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Employee Evaluation Procedure

The Companies hold employee evaluations every six months for all employees.  Each person will work directly with their immediate supervisor.  The President of each company has the responsibility to report to The Board of Directors.  

Please remember that all employees have a responsibility to be loyal to themselves, the company, and their colleagues.  The whole purpose of employee evaluations is the constant improvement of each and every one of us and to improve the overall quality that we provide to our customers.  

Below is a list of the forms that you have received, what is included on each form, and what to do with each form after it is completed:

1. Job Performance Evaluation: Mandatory.  This form gives you the opportunity to rate yourself and to be rated by your supervisor.  All employees will complete this form every six months.  
Once you have rated yourself, give this form to your supervisor.  Some employees will be very excited to have the opportunity to give and receive feedback.  Others will find this to be a waste of time.  This Job Performance Evaluation only requires that you give yourself an overall performance rating.  However, by completing the entire Job Performance Evaluation, you are giving your supervisor more information about your worth to the company.  This may make a difference on your bottom line. 
2. Review Questions for Employees: Strongly Recommended.  Be prepared to answer these questions for your supervisor during your meeting.  Supervisors may choose to use this sheet as a guideline for questions to ask during the evaluation.  When contemplating these questions, be honest with yourself.  Think about ways to improve yourself and your job so that these answers will continue to get better with time.

3. Constructive Feedback for a Manager: Optional.  This form gives you the opportunity to give honest feedback to your supervisor.  Since your name is optional, you can feel free to remain anonymous by putting it in the bin of The President or your Human Resources Department.  You can submit this form to any manager at any time throughout the year.

4. Constructive Feedback for Your Colleagues: Optional.  This form gives you the opportunity to honestly evaluate any of your colleagues.  Give constructive feedback by suggesting ways in which the evaluated person can improve.  This gives you the chance to provide constructive feedback for any of your colleagues.  If you do choose to evaluate a colleague, please give it to your supervisor (put it in your supervisor’s bin if you prefer to remain anonymous).  You can submit this form at any time throughout the year.

5. The Departmental Pledge:  You will sign your departmental pledge which will state your department’s goals for the next six months.  Only supervisors have a copy of this pledge in their employee evaluation folders.  Each supervisor is responsible for organizing a meeting to discuss goals with the entire department.


