SOUTHWEST MINNEOSTA STATE UNIVERSITY

Human Resources Internal Procedure

Classified Evaluations/Performance Appraisal/

Satisfactory Performance Increase

1. Performance Appraisal/Evaluation of New Employees/Employees service a Probationary Period
A. Job description should be prepared by supervisor and reviewed with employee within first week of appointment.

B. Mid-Point Probationary Performance Appraisal

Human Resources will notify the supervisor of the mid-point date of the probationary period.  A review of performance should be made at this point based on job description.  (In case of a reallocation/change of allocation, the job description submitted for reallocation/change of allocation of the position would be used.)

C. Probationary Appraisal and Certification

Human Resources will notify supervisor of probationary end date.  The job description should be reviewed and revised as necessary by the end of the probationary period, performance appraisal completed and based on satisfactory performance, the employee certified to permanent status.

2. Annual Evaluation – All Classified Employees

On a yearly basis, all classified employees will be evaluated by supervisors.  This

 process should occur in two steps:

A. Review of present job description.  Evaluation of the past year’s job performance should be based on this job description.

B. Discussion of goals and responsibilities for the coming year.  Based on this review, the job description should be revised if changes may wish to be achieved during the future.

Human Resources will schedule and notify all supervisors on a yearly basis of the need for annual evaluation of employees.  This will be scheduled for the months of July and August (May for classified employees in Academic Affairs).  Since goals and objectives are developed on a fiscal or academic year basis, this will enable the employee and supervisor to discuss performance in relation to established goals.

3. Satisfactory Performance Increase

Employees may be eligible for a satisfactory performance increase.  As the date approaches, Human Resources will notify the supervisor and request verification of the employee’s satisfactory job performance.  This verification should be based on recent performance appraisals and evaluations.  Should performance be unsatisfactory, evidence must be put in writing.

