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ANNUAL NON-FACULTY EMPLOYEE 
PERFORMANCE REVIEW OVERVIEW
UNIVERSITY COMPENSATION PHILOSOPHY STATEMENT

Gonzaga University is committed to a humanistic compensation philosophy, which is consistent with its mission as a Catholic Jesuit institution, insuring fairness, internal equity, external competitiveness, and financially affordable for purposes of attracting, retaining, and motivating employees. 

Gonzaga University’s compensation philosophy is to enhance the quality of work life by recruiting, retaining, and motivating employees whose work ethics and behaviors incorporate and exemplify the key values consistent with the University’s mission. The Human Resources department is responsible for establishing and administering the University compensation systems.  Our supervisors’ role is to provide leadership, respect, balance, and accountability by utilizing the University performance management system provided to achieve the goals and objectives of the University’s compensation philosophy and mission.

NON-FACULTY PERFORMANCE MANAGEMENT PROGRAM GUIDELINES

· Annual performance reviews are completed from February 1st – April 15th.
· Prior to the performance review season, the supervisor should engage in regular scheduled meetings to review the employee’s performance, assess goals and timelines, and maintain open and on-going communication with the employee.

· Prior to the performance review discussion, the supervisor should meet and discuss the employee’s job description, go over the supervisor review document to  note specific job criteria added to the review, and provide the employee with the self-review document to complete and return; generally 2-4 weeks prior to the performance review discussion.
· Prior to completing the performance review, the supervisor should meet with his/her peers and shared Director or next level supervisory position to establish common understanding of how to consistently apply the performance assessment ratings.

· Supervisor will complete the annual performance review document, highlighting the past year’s goals and objectives, accomplishments, and professional development plans (when applicable).  Supervisor will conduct the annual performance review with the employee, and together will finalize the goals and objectives for the upcoming year.
· Employee will have an opportunity to make comments on the review document, sign the document, and the supervisor will forward to the department head, dean, or area vice president for signature.  The original signed review should be sent to Human Resources to file.
· Supervisor should conduct on-going performance discussions, maintaining open communication, and work on the outlined goals and objectives throughout the year.
PERFORMANCE ASSESSMENT RATING DEFINITIONS

Rating 4  

Performance consistently far exceeds the job requirements.  Rating is reserved for employees who demonstrated extraordinary and exceptional accomplishment throughout the year.

Rating 3  

Performance consistently exceeds job standards and established goals.  Unexpected assignments are handled with above 
average skill.

Rating 2  

Performance consistently and reliably meets job requirements and critical goals are achieved.  Results are consistent with those of a 
fully trained and motivated employee.

Rating 1  

Employee may meet most job standards, but requires more than usual supervisor follow up and direction.  This employee will 
receive on-going coaching and counseling by the supervisor to fully meet the requirements of the position. 

Rating 0  

Performance is far below job standards and is consistently not acceptable.  A corrective action plan has been or is being developed 
with a timetable to achieve specific results.  Employee will be re-reviewed against the established corrective action plan’s objectives.
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