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Memo
To:
Vice Presidents, Deans, Directors, and Supervisors

From:
Douglas C. Terp and Richard Nale
Date:
March 1, 2006
Re:
Guidelines for 2006 Staff Performance Appraisals
A thorough and honest assessment of each employee's accomplishments and the careful setting of objectives for the coming year are key to accomplishing the College's goals. Further, each employee has this basic right to know and understand how his/her performance is viewed and to be given guidance on how to improve. An open, face-to-face discussion between the employee and supervisor is an essential part of the development of this understanding. 

Current job descriptions should be reviewed and revised, when appropriate, as part of the appraisal process. Where a current description does not exist, the supervisor and employee should develop one as part of the appraisal process. Supervisors needing assistance should consult with the Personnel Office.

The appraisal should generally include the following six components: a review of job descriptions and performance standards; a review of last year's goals and accomplishments; a review of personal, professional, and skill development activities; strengths and areas to improve; an overall assessment of performance; and goals for the coming year. We suggest that a good way to start the appraisal process is for supervisors to invite each staff member to perform a self-assessment of her or his performance.  
It is important to make clear how you weigh specific job responsibilities, strengths and areas to be improved in arriving at your overall assessment. Also, appraisals should focus on the job performance and deal with personality only as it affects performance. Supervisors may wish to discuss employee career aspirations and provide the opportunity for the employee to discuss other concerns. Commitments on issues requiring administrative approval (such as promotions, salary increases, and budgets) should not be made.

We anticipate Board approval of a general and merit staff increase for the 2006/07 fiscal year. Requests for reclassification or promotion—submitted with 2006/07 budget requests last November—will be reviewed in the spring. Determinations on reclassifications, promotions, and merit increases will be made by the Senior Staff prior to increase letters being distributed in mid-June.

Three standardized forms have been developed to assist supervisors conducting performance appraisals (available on the Personnel web site). Form A is an outline of the six general areas identified above;   Form B focuses on specific job responsibilities (to be filled in for each employee); and Form C is a simplified form allowing the supervisor to assess 10 performance factors in three major categories. Supervisors may use one of the standardized forms, a narrative or other forms in place of the standardized forms. If a non-standardized form is used, be sure to cover six general areas and include a statement of acknowledgment for the employee to sign.  

Regardless of the format – form or narrative – a concise appraisal of no more than two pages is generally sufficient for most employees. 

(over, please)
Appraisal Process and Schedule

Performance appraisals should be completed by June 9.  Where major departmental functions or processes conflict with the suggested schedule, supervisors may make alternative arrangements in consultation with the Personnel Office. Representatives of the Personnel Office will be contacting department heads to discuss the appraisal schedule, revising position descriptions, preparing and conducting appraisals, training needs, and other issues as appropriate.

Preparation


March 1 – March 15




Supervisors should review the appraisal process with employees and set a time frame for completion. Prior to the appraisal interview, both the supervisor and employee should separately review the employee's current job description, accomplishments of the past year, strengths, areas to be improved, and overall performance assessment, as well as developing goals for the coming year. Staff members should be invited to prepare self-appraisals.     

Consultation


March 1 – April 14
Prior to conducting appraisal interviews, the supervisor should discuss with her/his own immediate supervisor the tentative performance assessment of each employee. The supervisor may want to solicit information from his/her own peers for use in developing the appraisal.

Discussion


April 17 – May 26
Supervisors should meet with each employee and review the appraisal developed by each, including discussion of accomplishments of the past year, areas of strength and areas to be improved, overall assessment of performance, goals for the coming year, and other concerns such as professional development, career plans, etc. The written appraisal should generally be developed in its final form as a result of this meeting, not prior to it.  

Written Appraisal

June 9
A written appraisal should be completed and signed by the supervisor and her/his own supervisor. Any additional information, such as updated job descriptions, should be attached. The written appraisal should then be reviewed briefly with the employee. The employee should then include or attach any comments he/she wants to make, sign it in acknowledgment that she/he has read it, and return it to the supervisor.  The supervisor may make copies of the appraisal for their files and return the original to his/her supervisor for forwarding to the Personnel Office.  

Although the goal of this process is to be constructive, employees should have the opportunity to disagree, in whole or in part, with the appraisal. It should be made clear to employees that they may use the comment section or attach additional information. Alternatively, employees who disagree with their appraisals may be referred for guidance to an Associate Director of Personnel, or the appropriate Vice President or Dean.

Appraisal Information Meeting

An informational meeting for supervisors will be held on Friday, March 10 at 11:00 a.m. in the Whitney Room of Roberts Union. Personnel Services staff members are also available for department-specific meetings and to consult with supervisors on specific appraisal issues.


Appraisal Forms 

Appraisal forms and guidelines are available electronically (www.colby.edu/personnel/forms_index.html) to facilitate the development of written appraisals and reduce paper consumption. Those supervisors preferring to use preprinted forms should contact Kate O’Donnell at extension 5500.


