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DESCRIPTION:
Supervisors are required to conduct performance evaluations for BCGEU employees during their probationary period and on the first year of employment.  After the first year evaluation, all employees are to receive an evaluation a minimum of once every 3 years.  As part of this process, employees are required to complete a self evaluation.  Employees are rated on a scale of 1 to 5 (1= Unsatisfactory; 5 = Superior) on performance factors and behavioural traits.

The purpose of the evaluation process is to promote better management and support the development of the College’s human resources, facilitate communication between supervisor and employee, ensure a clear understanding of job requirements/standards and to determine employee strengths and areas for improvement.

STEPS:

1. Create a performance evaluation schedule for all staff in the department.
2. On the set date, inform the employee of the scheduled performance 
        evaluation form.
3. set a date for a performance evaluation meeting with the employee.
4. provide the employee with the performance evaluation package at least five (5) work days prior to the scheduled performance evaluation meeting, together with a letter informing the employee about the scheduled evaluation.
5. instruct the employee to review the performance evaluation package and complete an evaluation of his/her own performance. 
6. complete the employee performance evaluation form, following the “instructions to raters” noted on the part 1 of the form.
7. first year of evaluation: conduct a private meeting with the employee using the employee’s self-evaluation and the supervisor’s evaluation as tools for discussion.  establish measurable objectives and a career development plan for the coming year.  
8. ensuing years of evaluation: conduct a private meeting with the employee using the employee’s self-evaluation and the supervisor’s evaluation as tools for discussion.  establish measurable objectives and a career development plan for the coming year.  measure achievement of established objectives and determine status of career development plan goals from the previous year.  (evaluation must be conducted at least every 3 years).
9. make two (2) copies of the completed performance evaluation and the employee’s self-evaluation.
10. give one (1) copy of the completed performance evaluation and the employee’s self-evaluation to the employee.
11. keep one (1) copy of the completed performance evaluation and the employee’s self-evaluation for your department files.
12. send the completed performance evaluation and the employee’s self-evaluation in a sealed envelope marked confidential to employee relations at room 4011, new westminster campus.
13. employee relations will place the final evaluation in the employee’s 
        personnel file.
NOTE:  Feedback may be obtained from faculty and co-workers for the purposes of the evaluation, however, a rating should not be requested of them.  This feedback is beneficial particularly in departments where supervisors are not in the same proximity of their employees and do not interact with them on a daily basis.
REFERENCES:

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

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

For Regular Staff use a) and b)
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)
