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L. APPLICATION

The provisions stated herein shall apply to all employees of Blue Water Developmental

Housing, Inc. (BWDH).

L. POLICY

It is the policy of the organization to provide employees with evaluations of performance
annually. The purpose of the performance review will be to help the employee work

closer to his/her potential.

M. NOTIFICATION/PROCEDURE

WHO DOES WHAT

Employee 1.

Supervisor 2.

Employee

3.
Division Director 4.
Program Supervisor 5.
6.
Employee 7.

Completes self-evaluation in ADP.

Reviews self-evaluation and completes an
evaluation form. Schedule a time to review
evaluation with employee.

Reviews evaluation.

Reviews completed form for consistency and
objectivity. Signs and returns form to the program
supervisor with accompanying comments, if
appropriate.

Sets a time with the employee to review and
discuss the evaluation form.

May include comments regarding the evaluation
form as part of the performance review process.

The employee and program supervisor sign the
completed review. At this time, the employee may
also include written comments of their own.
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lil. NOTIFICATION/PROCEDURE (continued)
WHO DOES WHAT
Program Supervisor 8. Provides the employee with a signed copy of the

evaluation upon request.

9. Forwards to executive director for review.

Executive Director 10. Reviews and signs evaluation.

11. Forwards to administrative support personnel for
scanning and saving to personnel e-files.




