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STAFF EMPLOYEE PERFORMANCE EVALUATION REVIEW GUIDELINES
These guidelines are applicable for staff employees with the exception of 
Academic Professional of California (APC) and Management Personnel Plan (MPP) employees

The purpose of the formal performance evaluation is the evaluation of a staff performance on the job and provides written feedback to the employee so that performance may be sustained, modified or improved.

The written performance evaluation is intended to formally assess an employee’s job performance over a specified period of time based on job responsibilities and goals, jointly identified by the supervisor and the employee, and performance expectations established by the supervisor. 

NINE PERFORMANCE FACTORS: There are nine possible performance factors to be evaluated by the rater/supervisor.
· The rater/supervisor should address each performance factor that is applicable to the employee’s duties and responsibilities. For example, “Supervising Work of Others” isn’t applicable if the employee doesn’t supervise on-going staff positions as the formal supervisor or a lead. NOTE: Comments, in regards to providing lead direction to employees on a project/short 
term basis and/or student assistants, may be addressed in this section.
· Attendance Performance Factor: There are only 3 ratings for this performance factor, with the highest rating of Satisfactory. Written statements and examples of above satisfactory or exceptional performance or below satisfactory under Attendance should be added to comments section.  

WRITTEN PERFORMANCE COMMENTS: It is standard practice for the rater or supervisor to provide written comments for each performance factor by attaching a written narrative. Comments typically include specific performance examples during the review period. 

OVERALL APPRAISAL RATING: All applicable performance factors should be considered in determining an employee’s overall appraisal rating. Special consideration may be given to specific performance factors that are critical to the employee’s performance of the essential job duties. In the Overall Appraisal Rating area, mark an “X” in the column that best reflects the employee’s overall performance for the review period. Do not use numerical ratings in this area. 

PERFORMANCE OBJECTIVE PLAN (next review period): Document performance objectives/expectations and the plan to achieve the objectives during the next review period. Day to day informal performance assessment is an on-going aspect of effective supervisor/employee relations. The written appraisal should not replace that continuing relationship/communication.

COMPLETING PERFORMANCE EVALUATION: Review the draft appraisal with the employee following the procedures required by the respective bargaining unit contract (see below for specifics). 
· The completed performance evaluation must be signed by the rater and/or supervisor, the employee, and the appropriate administrator/Dean before returning it to Human Resources by the designated return day. 
· Provide the employee with a signed copy of the evaluation before returning to Human Resources.  NOTE:  The employee’s signature doesn’t state that he/she agree with the conclusions of the rater, it acknowledges receipt of the evaluation.

UNION CONTRACT REQUIREMENT: Employee performance evaluations are mandated under the union contracts and the absence of timely appraisals can be cause for a grievance. Please refer to the applicable Union Contract that represents the employee being evaluated. Delinquent final probationary evaluations could result in an employee receiving permanent status by default. Therefore, it is extremely important that performance evaluations be completed by the designated return date. If for some reason you are unable to complete the attached performance report by the due date, please call our office at Ext 3351, to discuss the possible implications of an extension.

BARGAINING UNITS 2, 5, 7 & 9: If completing a performance evaluation for a California State University Employees’ Union employee, Units 2, 5, 7 & 9, the contract requires the following:

1. A probationary employee shall be evaluated by the end of the third, sixth and eleventh month of the probationary period

2. The evaluator shall submit a draft evaluation for the employee’s review, input and discussion

3. The employee shall be given up to five (5) days to review the draft evaluation and provide input, if any, to the evaluator.

4. The evaluator shall consider input provided in the five day period in preparing the final performance evaluation, and prior to placing it in the employee’s personnel file.
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