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Procedural points to consider:
	
		PERFORMANCE APPRAISALS
 
To establish the purpose of and requirements for employee performance appraisals.

The Society will carry out regular employee performance appraisals to ensure that employees are performing their duties in a satisfactory manner. The performance appraisals will be carried out in an open and forthright manner with the objective of effective resolution of performance issues and the enhancement of employee job satisfaction. Persistent and unresolved performance issues may result in appropriate discipline.  


1. All employees are to receive an annual appraisal of their job performance. 

2. All employees are to receive an appraisal of their job performance at the end of their probationary period and annually after that.

The appraisals will address the positive as well as the negative aspects of the job performance, including the strengths for an employee to build upon and the weaknesses for an employee to improve upon. For negative aspects of job performance, in most cases the employee and his or her supervisor will engage in an appropriate remedial process intended to resolve the performance issues in an efficient and effective manner. The remedial process may involve training and professional development in problem areas. Persistent and unresolved performance issues after completion of the remedial process may result in appropriate discipline. 


3. The appraisal will include a self-evaluation by the employee as well as evaluations by his or her [supervisor][and/or colleagues].


Either policy option should include wording to address the understanding that employees bring strengths and weaknesses to their jobs; the purpose of a performance review is to support employees to build on their strengths and mediate or overcome their weaknesses.
 

1.	What will the evaluation criteria be? What information will be considered? Will different evaluation procedures be used, depending on the position? Time and frequency of evaluation can be included in contract of employment.
2.	Form of the appraisal--what part is written? What part is oral? Who will participate in each part?
3.	Design of written form and consider a standardized form.
4. 	Action plan for areas needing improvement.
5.	Recognition for jobs well done.
6.   Assessment during probation should be focused on suitability for the specific position. Decisions made to extend the probation period or to terminate during probation, as with any termination relating to an appraisal, should be carefully made.




