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Policy
AbleNet provides scheduled evaluations of both full and regular part-time employee performance. The reviews are provided annually. These reviews assess the employee’s successes and weaknesses in performance of the tasks and duties set forth in his/her job description(s). 
Procedure
Performance reviews are completed every 12 months and may be associated with an AbleNet-wide date – by March 31st.  Employees are evaluated on the requirements of their job duties and tasks, and well as compliance with AbleNet policies, procedures and expectations. All evaluations used offer an opportunity for the employee to provide feedback on their performance evaluation.  
Performance reviews are performed in a timely manner, in person and by the appropriate supervisor(s) and staff member. Each member signs and dates the review.  The review tool used allows the opportunity for the staff member to comment on the evaluation. Any disagreement with findings is documented, and, in the event of poor performance, a plan for continued progress is described on the tool.
The documents used for performance reviews are as follows: 
· Employee Goal Form

Performance 
The following is provided as a guide to be used in determining an overall rating of an employee's performance.  It is a generalized listing of typical characteristics, which are normally used to describe an employee's performance at each level.

Exceeds Expectations
Use of this performance level implies that the employee:
· Exceeds position requirements even on the most difficult and complex parts of the job.
· Seizes the initiative in development and implementation of challenging work goals.
· Accomplishes more than expected in the job.
· Is able to take on extra projects and tasks without defaulting on any other responsibilities.
· Accomplishes each project or job thoroughly and completely.
· Continually provides "extras."
· Requires practically no direction and supervision.
· Does his/her own advance planning, anticipates problems, and takes appropriate action.
· Shows a good grasp of the "big picture."
· Thinks beyond the details of the job and works toward the overall objectives of the department.
· Demonstrates a knowledge, which normally can be gained only through deep experience in this particular type of work.
· Shows exceptional knowledge in the job and is recognized by all as an expert.
· Shows an understanding of more than his/her own work: outsiders seek him/her out because of knowledge, competency and demonstrated performance in many facets of the position.



Fulfills Expectations
Use of this performance level implies that the employee:
· Is doing full, complete and satisfactory job.
· Is performing what is expected if a fully qualified and experienced person in the assigned position.
· Has few, if any, errors in work assigned.
· Demonstrated a sound balance between quality, quantity and timeliness.
· Does not spend undue time on unimportant items, but focuses on problems or projects, which have priority.
· Requires only normal supervision and follow-up and almost always completes work or projects on schedule.
· Has encountered all the areas of responsibility of the position and has shown to be capable in each.
· Is a solid member of your team and you feel secure in giving him/her any kind of an assignment within the scope of the job and level.

Approaching Expectations
Use of this performance level implies that the employee:
· Is doing the job reasonably well, meets the minimum requirements for the position and has the potential to bring level up to fulfilling expectations.
· Needs some pushing and follow-through, however, does the job under close guidance.
· Might be one of those you would consider cutting if you had to cut back.
· Is making progress on the job.  Happens to be at the "conditional" performance level at the moment — on the way toward "satisfactory."
· Has not been on the job long enough to have encountered all its aspects required.
· Requires that you plan programs or assignments step by step in order to get the job done.
Cannot always be depended upon to complete assignments or the daily work unless you keep checking

Not Meeting Expectations
Use of this performance level implies that the employee:
· Has been on the job long enough to demonstrate better performance and immediate improvement is required.
· Is creating a morale problem with those who have to help carry his/her load (including yourself.)
· Does not seem to have the drive or the know-how to perform the job and would be better off on some other job.
· Does not seem to grasp the situation even after several occasions of explaining.
· Keeps falling behind in his/her work.
· Is losing credibility for your department.
· Has caused adverse comments from outsiders concerning his/her performance.
· Apparently does not have the background or ability to grasp the work.
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