[bookmark: _Toc387324380]Procedure for Performance Evaluation 

The Performance evaluation procedure includes the steps mentioned below:

1. [bookmark: _GoBack]HR Department announces the timeline for evaluation of staff performance and distributes the Performance evaluation forms: PE for Non-Managerial Positions and PE for Managerial Positions,
2. Immediate supervisors fill out PE forms and communicate the overall feedback to the employees through interviews (if necessary, with participation of next level supervisor),  Prior to interviews with employees in managerial positions, self-evaluation forms for managerial staff are filled out by them and submitted to corresponding reviewers (immediate supervisors),
3. Following the interviews, the completed and signed PE forms are returned to the HR Department,
4. The HR Department analyzes PE forms, ratings/comments, and develops a training plan based on the needs/suggestions reflected in the PE forms,
5. PE forms are maintained in each employee’s personal file.

