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Classified Employee Performance Evaluation Instructions

Performance Evaluation Forms for Classified Employees are due to the Department of Human Resources (HR) by March 31st each year.  The following information has been prepared to assist you in completing the evaluation process.


CLASSIFIED EMPLOYEES PERFORMANCE EVALUATION FORM
http://ualr.edu/humanresources/files/2008/06/Blank-Performance_Evaluation-02.2014.doc
1. The employee’s name and T number must be at the top of every page.  
2. Supervisors must complete ALL sections in accordance with these instructions.  
3. Supervisors must obtain ALL signatures required in ALL areas indicated on the form.
4. DO NOT use the old form or any parts of the old form.
5. Any incomplete or incorrect packets will have to be returned to the department.
6. Supervisors that do not complete and submit an evaluation for their classified employee will not be eligible for a merit increases themselves.


PERFORMANCE EVALUATION INSTRUCTIONS:

I. Cover Page:

A. Check the appropriate boxes to indicate the reason for action.

B. Employee Name – Enter employee’s name as it appears in Banner.  Go to PEIJHIS and enter the employee’s T number.  The name will automatically populate.
C. Employee T# - Enter employee’s T number.
D. Department – Enter department/unit name.
E. Title – Enter the title of the employee that is being evaluated as it appears in Banner.  Go to PEIJHIS.  Enter the employee’s T number, next block, then click on the Job Detail tab.  The employee’s title will be listed in the Job Title field.
F. Date of Evaluation – Enter the date the evaluation is discussed with the employee (Date should be in March).
G. Rating Period – Enter the period for which the employee is being evaluated for.

1. The beginning effective date should be the date that you originally discussed the list of job duties and responsibilities with your employee.  
2. The “to” date should be the date of the actual evaluation.  

3. Please note that the day after the current evaluation will start the rating period for next year's evaluation.  Example:  Date of current evaluation is 3/15/12.  Next year’s rating period should be 3/16/12-3/15/13, with the evaluation due to HR no later than 3/31/13.

H. Supervisor Name – Enter the name of the supervisor as it appears in Banner that will execute the evaluation.

I. Supervisor T# - Enter the supervisor’s T number

J. Comments – Enter any appropriate comments in this section.  
II. Duties and Responsibilities (page 2):

A. The list of job duties should be completed on page 2 of the performance evaluation form.  The listed job duties will be one area of evaluation at the time of the annual rating.  An updated list of duties should be submitted to HR if at any time a change occurs to the employee’s job duties.  If an additional page is needed to list job duties, “Page 2 Continued” has been provided for that purpose.  Please attempt to submit changes/ updated duties at the beginning of a new rating period.  For new hires, a list of job duties should be submitted to HR within the first 30 days of hire.  

Supervisors should ensure:

1. The list of job duties and responsibilities is prepared within the designated  timeframes or when job duties change;

2. Discuss the expectations with the employee;
3. Verify that the supervisor and the employee has dated and signed page 2;

4. Provide the employee with a copy of the signed job duties; and
5. Submit the original job duties to HR.

III. Annual Performance Review:

A. Annual Performance Reviews are required to be completed and submitted to HR no later than March 31 of each year.  Both page 2 and page 3 must contain ratings on the employee’s performance for the full rating period. 
Supervisors must ensure:

1. Page 1 (cover page) of the performance evaluation form is completed in its entirety;
2. All pages have the employee’s name and T-Number;

3. Each of the listed job duties on page 2 must have a rating based on the evaluation rating scale (U, S, A or E);

4. The Performance Review section on page 3 must have a rating based on the Evaluation Rating Scale (U, S, A or E).  
VI. For Supervisors ONLY (bottom of page 3):

A. Employees who supervise other classified employees (does not pertain to Graduate Assistants, Student Labor or Extra Labor employees) must be rated on their abilities as a supervisor.  If the employee does not supervise any classified employees, you will leave this section blank.  

V.
Overall Evaluation (page 4):

A. This section is to rate the employee’s overall performance.  An overall evaluation of satisfactory (employee meets performance expectations and objectives) is confirmation that the employee is performing the established job duties based on the supervisor’s expectations.  If the employee is performing above the supervisor’s expectations the employee should be rated as Above Average or Exceed Standards. 

B. Supervisors must provide additional detailed documentation identifying the areas that the employee excelled in their job duties above the supervisor’s expectations.  The supervisor must prepare their justification for the rating and submit the documentation to their supervisor (the Reviewing Official) for approval before discussing the annual performance rating with the employee.  

A few examples of an Above Average or Exceeds Standards rating would be, but not limited to: 1. coordinating or being responsible for a special project or study that is not a part of regular duties or responsibilities; 2. assuming additional duties of a vacant position for a prolonged period of time (at least 3 months); 3. mastering software or doing website design which is not part of normal duties; or 4. developing programs that save UALR time and money.
C. Supervisors must contact HR with any overall rating of Unsatisfactory before discussing evaluation with employee.

VI. Supervisor Comments (page 4):

Supervisors should include comments to indicate the employee’s performance during the year and to provide positive and constructive feedback to the employee. Any performance area which receives an” Unsatisfactory” rating must be explained in this section.  This section should include any major contributions and/or where effectiveness could be increased.  Additional documentation should be attached; such as but not limited to, counseling notices, oral/written notices, etc.  An “Above Average” or “Exceeds Standards” rating requires a detailed justification letter from the supervisor.  The letter should detail how the employee has gone above and beyond his/her regular job duties and expectations.
VII. Future Plans (page 4):

Supervisors should use this section to document goals and objectives for the employee for the next evaluation period. If an employee has problems in any area of their job performance the supervisor must establish a plan to outline the expectations for performance improvement for the next rating period. Additional sheets should be used if necessary.
NOTE:  Each year the employee should be rated on any goals and objectives that were established in the previous rating period.

VIII. Employee Comments (page 4):

This section provides the employee the opportunity to comment on the supervisor’s evaluation of their performance.  Employees should also be encouraged to use this section to establish personal goals for the upcoming rating period.
IX. Signature Block (bottom of page 4):

A. This section is for the signatures of all parties involved.

1. Employee Signature - The employee that is being evaluated should sign here and put the date of the actual evaluation.  It should be communicated that his/her signature does not indicate agreement or disagreement.  His/her signature only indicates that they have read the evaluation and that it was discussed with them.

2. Signature of Immediate Supervisor – The supervisor that is doing the evaluation should sign here and put the date of the actual evaluation.

3. Signature of Reviewing Official – This is a required signature and should be obtained before the evaluation is executed.  This line cannot be left blank and must have the signature of a higher authority of the supervisor doing the evaluation.  Example:  If you are a department chair doing the evaluation, the reviewing official would be the Dean of the College.  


SUBMIT COMPLETE EVALUATION PACKET TO HR BY MARCH 31st ANNUALLY


