
PROCESS OVERVIEW
Employee Performance Program and
Evaluation Process for UUP PSNU

Employee

Performance Program for new employee
established within 15 days of initial
consultation.

MoU Section V(A)(2)(a)

Immediate supervisor  and new employee
discuss Performance Program and Evaluation
System  within 30 days of Appointment Date.

MoU Section V(A)(2)(a)

New?

Formal Written Evaluation to be
conducted once each year.  Must be

submitted to Human Resource Services on
or before appointment end date.

Yes
No

Formal Written Evaluation to be
conducted prior to Non-Renewal

Notice Date.

Renew Appointment?

Yes No

See Process Overview:
Notice of Non-Renewal

Employee provided written notice of immediate
supervisor by college president or designee

MoU Section V(A)(1)

Forward the   Final Evaluation
Report to your VP Coodinator
(dated and signed) .  The VPC
will forward the document to
Human Resource Services for
recording.

Supervisor keeps a copy for
department file.

Initial Consultation
(a)  Duties and Responsibilities
(b)  Supervisory Relationship
(c)  Functional Relationship
(d)  Immediate and Long Term Objectives
(e)  Criteria for Evaluating Achievement

MoU Section V(A)(3)(a-e)

Determination of Objectives and Criteria
As they relate to the particular duties, responsibilities,
and objectives to which the professional employee is
assigned, the following criteria, where applicable,
should be among those on which the evaluation is
based:
(a)  Effectiveness in Performance
(b)  Mastery or Specialization
(c)  Professional Ability
(d)  Effectiveness in University Service
(e)  Continuing Growth

MoU Section V(A)(4) (a-e)

Consultation of Secondary Sources
The immediate supervisor, after consultation with
the. . .  employee,  sha l l  ident i fy  in  the  wr i t ten
performance program the secondary sources to be
consulted as part of the evaluation process and the
relationship between each secondary source and the
professional employee.

MoU Section V(A)(5)(b)

Modification of the Performance Program
Shall be specified in writing and commensurate with
provisions stated above.

MoU Section V(A)(7)

Copy forwarded to HRS to be logged on HRIS
and placement in Personnel File.

Supervisor keeps a copy for department file for
evaluation next year.

The immediate supervisor shall provide the
employee with a dated copy of the Final
Evaluation Report as soon after completion
of the evaluation process as practicable.

Formal Evaluation to be based on
Performance Program.

MoU Section V(A)(8)(a)

Immediate Supervisor prepares:
1.  Preliminary Evaluation Report
2.  New Performance Program for
upcoming evaluation period

MoU Section V(A)(8)(b)

Final Written Evaluation Report
-  Prepared by immediate supervisor
-  based on performance program and
   information obtained during discussion
with employee
Must include the following:
1.  Summary characterization of employee's
performance
2.  Any appropriate recommendations
3. Attach new performance program

MoU Section V(A)(8)(e)

Have employee sign Final Evaluation
Report.  Signature does not represent
agreement or disagreement, merely that
they has received and discussed the report.

Immediate Supervisor and employee shall
meet to discuss the Preliminary Evaluation
and the new Performance Program.  The
performance program will be completed
commensurate with Section. V*

"Unsatisfactory" classification will be
discussed with employee.

MoU Section V(A)(8)(c)
*MoU Section V(A)(8)(d)

Human Resource Services

New Performance Program
due at the same time.
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