The American University In Cairo

Performance APPRAISAL Guidelines

Appraisal directions:

1. All the criteria included in the PA forms should be evaluated and a rating should be inserted for each one of them, otherwise, the overall rating will not be shown.

2. Three factors should be included in section C, to have a fair assessment of the employee’s proficiency in the job-related tasks and needs. These factors could be taken from the job description.

3. Once the PA forms are approved, signed by all concerned parties and submitted to HR; no changes will be accepted by HR.

4. Any kind of discrimination should be avoided in performing the evaluation; especially in positions that utilize night shifts and/or extended working hours.

5. The appraisal of staff members who report to two different departments should be done collaboratively by the direct supervisors in both departments; these staff members have (*) next to their names in the overall rating sheet.

Performance Appraisal Template:
The performance of the employees is assessed using a new Performance Appraisal template that entails three sections for staff and four sections for management. There are different weights assigned to each section; which are embedded in the forms, as per the below classification and details:
	Appraisal Criteria
	Management
	Staff

	Section A: General Performance
	30%
	40%

	Section B: Competencies 
	20%
	30%

	Section C: Job-Related Factors
	20%
	30%

	Section D: Leadership
	30%
	NA


Section A- General Performance:
This section covers the assessment of the following criteria: 

	· Quality of work
	· Flexibility
	· Initiative

	· Communication skills
	· Problem-solving skills
	· Customer-service skills


Section B- Competencies:
This section covers the assessment of the following criteria:
	· Teamwork
	· Work ethics and values
	· Professional Development

	· University-wide Perspective
	· Accountability
	


Section C- Additional job-related factors:

This section is completed by the employee; who must add three specific factors that are related to his/her position and assesses his/her level of achievement in them. These factors could be taken from the job description.
Section D- Leadership: (only for management positions)
This section covers the assessment of the following criteria:
	· Leading and managing change
	· Strategic thinking
	· Team Leadership

	· Results Management
	· Business Alignment
	


Appraisal Steps:
1. EVP for Administration & Finance sends an email to all employees to announce the Performance Appraisal commencement.
2. HR distributes by email the relevant Performance Appraisal (PA) forms along with the list of personnel to be evaluated (Rating Sheet), process guidelines (in English and Arabic) as well as a detailed annex (in English and Arabic) explaining each criteria in relation to the rating, to the respective Directors.
3. The employees fill in the PA forms (soft copies) by inserting the relevant rating to each of the included criteria; then the overall rating is automatically calculated. 
4. The employees then send the filled form to their supervisors for review. The supervisors should compile all the department’s forms and validate that all the ratings are within normal distribution.
5. The supervisors and employees discuss the appraisal; reach a consensus on the rating and finally both of them sign the form whether they approve the rating or not; they can select the option of disagree to the rating and sign the form. 

6. Based on the result of the previous steps; supervisors will fill in the rating sheet for all employees within his/her department, sign it and meet with the Department Head to secure his/her signature on the relevant form.

7. Departments send the fully signed rating sheets (hard & soft copies) as well as all fully signed PA forms (hard copies) to the HR Organization Development unit. 
8. HR Organization Development unit reviews & validates the ratings in the PA forms against the rating sheets to check consistency and lack of discrepancy. 
9. File is complete and ready to be submitted to HR Compensation unit to prepare the increment sheets.
performance ratings are divided into 3, As follows:
* Exceeds Requirements (E) – Employee is an exceptional contributor to the success of his/her department and the AUC. He/she frequently exceeds job requirements and demonstrates role model behaviors.

Meets Requirements (M) – Employee is a solid contributor to the success of his/her department and the AUC. He/she consistently meets job requirements.

* Needs Improvement (NI) – Consistently fails to meet job requirements. Employee needs significant improvement in critical areas of expected job results or behavioral competencies.
* For any employee receiving an overall rating of (E) or (NI), the supervisor should submit supporting documents to justify this rating. This would include, but not limited to; copy of midyear evaluation; prior warning letters; list of extraordinary achievement, email communications…etc.
**A detailed explanation of what each rating represent in relation to the specified evaluation criteria is enclosed for your reference (Annex 1).
Resolving Appraisals Conflicts:
If employees are not satisfied with their appraisal meeting and the resulting rating; they may arrange an appointment with the head of their direct supervisor to discuss the matter.
If again no compromise was reached, and an employee thinks he/she had been subjected to any type of discrimination, harassment or unfair treatment during the performance appraisal process, employees are advised then to raise and discuss their complaint with the HR Office. Accordingly the HR will review the matter and set a meeting with all the concerned parties to resolve and then finalize the issue. If the dispute still persists, HR will forward these cases to the Ombuds Office for discussion and recommendations.

Performance Appraisal Consequences:
The Annual Performance Appraisal rating determines the merit increases percentage.

A rating of “Meets Requirements” (M) is the expected rating for the majority of employee. 
As for those who are rated with “Needs Improvements” (NI), a grace period of 3 to 6 months is given to improve their performance. In case of non-improvement in their performance, their management will have to decide on their continuity at work.
eligibility:
All fulltime contracted employees who have been employed for SIX months or more during the current fiscal year. i.e. January 2nd, are entitled to conduct performance appraisals with their supervisors. 
Non eligible employees:
· All who work at AUC with Consultancy contracts.
· Casual Staff
· Employees who are retiring on June 30th.
· Employees who worked less than 6 months as of evaluation date.
Employees on Leave without Pay:
If in July (year+1) an employee is back from his/her LWOP, we look into (year 0) and check if they have completed at least 6 months of work in this year. If so, a second round of appraisal meetings will be completed by August 1st. Their merit increase will be retroactive July. 
For those who are promoted or transferred:
Less than 3 months: full evaluation from previous supervisor.
3 to 6 months: Combined Evaluation.
More than 6 months: New Supervisor.[image: image1.jpg]
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