ANNUAL PROFESSIONAL SUPPORT PERSONNEL EVALUATION PROCESS

Directions:

· Attached is the actual evaluation form that is to be used for the PSP Unit Member’s annual evaluation.  

· The following ratings and comments will be used for this evaluation:

5 = Exceptional
4 = Highly Effective

3 = Effective

2 = Needs Improvement

1 = Unsatisfactory
Note: (1) or (2) checks must be accompanied by recommendations of improvement.

· The PSP Unit Members will be evaluated in the following areas:

1. Job Knowledge
2. Quality of Work

3. Collaboration

4. Professionalism

5. Judgment

6. Professional Growth

7. Demeanor

8. Attendance

· As per the collectively bargained PSP contract, each year within a month of the PSP Unit Member’s employment anniversary date, but no later than June 15th, the PSP Unit Member will be sent the attached PSP Evaluation Form and asked to complete and return to their M1B Supervisor within one (1) week of the receipt of the evaluation form.
· The M1B Supervisor will complete the evaluation form and within one (1) week, set up a meeting with the PSP Unit Member to review.    

· The M1B Supervisor will give the original to the PSP Unit Member to review and also give them an opportunity to comment on their evaluation.

· The PSP Unit Member will make comments on the evaluation form if they choose, then sign and date the form and return to their M1B Supervisor within one (1) week. 
· The M1B Supervisor will send copies to the employee and the original will be sent to their Personnel File within the Human Resources Office.
