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POLICY

Performance evaluations are completed annually and results are used to identify staff training and professional development needs, modify staff performance agreements, as necessary, and assist each staff member in improving his/her skills and professional competencies. 

PROCEDURE
· Annual evaluation due dates are tracked on a spread sheet for each employee by the Human Resources Manager.

· A list is sent to each Manager that is responsible for an employee’s performance evaluation one month prior to the month the evaluation is to be completed. 

· Human Resources Manager creates a personnel action form and disburses to the appropriate Manager.

· The manager conducts the evaluation, negotiates the salary for the employee with the Director, based on employee performance and merit, within guidelines of current pay scale.  Merit increase criteria is as follows:

·  Performance exceeds requirements consistently (secondary job duties such as paperwork timeliness, accuracy, organizational skills, etc.)

· Team Player

· Committed to offering quality services to families and children

· Involvement in program or community committees

· Knowledge and skill in position requirements exceed the average, consistently showing excellence (related to actual role of individual such as teaching, cooking, driving bus) 

· The results of the evaluation will show areas of training needs and areas of strengths. 

· The Manager will indicate the negotiated salary amount on the personnel action form.

· The evaluation and completed personnel action form are forwarded to the Head Start Director for approval and then to the Human Resources Manager for processing.

· The personnel action form is given to the secretary for copying and distribution to the employee and the UCAN Fiscal Specialist. 

· The original Memo of Appointment is filed in the employees personnel file.

· Training opportunities will be offered as they arise and money is available.

This Policy complies with Head Start Performance Standards 1304.52 (i)

§ 1304.52 Human resources management.

