
 
Annual Performance Evaluations Instructions 

 
Attached is a current evaluation form for you to process for the following employee(s): 
 
  Due on:  ______ 
 
  Due on:    
 
  Due on:    
 
A. Process 

• Please draft your evaluation and send it back to Dale Dadoy in HR. The 
Director of HR (or her designee) will read the evaluation for: 

a. Clarity of message to the evaluated employee  
b. A “fit” between the performance rating and the comments’ text. 
c. The conformity of the text to non-discriminatory language. 
 
• The HR Director will contact you in case of changes, or if further clarification 

is needed. There might be a need for a rewrite. 
 

• Once the final text is agreed on, the HR Director will sign the hard copy of the 
evaluation and send it to you for reviewing it with the evaluated employee. 
Both you and the evaluated employee will need to sign the evaluation form. 
 

• Make a copy of the evaluation for the employee, a copy for your own records 
and send the original copy back to HR. 
 

• If the employee is eligible for a pay increase, please attach a completed non-
academic appointment form (attached), indicating that this is a request for a 
salary action (MSA box at the top of the form). This can be done at the same 
time you inform HR that the employee appointment has been reviewed 
(Reappt. box at the top of the form). More about this in section E. of this 
document. 

 
B. Text Writing 

• Before you fill out the evaluation form read it thoroughly and make sure you 
understand the ratings and the definition of each one of the evaluation criteria 
(“Quality of Work”, Job Knowledge” etc.). Please call the HR Director (ext 4-
1411 or 408-924-1411) if you need any clarification. 
 

• When you write your evaluation, remember that the function of this form and 
process is to convey to the evaluated employee how you think he/she has done 
during the evaluation period, what worked and what needs to be corrected 



and/or improved on. (It is always a good idea to ask the employee to list for 
you all of the things they have achieved during the evaluation period, the 
difficulties they encountered and how they dealt with them, and what they 
think they can/should improve on. (This way you will not appear as if you 
forgot any one of their achievements). Hence the comments text has to contain 
specific behaviors, accomplishments and results. 

 
• Also, the text must be congruent with the rating you have given (either to any 

one performance category or to the over-all rating) since this is one of the 
vehicles by which you communicate to your employee(s) what your standards 
and expectations are. For example: If an employee is “Superior” on any one of 
the criteria, the adjacent comments text needs to contain examples and 
appraisal language that makes the case for a superior performance.  
 

• Avoid speculative statement as to why (or why not) an employee does this or 
that, especially statements that contain a psychological evaluation. Stick to 
behavioral descriptions or instructions.  
 

• At no time are you to refer, directly or indirectly, to the employee’s gender, 
color, race, ethnic origin, disability status, marital status, age sexual 
orientation or veteran status. All evaluations must be job-related: i.e., 
responsibilities and requirements, how the job needs to be done, what skills 
are needed on the job etc. For example: you can comment on an employee 
communication skills and mention issues pertaining to poor knowledge of 
English, difficulties due to a strong accent and such, if indeed these impair the 
employee’s performance and may be causes for not meeting job requirements, 
but you cannot mention the employee ethnicity in this regard. In any event, 
consult with the HR Director in case you are not clear what specific language 
you should use on the evaluation. 

 
C. Electronic Options 
The evaluation form is also available as an electronic form. Please let HR know whether 
you wish to have it electronically and give us your e-mail address. Actually the use of the 
electronic form will make the process of reviewing and editing the evaluation’s text much 
easier. Once the HR Director has the final version on her desktop she will print the form, 
sign it and send it back to you. 
 
D. Deadlines 
It is essential that the employee receives his/her evaluation on time. HR will do its best to 
notify you ahead of time regarding upcoming personnel actions, which need your 
involvement. Please take the time to meet the requested dates. HR, on its part, will make 
all efforts to meet the required deadlines. 
 
E. Salary Action 

• If the employee is eligible for a salary action, you need to attach a non-academic 
appointment form to the returned (signed) evaluation form, marking the MSA 



(Merit Salary Action) box and completing the relevant employee information and 
salary action details, then have the employee sign it, as well as yourself. You 
should consult with your analyst to find out if there are funds to cover the 
increase. 

 
• Once the MSA request reaches HR, it will be forwarded to the project analyst to 

review if the amount of money requested is available and OK the request, then 
 

• The HR Director (or her designee) will do a comparative compensation analysis 
to assure internal equity and conformity to the job’s salary range. The HR 
Director will contact you in case more information is needed.  

 
• Upon the HR Directors approval the salary increase will be processed during the 

upcoming Payroll. 
 

• If no salary action is to be implemented, though the employee is eligible, you 
must returned the completed and signed evaluation form with a memo to the HR 
Director explaining why the employee will not receive a salary increase. A copy 
of that memo, once approved by the Director of HR, will be given to the 
employee for his/her records. 

 
 
 
Thank you for your prompt cooperation. Please call the HR Director  (408-924-1411, or 
ext. 4-1411) in case you have any question, suggestion or any other concern. 


