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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Staff Evaluation Cycle

POLICY STATEMENT

The individual evaluation cycle is designed to achieve quality performance and excellence in service delivery.  Measurable goals with identified measurable outcomes ensure professional growth and program excellence.  The individual performance objectives are interrelated to the overall team goals
PROCEDURE

Individual Annual Performance Objectives:

Fall Review:

Each individual SBHC staff member arrives to a fall conference with 
one or two written performance objectives for the year to share with his/her 
team by September 30th.

At that meeting, the team may recommend to the individual an additional objective that would meet certain team goals.

During the first year of implementation (only), each individual will forward a copy of their performance objectives to their managers/supervisors.

Individuals should refer to and utilize the performance appraisal standards or other helpful materials in assessing their own performance on a consistent basis throughout the year.

The individual gathers data on performance through performance observations from team members, customers, and manager/supervisor before next review session.

Winter Review (prior to holiday break):

The individual reviews progress on meeting his/her performance objectives with the team.

The individual reviews with his/her team the assessment of their over-all performance using the evaluation tool and substantiating performance observations.

Team members provide performance feedback to the individual using objective descriptive information.

Based upon team, manager/supervisor, or customer feedback, the individual may need to modify their performance and/or performance objectives.

The individual continues to refer to and utilize the performance appraisal standards or other helpful materials as a self-assessment tool for performance until the next conference.

The individual continues to gather data on performance through performance observations from team members, customers, or manager/supervisor.

Spring Review:

This conference is held no later than March 31st.

The individual reviews progress on meeting his/her performance objectives with the team.

The individual reviews with his/her team the assessment of his/her over-all performance using the evaluation tool and substantiating performance observations.

Team members provide performance feedback to the individual using objective descriptive information.

Based upon team, manager/supervisor, or customer feedback, the individual may need to modify his/her performance and/or performance objectives.

The individual continues to refer to and utilize the performance appraisal standards or other helpful materials as a self-assessment tool for performance until the next conference.

The individual continues to gather data on performance through performance observations from team members, customers, and manager/supervisor.

Final Review:

This final conference should be held no later than the end of the work year.

The individual must come prepared with his/her performance appraisal completed and word-processed in readiness for final review and team signatures.

The individual reviews both his/her accomplishments of his/her performance objectives, and the individual’s over-all performance with the team for the last time.

Each team member, including the person being evaluated, individually 
signs off on the evaluation.

The individual makes a copy of his/her evaluation, keeps the copy, and forwards the original to the School-Based Health Center Administrative Secretary for distribution to the manager/supervisor.
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