Staff Employee Performance Evalu ation & Development Guidelines

The University of South Alabama staff performance evaluations will be completed in accordance with the following

guidelines:
Each Vice President, Dean, Director, Department Head, and Principal Investigator should ensure that a
performance evaluation is completed for each staff employee within his/her area of responsibility annually .

Performance evaluations are not intended to replace ongoing communication and feedback regarding
expectations of job performance between supervisors and employees.

Disciplinary actions that occur during the current evaluation period should be taken into consideration when
rating performance evaluations and when determining merit increases.

The performance evaluation process is not intended to replace any disciplinary action process.

New staff employees are to be evaluated immediately upon completion of the probationary period.
Regular employees who have transferred to another position do not serve a second probationary period.

The original, signed copy should be sent to the Human Resources Department, with a copy given to the
employee and a copy maintained in the department.

Supervisors/department heads may conduct an employee’s performance evaluation at any time during the
year as deemed appropriate by the supervisor/department head.

Purpose of Performance Evaluations
The performance evaluation and development system is designed to:

; Assess levels of goal achievements over the period of time being evaluated,;

; Assess levels of performance over the period of time being evaluated,;

; Assist employee and supervisor in identifying future performance goals and objectives;
; Encourage and improve communication between employee and supervisor;

; Serve as a basis for professional development discussions and opportunities.

Timing of Performance Evaluations

For Employees at the Hospitals:
Regular employees are to be evaluated at least once per year in accordance with the annual May and
October group memorandums from Hospital Administration and Human Resources.

For Employees at all other University locations:
Regular staff employees who were employed on or before March 31 are to be evaluated. We strongly
suggest that you conduct a performance evaluation for regular staff employees hired after April 1.

Performance evaluations should cover the time period of June 15 of the previous year through June 14 of
the current year (or from the date of
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Goals and Objectives

" List below the goals/objectives for improvement for all evaluation factors number rating below 3.
" List below the goals, objectives, projects, special assignments, or training which should be

continued and/or completed.
" Itis understood that these goals, objectives, etc., are subject to adjustment or change as

situations and priorities change.

Goals/Objectives/Projects/Special ~ Assignments/Learning & Development:

Overall Performance Evaluation Number Rating:

If this evaluation is for a new University employee, at the end of his/her probationary period do you recommend
this employee for regular employee status? [lves [INo

Is any evaluation factor number rating below a 3? [lyes 90 Day Re-evaluation date CINo

By my signature, | hereby acknowledge prior receipt of the University of South Alabama Staff Employee
Handbook and that | am responsible for remaining familiar with its contents. Further, | understand and agree




