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User Guide: Performance Appraisal Policy

 I. 
General Policy
Introductory Period Assessment  and Wage Progression (hereafter referred to as “Appraisals”).  are used to review and discuss an individual’s job performance relative to their job requirements and developmental goals.  
 Appraisals should be used as a management tool to:


-
Help supervisors and employees work together to ensure successful job performance


-
Link individual objectives to organizational objectives


-
Clarify performance expectations and actual performance

-
Provide ongoing feedback and coaching to reinforce good performance and help correct performance problems

-
Provide input for other Human Resources functions - such as salary administration, succession/career planning and training

  
The HR Department will assist supervisors by: 

-
Notifying supervisors when their appraisals are due and when their reviews are expected to be completed and returned to the Human Resources department

-
Generating the tools needed to complete the  appraisal process 

· Tracking the return and completeness of the appraisals
II.
Types of Appraisals 
1.
MTS Talent Management SuccessFactors – these are to be conducted annually and cover areas such as teamwork, productivity, and job knowledge.   Information related to this program can be found on MTS Intranet Performance and Goals site.
2.
Introductory Period – in addition to the standard performance appraisals, all new, hourly, full and part-time employees shall have their performance reviewed within the first 90 days of their employment.  The Introductory Period Assessment Form (PE027) must be completed and promptly forwarded to the HR Department for processing. 

3.
Wage Progression – certain hourly employees working in manufacturing areas (e.g., Technicians) may fall under the Company’s Wage Progression program. The purpose of this program is to provide these employees with a visible path for advancement within the organization, both professionally and financially, based upon a specific set of performance criteria.  Employees who fall into this category are evaluated using the Wage Progression Appraisal form (PE028).   
IV. Procedure 

1.       Once a month, the HR Department will send each supervisor a report showing Appraisals  that    

are due within the next 90 days and appraisals that are past due. 
2. 
In order to ensure that the most current forms are being utilized, all appraisal forms must be obtained via the TCS page on the MyPCB website.

3. 
It is recommended that supervisors review the employee’s personnel file and any prior appraisals (if applicable) before conducting the current appraisal.  Personnel files may be reviewed by contacting the HR Department.

4. 
Supervisors are encouraged to consult Human Resources regarding appraisal content, delivery methods, or any other questions they may have about this policy.

5. 
Completed appraisal forms must be reviewed and signed by the employee, employee’s supervisor, and the supervisor’s supervisor (if applicable).   The signed original form is then returned to the HR Department for processing and a copy is given to the employee by the supervisor. HR will never enter data without the original employee signed record.
6. 
The Company reserves the right to take disciplinary or other action against supervisors who fail to timely complete performance appraisals.
V. 
Timelines 
1.
The Introductory Period Assessment Form for all hourly employees shall be completed within an employee’s first 90 days of employment (PE027). 

2.
 Appraisals for hourly employees under the Wage Progression program shall commence six months after their date of hire (PE028).

3.          MTS Talent Management SuccessFactors will follow Performance Management lifecycle timeline.   (Information related to this program can be found on MTS Intranet Performance and Goals site)
III.
Appeals Process

1.
In the event that there is a significant disagreement between the supervisor and the employee, the employee may initiate the appeal procedure after notifying their supervisor of their intent in writing.

2.
The appeal procedure permits the employee to present the problem to the next higher level manager who has reviewed the appraisal and has some familiarity with it.  If a solution cannot be reached, the employee may present the issue to the  Senior Leadership Team representative of that functional area.

3.
The employee also has the option of presenting the problem in writing to Human Resources if they prefer to do so.  Human Resources will forward the write-up to the appropriate  Senior Leadership Team representative or the Sensors President (if applicable).  

4.
The HR Department is responsible for documenting the results of the appeal and placing the written results in the employee’s personnel file.
Referenced Documents:


PE027 and PE028 - These forms may be obtained from the TCS page on the MyPCB website.



Unusual Conditions:

Temporary employees, Co-op students, Contractors and Interns are not required to have an Appraisal. 
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