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Why Track Employee Performance?

It is important to track and document the performance of your employees throughout the employment relationship.  Those employees who perform well will benefit because you will have a record on which to base merit raises and promotions.  For those employees who perform poorly, you will have the critical documentation necessary to discipline or terminate when necessary, and to defend against unwarranted unemployment insurance, discrimination, or wrongful termination claims.

All performance evaluations become part of the employee’s documented work history and are to be submitted to the Research Foundation Administration Office to be maintained in the employee’s personnel file.  This includes any personnel documents pertaining to performance, discipline and/or working conditions.  In cases where performance or discipline issues exist, the Human Resources Director must be consulted prior to any action taking place.

When Should Performance Evaluations Be Completed?

For current employees of the Foundation employed more than 6 months, a yearly evaluation should be conducted on their employment anniversary date (some projects elect to evaluate based on the project’s annual renewal date).  For new employees an evaluation should be conducted at the 6-month mark and at the 1st year mark and then annually thereafter.

However, this is not the only time performance evaluations should be considered.  The Foundation recommends its supervisors employ an ongoing system of communication and review to provide employees with notice of deficiencies and of opportunities to improve performance.  Supervisors should carry out regular and informal discussions with employees throughout the year, using the annual performance review to summarize progress more formally and in writing.

There are times when employee performance warrants more formal review at unscheduled times in the form of written documentation.  The documentation can take several forms including a written note acknowledging that a verbal counseling has occurred or a complete evaluation with a written performance improvement plan and time line for improvement.  (Samples of these forms are attached or are available at www.csuchico.edu/rfdn).  In cases where a specific incident is so severe (e.g., allegations of severe misconduct) that it requires immediate action, contact the Foundation Human Resources Director or Foundation Executive Director for assistance. 

How To Conduct a Performance Evaluation

The performance evaluation provides a forum for discussing the employee’s needs, work relationships, and possible development opportunities.  It is also the time to set departmental and personal goals.  

Honesty is the key to making a performance evaluation a valuable tool for all involved.  It is important that you present an objective and accurate analysis of an employee’s performance. There are many different evaluation forms that representing different styles.  The attached CSU, Chico Research Foundation Performance Evaluation form can be used as presented, or as a guideline for the elements of performance that should be considered.  This form is also available in electronic format.

Considerations to be made when conducting a performance evaluation:

· Be prepared – know the objective and goals of the meeting.

· Time and Place – choose a quite, private spot with as few interruptions as possible.

· Create a positive environment and help the employee feel at ease.

· Give balanced feedback, both positive and negative, but start with the positive.

· Focus on the job – not the person.

· Ask questions and allow the employee to provide feedback.

· When discussing areas for improvement, discuss methods and objectives for improving.

· At the conclusion:

· Summarize and review the important points of the discussion.

· Restate the action steps that are recommended and provide a time frame for completion.

· Make sure the employee reviews the evaluation.

· Have the employee sign it to acknowledge that it has been read (signing does not signify agreement with the content).

· Follow-up with the employee to see how plans are proceeding.  Remember evaluations are an on-going process.

Pitfalls to avoid when conducting a performance evaluation:

· Don’t focus on one specific incident – review the entire period which the evaluation covers.

· Don’t go solely by memory – base the review on accurate and factual data.

· Avoid the “halo” and “horns” effects.  Just because the employee performs badly in one area does not make the overall performance bad.  The same is true of good performance.

· Length of service or job grade does not necessarily mean better performance.

· Don’t base current performance on past performance.  Look at the current period being reviewed.

· Don’t overrate a poor performer as a motivational tool.

· Don’t be afraid to provide truthful information.

After presenting and reviewing the performance evaluation with the employee, the employee then has an opportunity to make any comments on the evaluation form and signs.  The supervisor must sign the evaluation as well.  You may keep a copy of the performance evaluation in your supervisor file, and a copy of the evaluation should be given to the employee.  The original needs to be forwarded to the CSU, Chico Research Foundation Administration Office to be filed in the employee’s personnel file.

Positive performance evaluations do not guarantee pay increases or advancement.  



	Employee:
	     
	Position/Title:
	     

	
	
	
	

	Date of Counseling:
	     
	Date(s) of Incident(s):
	     



Reason for Counsel:

 FORMCHECKBOX 
Attendance




 FORMCHECKBOX 
1st Counsel

 FORMCHECKBOX 
Tardiness





 FORMCHECKBOX 
2nd Counsel

 FORMCHECKBOX 
Work Performance



 FORMCHECKBOX 
3rd Counsel

 FORMCHECKBOX 
Conduct





 FORMCHECKBOX 
4th Counsel

 FORMCHECKBOX 
Violation of Company Policy

 FORMCHECKBOX 
Other

Specify details of the incident(s) 

	     

	     

	     

	     


Employee’s Response:

	     

	     

	     

	     


Supervisor Comments and Recommendations:

	     

	     

	     

	     


(Attach additional sheet(s) if needed)

Supervisor’s Signature: ________________________________   Date:_________________

Employee Signature: __________________________________ Date: _________________


	Employee Name:
	     
	Date of Hire:
	     

	
	
	
	

	Position/Title:
	     
	Supervisor:
	     


This form documents a plan for required performance improvement.  Below is information regarding specific area(s) where performance does not meet expectations and action needs to be taken.  Your performance will be re-assessed at the end of the defined period though progress toward improvement must be immediate and sustained.  The intent is to make you fully aware of this situation and to assist you in improving your work performance.  However, it is important that you realize the responsibility to improve is yours alone.

You are being placed on a written improvement plan for the next  [ _     _ ] days,       to      .  Your supervisor will closely monitor your work and you must demonstrate immediate improvement in the following areas:  

	1.     

	2.     

	3.     

	4.     


Specific Plan of Action

	1.     

	2.     

	3.     

	4.     


Improvement in the stated areas is the goal of the plan.  Failure to show positive progression toward this goal could result in disciplinary action up to and including separation from the CSU, Chico Research Foundation.  If performance declines again after successfully completing this improvement plan, it may result in your dismissal from the CSU, Chico Research Foundation without the issuance of another warning or improvement plan.  It is important that good communication between you and your supervisor occur during this period in order to assist you with staying on track.

Supervisor’s Signature: ______________________________  Date:  _______________

I have read my Performance Improvement Plan and understand that if there is not an immediate improvement satisfactory to my supervisor and/or Human Resources, further disciplinary action may be taken up to and including dismissal.  A formal evaluation will take place by the specified date, but any problems occurring in the meantime may result in additional action.

Employee Signature: ________________________________  Date: _________________
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	Name
	     
	Position Held
	     

	Project Name
	     
	Project #
	     

	Evaluation Period:  From                 To      

	

	Work Habits: (includes attendance, punctuality, safety practices, care of equipment)

	 FORMCHECKBOX 
     Unsatisfactory
	 FORMCHECKBOX 
     Marginal
	 FORMCHECKBOX 
    Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
   Outstanding

	Comments:
	     

	     

	Quality Of Work:  (includes planning, organization, judgement, and knowledge of work.)

	 FORMCHECKBOX 
     Unsatisfactory
	 FORMCHECKBOX 
   Marginal
	 FORMCHECKBOX 
    Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
    Outstanding

	Comments:
	     

	     

	Communication Skills:  (includes public & employee contacts, explaining information and problems)

	 FORMCHECKBOX 
  Unsatisfactory
	 FORMCHECKBOX 
    Marginal
	 FORMCHECKBOX 
   Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
    Outstanding

	Comments:
	     

	     

	Flexibility in Job:  (includes handling of change, direction, responsibility and stress)

	 FORMCHECKBOX 
    Unsatisfactory
	 FORMCHECKBOX 
     Marginal
	 FORMCHECKBOX 
    Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
    Outstanding

	Comments:
	     

	     

	Productivity:  (includes volume of work, completion of tasks, meeting deadlines and commitments)

	 FORMCHECKBOX 
     Unsatisfactory
	 FORMCHECKBOX 
     Marginal
	 FORMCHECKBOX 
    Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
    Outstanding

	Comments:
	     

	     

	Job Interest and initiative:  (includes resourcefulness, staying informed, increased job knowledge)

	 FORMCHECKBOX 
    Unsatisfactory
	 FORMCHECKBOX 
    Marginal
	 FORMCHECKBOX 
   Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
   Outstanding

	Comments:
	     

	     

	Overall Performance: (indicate the cumulative result of above ratings)

	 FORMCHECKBOX 
     Unsatisfactory
	 FORMCHECKBOX 
     Marginal
	 FORMCHECKBOX 
    Satisfactory
	 FORMCHECKBOX 
  Above Average
	 FORMCHECKBOX 
    Outstanding

	Comments:
	     

	     

	I certify that this report represents my best judgement.

	

	Supervisor’s Signature
	
	
	Title 
	
	Date
	

	

	

	I certify that this report has been discussed with me.  I understand that my signature does not necessarily indicate agreement.  If not, please state why.

	Comments:
	     

	

	Employee Signature
	
	
	Date
	
	


EMPLOYEE COUNSELING NOTES











PERFORMANCE IMPROVEMENT PLAN





PERFORMANCE EVALUATION
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