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University of Nebraska Administration
HUMAN RESOURCES HANDBOOK FOR POLICIES

PERFORMANCE EVALUATIONS

1.0

11

A performance evaluation shall be performed on all regular employees. The purpose is to review
the employee’s overall performance and achievement with respect to the “essential functions” and
other job/performance related objectives according to the position(s) they occupy. It is intended
that the evaluation process enable an employee to become aware of the importance of his or her
work, manner of performance, and the level of performance the supervisor expects.

A performance evaluation is recommended within six months of initial hire and is required at
least annually.
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1.2

2.0

3.0

3.1

3.2

A memorandum of record or other written document may be used whenever the supervisor
desires to record noteworthy performance - either favorable or unfavorable.

The supervisor shall discuss the employee’s performance using a written document or electronic
performance evaluation tool with the employee. The employee shall receive a copy of the
completed evaluation. It is intended that the discussion provide

(a) an opportunity to clarify job duties and responsibilities and establish performance
expectations,

(b) a setting for discussing an employee’s strengths and areas for needed improvement,
(c) identifying goals and professional development for the next evaluation period

The employee must be offered the opportunity to comment and submit a written response to their
performance evaluation which shall be retained with the completed evaluation in the employee’s
official HR/Personnel file.

An employee’s signature on their performance evaluation is required to establish that an
evaluation was conducted and that the employee had an opportunity to review its contents.

Performance evaluations are not subject to the grievance process.
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