Community Action Performance Management System

Community Action’s performance management system is designed to provide ongoing, two-way communication between supervisors and employees. Employees should receive regular, ongoing feedback about their performance feedback so they have an accurate understanding of how they’re doing. Giving feedback is the quickest and best way to encourage and maintain good performance and improve poor performance. Employees should receive feedback about how they’re doing on a regular basis and not just at the time of a formal performance review.

The performance review meeting and related document is a more formal opportunity for a supervisor provide feedback to an employee about their performance, set job expectations, establish career goals and document performance issues and successes.

Probationary Period:

All employees who hold positions that allow participation in a union will be on probation for a specific period of time (generally 6 months). This period of time enable employees to become familiar with the organization and to move toward competency in their position.  It is an opportunity for both the employee and the organization to determine if the original hiring decision was best for all involved.

Three (3) Month Progress Report:

A Three Month Progress Report is done after an employee has been in his/her position for three months. This review is intended to provide a snapshot of how the employee is performing during their initial probationary period.  The form used for the Three Month Progress Report is an abbreviated review form that is designed to elicit discussion between the supervisor and the employee about their general understanding of the job.  If there are performance issues they should be addressed and discussed early on to give the employee time to correct and improve his/her performance prior to the end of the  month probationary period.  

Six (6) month review:

When an employee is approaching their six month mark in their position, a determination must be made about whether the employee has successfully passed their probationary period. If necessary, probation may be extended for one thirty (30) day period. 

If an employee successfully passes their probationary period, a six month performance review should be completed using the regular Performance Appraisal document. 

Annual review:

Employees will receive a performance review after they’ve completed one year in their position. The review should be completed using the regular Performance Appraisal document.

When completing a performance review, ask yourself the following questions:
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· Does the review define the major components of the job?

· Does it thoroughly address how the employee spends most of his/her time?

· Are the employee’s strengths, work results and major accomplishments included?

· Could someone else understand how well the employee is performing in his/her job?

· Are the Behavioral Competencies adequately tied to the employee’s responsibilities and assigned tasks?

· Does the description explain why the Behavioral Competencies addressed are important for the employee’s successful performance?

· Are the goals clearly defined?

· Has there been progress toward the goals?

· If performance improvement is identified, are the expectations and a plan for addressing that need clearly identified?

· Are the identified goals or activities linked to job performance and/or to the employee’s own professional interest and career plans?

· Is there evidence of employee input in the plan for professional growth?

Performance Management Tools:

· Behavioral Competencies
· Leadership Competencies, if applicable
· Job Description

· Performance Rating Categories

· Employee Input Form


