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POLICY

After an evaluation of individual work performance is completed, an employee is eligible for recognition of work performance through a performance salary increase. 

PROCEDURE
· Supervisors will ask for feedback from managers, support staff and other line staff who work directly with the employee for the performance evaluation. This information will be added to the merit increase criteria list if one is asked for. 

· Staff will receive their performance evaluation and meet with their supervisor to discuss it before action is taken on a merit increase. 

· After the performance evaluation meeting the staff member or supervisor may fill out the merit increase criteria list and ask for a merit increase to be considered. 

Merit Increase Criteria

1. Performance exceeds requirements consistently. (secondary job duties such as paperwork, timeliness, organization).

2. Team Player

3. Committed to offering quality services to families and children.

4. Involvement in program or community committees.

5. Knowledge and skill in position requirements exceeds the average, consistently showing excellence. (related to actual role of individual such as teaching, driving bus, etc.)

6. Employee is working on their Professional Development Plan 

· The supervisor will compile the information, add to it and determine the amount of increase to recommend and then bring it to the management team at the monthly management meeting directly following the employees performance evaluation meeting. 

· The management team will discuss the recommendation including percentage of increase and approve or deny. 

· The supervisor will inform the employee of the decision and if it was denied give examples of how they could improve to work towards a merit increase in the future. 

· Merit Increases will be attached to the employee’s anniversary date and will take effect at that time. 

This policy complies with Head Start Performance Standard: 1304.52 Human resources management.

