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Policy:
 It is the policy of Sumter Behavioral Health Services that all employees will receive performance appraisals on an annual basis to provide feedback and to establish goals for the next year. 

Procedure:

All Supervisors will use the agency annual evaluation forms to evaluate the performance of every member of their staff. The following criteria should be followed for evaluations:

Directors:
Attendance – 10%
Professional Attitude – 10%
Job Knowledge – 10%
Policy Compliance – 10%
Quality – 10%
Communication – 10%
Dependability – 10%
Leadership – 10%
Management Effectiveness – 10%
Organizational Relations – 10%

Front Line Staff:
Attendance – 10%
Professional Attitude – 10%
Job Knowledge – 10%
Policy Compliance – 10%
Quality – 10%
Adaptability – 10%
Information Technology Performance – 10%
Workspace Organization and Cleanliness – 10%
Organizational Skills – 10%
Time Management – 10%

All employees will have individual development goals established with the employee that are person-centered and SMART:
S- Specific
M-Measurable (Nothing Subjective)
A-Attainable in a one year period
R-Realistic
T- Time Specific Benchmarks

Sources of Input:

Sources of Input will be from the supervisor, Carelogic Reports, community input from committee work, and applicable systems or colleagues. 

Documentation:

Supervisors are meant to meet with supervisees to discuss progress, and document in the “Note” section. 

At the end of the performance period (Between March 15-May 15th. Documentation must be completed on Annual Performance Appraisals) the supervisor will then complete the evaluation and the employee and supervisor sign after review and completion. 

Responsibility: All staff is responsible for following this policy.







