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ANNUAL PERFORMANCE EVALUATION
POLICY:
An annual job performance evaluation shall be completed for each staff member during the anniversary month of the employee's employment with Edwin Fair Community Mental Health Center.  The purposes of the evaluation are to document the supervisor's opinion of the adequacy of the job performance, insure that the employee has a clear picture of what the supervisor expects, identify strengths and problems in the job role, and set goals for the upcoming year.

The job performance evaluation may be used to assist in determining salary adjustments, or in decisions related to retrenchment or continuing employment in certain cases.

PROCEDURES:
The supervisor shall choose a date during the employee's anniversary month to complete the job performance evaluation.

The supervisor shall evaluate the employee's performance and the prior year’s goals on the Performance Evaluation Form. Goals for the upcoming year must also be established; the goals need to be measurable.  The supervisor shall give the employee a Self-Evaluation Form to complete and return to the supervisor by the requested date. 
The supervisor shall schedule a meeting with each employee to discuss the job performance evaluation.

The Performance Evaluation Form shall be signed by the supervisor and staff member indicating that the job performance evaluation was completed.

The employee may indicate disagreement with the supervisor's assessment in the appropriate section of the Performance Evaluation Form.

The supervisor's Performance Evaluation Form shall be reviewed by the Executive Director.

Performance of contracted staff is assessed by Management as a part of the annual contract renewal.

The supervisor's Performance Evaluation Form and the employee’s Self-Evaluation Form shall be placed in the personnel file.  The staff member may have a copy.  The evaluation is confidential, except in cases of appeal of decisions, which may be based in part on the evaluation.  Clinical privileging will be updated at this time.
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