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	Facilities Operations and Development

Evaluations
Timeline



	Bargaining Unit Staff

	Apr 30
	Bargaining Unit evaluation review period begins, covering April 30 of one year to May 1 of the following year.

	Aug & Sep
	First feedback session.  Feedback sessions should be briefly documented, including the meeting date and time, a conversation summary, and any action steps committed to by the employee and/or supervisor.  Upon request, employees will receive copies of feedback session documentation. 

Please use the Feedback Sessions, Bargaining Units-FOD form at https://ap.osu.edu/ > Staff Resources > Documents, Policies, Forms.  Scan and email a signed copy to HR upon completion.

	Dec & Jan 
	Second feedback session.  Feedback sessions should be briefly documented, including the meeting date and time, a conversation summary, and any action steps committed to by the employee and/or supervisor.  Upon request, employees will receive copies of feedback session documentation. 

Please use the Feedback Sessions, Bargaining Units-FOD form at https://ap.osu.edu/ > Staff Resources > Documents, Policies, Forms.  Scan and email a signed copy to HR upon completion.

	Late Mar, early Apr
	Supervisors begin reviewing notes from coaching and feedback sessions and feedback from customers, peers, and other documentation in preparation for completing annual evaluations and developing goals/expectations.

	Apr 1
	Supervisors distribute self-assessment forms to employees (or instruct employees to go on-line and complete) and encourage completion and return within a week.  This is an opportunity for staff to document their contributions, successes, and future training and career goals. 

Please use the Self-Assessment, Bargaining Units form at https://ap.osu.edu/ > Staff Resources > Documents, Policies, Forms.  Return a copy of the Self-Assessment with the final evaluation.

	Apr 8
	Employees return completed self-assessment forms to the appropriate supervisor.

	Mid Apr
	Supervisors review self-assessment forms and other documentation, complete annual evaluations, and submit to the appropriate District Leader or Asst. Director for review and signature.

Please use the Evaluation Cover Sheet, Bargaining Units-FOD and Evaluation, Bargaining Units-FOD forms at https://ap.osu.edu/ > Staff Resources > Documents, Policies, Forms.  Please attach all supporting documentation for the review by your supervisor.

	Apr 30
	District Leaders or Asst. Directors sign annual performance evaluations (before being reviewed with the employee) and return to supervisors.

	Mid May
	Supervisors meet with employees to review performance evaluations, discuss Personal Development Goals for the next review period, and review the Operations Shop Rules and FOD Attendance Policy.  Employees sign completed Cover Sheets, Personal Development Goal sheets, and sign-off for Shop Rules.  If necessary, supervisors have additional conversation with their District Leader/Asst. Director before finalizing the evaluation and then have employees sign.  Bargaining Unit employees shall be granted 5 working days to prepare a statement to be added to the evaluation, after which they may sign an acknowledgment that the evaluation has been discussed with them.  

If an employee requests this 5-day working period, please copy the original evaluation and give the copy to the employee to take with them.

	May 30
	Final (original) performance evaluations with all required signatures and documentation should be scanned and emailed in PDF format to your assigned HR Consultant with a copy to District HQ.  If you have any questions regarding how the final evaluation should be completed or documented, please contact your HR Consultant.


	Unclassified and CCS Non-Bargaining Unit Staff

	Jul 1
	A&P and Non-Bargaining Unit evaluation review period begins, covering July 1 of one year to June 30 of the following year.

	Nov – Jan
	Mid-year review conducted to provide feedback on performance and progress on goals.  Reviews should be briefly documented, including the meeting date and time, a conversation summary, and any action steps committed to by the employee and/or supervisor. 

	Mid May
	Supervisors begin reviewing notes from coaching sessions and mid-year reviews and feedback from customers, peers, and other documentation in preparation for completing annual evaluations and developing goals/expectations,

	Jun 1
	Supervisors distribute self-evaluation forms to employees (or instruct employees to go on-line and complete) and encourage completion and return within a week.  This is an opportunity for staff to document their contributions, successes, and future training and career goals. 
Please use the Self-Evaluation-A&P form at https://ap.osu.edu/ > Staff Resources > Documents, Policies, Forms.  Return a copy of the Self-Assessment with the final evaluation.

	Jun 8
	Employees return completed self-evaluation forms to the appropriate supervisor.

	Mid Jun
	Supervisors meet with staff to review performance and discuss goals/expectations for the next review period.  

	Jun 30
	Final (original) performance evaluation with all required signatures should be scanned and emailed in PDF format to your assigned HR Consultant.  If you have any questions regarding completing and documenting the final evaluations, please call your HR Consultant.
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