EAST MISSOURI ACTION AGENCY, INC.

"An Equal Opportunity/Affirmative Action Employer"

107 Industrial Drive, Post Office Box N

Park Hills, Missouri 63601

INSTRUCTION SHEET FOR COMPLETING A PERFORMANCE

EVALUATION

The Performance Evaluation forms are divided into two categories: one for non‑supervisory personnel and another, with some additional sections, for supervisors.

About one week prior to the date scheduled for the employee's performance evaluation, the employee should be given the form "EMPLOYEE PREPARATION AND SELF‑APPRAISAL PRIOR TO PERFORMANCE EVALUATION." This form will encourage and guide the employee to begin thinking about his/her job satisfaction and help prepare the employee for the performance evaluation process.

The rater should be prepared to answer any preliminary questions staff members may have, particularly if this is his/her first performance evaluation at EMAA. The employee should understand that this is an opportunity for the supervisor to provide praise, support, and commendations, as well as suggestions for improvement. It is meant to be a two‑way street and a learning experience for all concerned.

Each employee should be rated by his/her immediate supervisor, who will fill his/her name and title on the top of page one (1) of the evaluation form where it says "Rater's Name/Title." The rater will also check off what type of evaluation it is. In the case of a special evaluation, the rater should explain succinctly what special circumstances prompted the evaluation.

Each category in the multiple choice portion of the performance evaluation presents five alternatives for the subrating in that category, with five (5) being the highest and one (1) being the lowest. In each category, the rater should circle the number of the description most consistent with the employee's performance. In the area marked "Comments" in each category, the rater should write a brief explanation as to why the employee received that sub‑rating in that category.

In order to facilitate open communication between employee and rater, it is suggested that the rater not complete the evaluation form prior to discussion with the employee. By discussing with the employee each category of performance listed on the form prior to completing the form, the supervisor can convey to the employee a clear openness to the employee's viewpoints. It is further recommended that the supervisor and employee allow one hour for completion of the evaluation and discussion of the sub‑rating and potential overall rating.

The last portion of the evaluation form is "essay." The rater and the employee have an opportunity to write down their specific goals for the employee for the upcoming year. The employee also has an opportunity to write in any comments at this point. The employee should be allowed to review the completed form and make comments as he/she thinks appropriate. The employee may agree or disagree with the rating. In many cases, the supervisor and employee will be in sufficient agreement for the supervisor to complete the form and for both to sign it on the spot. In the other cases, the supervisor will need to complete the form after the session ends. If this is the sequence, the supervisor should inform the employee when presenting the completed rating form that he/she is open to further discussion if the employee wishes.

The rating points are awarded in this manner: the values of each number circled are added together to produce a grand total. The "Total Points Earned" by the employee are written on the appropriate line and the point spread and rating are circled. The rater makes a recommendation about the employee's probationary status, if applicable.

The employee and the rater initial the form; the employee receives a preliminary copy.

The Department Head (if not the rater) then reviews the form, adds comments if desired and signs where it states "Reviewer." The form then goes to the Executive Director for his/her comments and signature. Finally, the completed form is returned to the rater for signature by him/her and the employee. The employee receives a final copy.

The original of the Performance Evaluation then becomes a permanent part of the employee's personnel file.
