SCA STAFF DEVELOPMENT

Performance Evaluations

SCA’s annual performance evaluation process is an opportunity for a regular and periodic review of your job performance.  During the evaluation process, you and your manager will assess your performance in relation to objectives you have previously agreed on and identify areas of strength and areas needing development.  In addition, you and your manager will develop goals and objectives for the next review period and identify ways in which your manager will support your further development.

SCA’s annual performance evaluation process, which takes place at the close of our fiscal year, is based on the following principles: 

· Performance goal setting and evaluation are two-way processes involving both the staff member and manager. 

· Staff performance is evaluated on objective, job-related criteria that have been communicated to you in advance. 

Setting goals and objectives for future performance is as important as evaluating past performance.  The objectives of SCA’s performance evaluation process are as follows: 

1. To let our staff know how they are doing on the job. 

2. To encourage communication and two-way feedback on the expectations and goals of both staff and the organization. 

3. To document performance in ways that will assist future managers and facilitate transfers, promotions and improvement plans. 

4. To serve as a tool for coaching, planning and professional development. 

 Promotions and Transfers

To be eligible to apply for a promotion or transfer, a staff member must have completed at least six (6) months of continuous employment in their present position and have performance and attendance in good standing.

Staff members who transfer to a new area within SCA will be placed on a three-month trial period and a performance review will be conducted upon completion of the trial period. 

  

Educational and Professional Development

In addition to on-the-job learning and training, SCA encourages staff to enhance professional development and job-related skills through external education programs and conferences.  Up to five (5) paid days per calendar year are provided for regular full-time staff members who wish to enhance job-related skills by, for example, attending external training programs and seminars.  Educational leave does not carry over from year to year.  Time off for external training and continuing education requires advance approval by your manager.  SCA may cover travel, lodging, registration and meal expenses for such training based upon budgetary and managerial approval.

You may be asked to attend conferences, workshops, and educational meetings on behalf of the organization.  In these instances, SCA will cover most travel, lodging, registration and meal expenses.  You will receive regular pay while attending required outside conferences.  Days spent attending required educational or professional development events will not be deducted from annual educational leave.

Although we do not cover the cost of continuing education for our staff, we will attempt to accommodate continuing education through flexible scheduling for staff attending school. 

Professional Membership Reimbursement Program

SCA supports your involvement and participation in professional groups and associations that represent your particular field of endeavor.  With approval from your manager, SCA will pay or reimburse you for 100% of reasonable professional organization membership dues or fees to the degree that funds are available. 

