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2004 Quarterly Evaluation Instruction Sheet
Please Note: The evaluation has been completely revised, so please read the instructions carefully
(Background? We may want to tell them why we decided to revise??)

Please read the following information to facilitate you through the evaluation:

1) Print a copy of the 2004 Quarterly Evaluation from the Intranet.  It can be found under Company Forms, PeopleWerks.

2) Employee-Owner completes designated section under each Core Ideology.
· In keeping with our Core Ideologies, underline the actions you believe you exhibited this quarter from the list of behaviors under the Core Ideology.  
· It is not necessary to underline whole sentences.  You may underline parts of sentences, words, etc.  

· If you believe a particular behavior does not apply to you; don’t underline it.

· In the Employee-Owner’s Input section, provide your input to your overall performance for the quarter in this Core Ideology.  Assess, through your underlines, where you feel you fall within the spectrum provided. 

3) Employee-Owner also completes the Employee Owner Section of evaluation, which includes a list of the Employee-Owner’s Top 3 Accomplishments and Knowledge Attained this Quarter.

4) Manager/Supervisor completes designated section under each Core Ideology.

· In keeping with our Core Ideologies, highlight the actions you observed this quarter from the employee you are rating.

· It is not necessary to highlight whole sentences.  You may highlight parts of sentences, words, etc.

· If a particular behavior does not apply to the employee; don’t underline it. 
· In the Manager’s Rating section, provide a rating for the employee’s overall performance for the quarter in this Core Ideology.  Assess, through your highlights, where the employee falls within the spectrum provided.

5) The Manager must also complete the Manager’s Section of  the evaluation, which includes a list of the Employee-Owner’s Top 3 accomplishments RELATED TO QUARTERLY ROCKS, and developmental opportunities.  Please remember to also refer to the employee-owner’s professional development plan.  

6) When Manager is complete, Employee-Owner and Manager meet to review, discuss and sign evaluation. 

· This is the most important part of the evaluation!

· Manager and Employee meet to discuss where the underlines and highlights are different and/or the same. 
7) After review and discussion, Employee-Owner is encouraged to add any additional comments.

8) Completed evaluations should be sent to Christy Wisely in the PeopleWerks/Compensation department to be placed in the Employee-Owner’s file.  PLEASE NOTE: The employee should keep a copy of their evaluation for their personal records.       
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If you have any questions regarding the evaluation please contact Christy Wisely, Sr. Manager, Compensation at 830-627-4597 or Beverly Echols, Director Comp/Benefits/Payroll at 830-627-4566. Thank You!


