evaluation schedule is created.

3.

At the start of each evaluation period, the supervisor will meet with each of their direct report
employees to discuss (1) the District mission statement, goals, and objectives; (2) the
employee's major job responsibilities related to the mission, goals, and objectives and their
classification description; (3) specific objectives (milestones) the employee is expected to
accomplish during the evaluation period; and, (4) a summary of the most significant factors by
which performance will be evaluated. The supervisor and employee will also discuss training
needs to support the performance plan and complete a training plan. Finally, the supervisor
and employee will meet to review and discuss each factor and sign the Performance Evaluation
Discussion form (Exhibit A). The supervisor will attach the Performance Evaluation Discussion
form to the employee's evaluation in the District's performance evaluation tracking system.

4.

Evaluations will be based on observable facts such as inspection of work done on a sampling
basis, review of employee reports, review of activity reports/time logs and achievement of
agreed upon goals and discussions with other employees or persons affected by the work, or
who give the employee direction.

5.

If at any time during the evaluation period, the supervisor anticipates giving the employee an
evaluation which is less than an overall satisfactory rating, the supervisor will discuss this
proposed conclusion with the next level supervisor or department/division manager and
Human Resources staff before presenting the draft evaluation to the employee.
The employee's signature on an evaluation represents receipt thereof and indicates the
employee has seen the evaluation, had an opportunity to discuss it with their supervisor, and
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to provide a written response. If an employee refuses to sign an evaluation, a notation to that
effect will be made on the evaluation form by Human Resources staff.

6.

After a supervisor completes the evaluation draft, the employee will be given five business days
to review. The supervisor and employee will then meet to discuss finalizing or making edits to
the evaluation. After this meeting, if the evaluation is not finalized to the employee's
satisfaction, the employee will have 10 additional business days to attach a written response
containing a reasonable number of documents to the final evaluation.

7.

A non-probationary employee who is given an overall rating of less than satisfactory will
ordinarily be given a written Performance Improvement Plan (PIP) by their supervisor. The PIP
will be filed in the employee's personnel file. Subsequently, if the supervisor believes the
performance issue has been resolved, the supervisor will prepare a memorandum to the
employee stating that fact, a copy of which will be attached to the PIP in the employee's
personnel file.

8.

Once the employee and supervisor have met to review the performance evaluation and the
supervisor has made warranted adjustments, the supervisor will sign off in the District's
performance tracking system electronically and submit the evaluation for the employee to also
electronically sign off. The performance evaluation will continue to proceed through the chain
of command. Once all parties have signed off in the system it will be electronically sent to
Human Resources staff to be approved in the system. At any time, the supervisor and employee
can review and print out current and past performance evaluations in the District's
performance evaluation tracking system.

RES PO NSI Bl LITI ES:
1.

The employee's immediate supervisor provides the employee with a clear explanation of their
duties and responsibilities and the supervisor's performance expectations at the beginning of
the evaluation period. The immediate supervisor conducts the ongoing monitoring and
observation of work performance during the evaluation period and prepares a formal written
performance evaluation at the conclusion of the evaluation period. Supervisors are expected
to complete the evaluation process within a reasonable period after the expected due date,
which normally should not exceed thirty (30) days.

2.

Department heads will ensure that all employees assigned to their departments are evaluated
in accordance with this procedure and that evaluations are completed timely, approved by the
chain of command, and reviewed with the employees prior to being returned to Human
Resources staff for filing by the due date.

3.

Human Resources staff ensure that supervisors are provided the appropriate performance
evaluation training at the time of hire, receive and maintain completed evaluations and
relevant information in the District's performance tracking system or the employee's personnel
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file, monitor the performance evaluation program, and assist department heads and
supervisors as necessary.
APPROVED:

@:::na~ger
Exhibits:

A - Performance Evaluation Discussion Form
B - Sample Performance Improvement Plan

