PERFORMANCE REVIEWS

To ensure that you perform your job to the best of your abilities, it is
important that you be recognized for good performance and that you receive
appropriate suggestions for improvement when necessary.  Consistent with this goal,
your performance will be evaluated by your supervisor on an ongoing basis. You
will also receive periodic written evaluations of your performance. If you are a
nonexempt employee (as defined under classifications of employment earlier in this
section of the handbook), such evaluations will normally occur after you have been
employed for six months, on your first anniversary date, and annually thereafter. In
addition, if you are promoted or transferred to a new position, your performance will
normally be evaluated in writing after you have been in your new job for six months.
Langston University endeavors to conduct written performance reviews of each exempt
employee’s performance annually.

All written performance reviews will be based on your overall performance in
relation to your job responsibilities and will also take into account your conduct,
demeanor, and record of attendance and tardiness. In addition to the regular
performance evaluations described above, special written performance evaluations may
be conducted by your supervisor at any time to advise you of the existence of
performance or disciplinary problems.

All performance evaluations should carry the signature of the employee.



