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DESCRIPTION:

Supervisors are required to conduct employee performance evaluations for auxiliary employees after 5 days of continuous employment in a particular position as per guidelines established by Employee Relations.  Supervisors are not limited to one evaluation per assignment and may evaluate the employee’s performance as required to meet the standards of the department and College.

The auxiliary employee is provided the opportunity to complete a review of their assignment within the department.  
Auxiliary employees who continue to work in a non-posted position will be evaluated by Employee Relations a minimum of once per year.
The purpose of the evaluation process is to promote the recruitment and retention of new auxiliary employees and support the College’s goals and objectives.
STEPS:

1. Supervisors are to communicate expectations and performance measurement standards to new auxiliary employees at the start of the assignment.
2. During the auxiliary assignment, the Supervisor is to gather information and provide ongoing feedback to the employee.  Feedback may be obtained from Faculty and BCGEU co-workers.
3. At the end of the assignment, the Supervisor is to meet with the auxiliary employee and review the performance evaluation (sample form attached).

4. Auxiliary employee and Supervisor are to sign and date the completed form.  The original is to be sent to Employee Relations in a sealed envelope.  A copy of the form is retained by the Employee and the Supervisor.

REFERENCES:

http://www.douglas.bc.ca/employees/employee-relations/forms.html 

ATTACHMENTS:

1. BCGEU Staff Evaluation Manual – which include the following:

For Auxiliary Staff use c), d) and e)
a) Employee Performance Evaluation for Regular Staff - Appendix A (Pg 1): 
Instructions for Managers/Supervisors

b) Employee Performance Evaluation for Regular Staff - Appendix A  (Pg 2-8)
c) Employee Performance Evaluation for Auxiliary Staff – Appendix B  (Pg 1-2) 

Posted or Non-Posted Position

d) Review of Your Auxiliary Assignment – Appendix C  (Pg 1)
e) Employee Relations Procedure for the Supervision and Performance Management of Emergency Auxiliary Employees - Review of Your Auxiliary Assignment & Employee Performance Evaluation Appendix C (x2) (Pg 1-2)
