
 
 

Employee Performance Management System (EPMS) 
Frequently Asked Questions 

 
What is the purpose of the EPMS? 
The EPMS is a process that ensures that employees know what is expected of them by having 
supervisors set and communicate expectations in writing. It is the supervisor’s opportunity to 
establish and maintain performance standards. Conducting performance evaluations is not only 
a requirement for state agencies; it is the right thing for supervisors to do for their employees.  
It consists of three primary components: the planning stage, coaching and feedback, and 
evaluation. 
 
The EPMS process does not apply to employees in positions such as instructional personnel, 
temporary, temporary grant, or time-limited employees who do not have grievance rights 
under the EPMS Policy and State Employee Grievance Procedure Act. 
 
Why bother with an EPMS when there is no merit money attached? 
The EPMS serves a variety of purposes. It: 

• provides a means of clarifying work expectations, identifying training and development 
opportunities, and thanking employees for their hard work and contributions to the 
university  

• justifies a pay-for-performance increase 
• helps an employee who is not meeting expectations understand what it will take to be 

successful and aids the supervisor in helping the employee succeed.  
• serves as part of retention points calculation if the organization has to implement a 

Reduction-In-Force (RIF) 
 

For an employee who cannot turn their performance around, the EPMS document is critical in 
the process of removing that employee from their position.  
 
When should the planning stage be completed? 
The planning stage provides an opportunity for supervisors to set clear performance 
expectations for staff members at the beginning of the performance period. Good management 
practices encourage implementation of the planning stage within 4 to 6 weeks after the close of 
the previous performance period.  
 
Can changes be made to a planning stage after it is completed and signed by all parties? 
Yes. The supervisor may revise the planning stage as needed until 90 days prior to the 
employee’s review date. All parties should be privy to changes and acknowledge with updated 
signature. 
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What is a probationary period? 
A probationary period is the initial working test period of 12 months from the date of hire, 
during which an employee’s performance is evaluated to determine satisfactory completion 
and attain status as a covered employee. 
 
Can an employee’s probationary period be extended? 
No. The probationary period cannot extend past 12 months. 
 
Is an employee ever required to complete another probationary period?  
Once a probationary period is completed, the covered employee does not serve another 
probationary period, provided there is no break in state service (more than 15 days) or 
movement from a position covered by the State Employee Grievance Procedure Act.  
 
What happens to the probationary period of an employee who is promoted, demoted, 
reclassified or reassigned to a different classification prior to completion of the probationary 
period?  
The employee would start a new 12-month probationary period. At the discretion of the 
university president or designee, up to six months of continuous satisfactory service in the 
previous class may count towards the employee's probationary period, which would result in a 
reduction in the length of the employee's rating period.  
 
What is a trial period? 
A trial period is the six-month performance period resulting from a promotion, transfer, 
reassignment, reclassification or demotion to any position in which the employee does not hold 
permanent status in the classification.  
 
Can an employee's trial period be extended?  
Yes. An employee's trial period may extend for up to 90 calendar days upon written notification 
to the employee prior to the end of the six-month trial period. 
 
What is a short-year review? 
A short-year review is a performance evaluation that rates an employee’s performance for a 
period of less than 12 months to phase them into a Universal Review Date. Employees who 
successfully complete a probationary or trial period will have a short-year review to transition 
to the university’s Universal Review Date. 
 
Will the review date of an employee in a trial period automatically change to coincide with 
the Universal Review Date? 
No. A covered employee who is promoted, demoted, reclassified, reassigned, or transferred to 
a position or experiences a state title change in which he/she has not held permanent status, 
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will complete the six-month trial period. The supervisor will also complete a short-year planning 
stage and evaluation to move the employee to the Universal Review Date of August 1. 

What happens if an employee receives an “unsuccessful" rating on their EPMS evaluation 
before completing the trial period?  
If an employee has been promoted, reclassified, or reassigned and does not successfully 
complete the trial period, they may be demoted, reclassified, or reassigned back to the 
previous position or a position equal to the previous position from which they were promoted 
without recourse through the state grievance process. If the covered employee were 
terminated, they would have grievance rights. 
 
How should job performance be managed? 
Supervisors should provide ongoing coaching and feedback to employees throughout the 
performance period. An informal mid-year check-in evaluation is recommended to assess 
progress, correct any misunderstandings about expectations, and encourage ongoing 
communication between the supervisor and employee. 

It is time to do an evaluation for an employee who is not doing the job properly. Can a 
supervisor give an “unsuccessful” rating in an essential function or overall if that is what the 
employee has earned?  
State and University Human Resources policies are designed to ensure every employee has an 
opportunity to be successful. Miscommunications or misunderstandings should never be the 
reasons an employee is unsuccessful. For that reason, our policies and practices place emphasis 
on communicating expectations.  
 
Efforts to address performance deficiencies through coaching and counseling should occur 
throughout the performance period. If an employee is to receive an “unsuccessful” rating on 
any essential job function or performance objective that significantly affects performance, the 
supervisor must document that they have worked with the employee to ensure that they know 
what is expected and had the opportunity to correct the deficiencies. This requirement is 
referred to as the Warning Notice of Substandard Performance (WNSP) process. The supervisor 
should contact Employee Relations when a performance issue arises, as well as to receive 
guidance on appropriate steps. The WNSP must be implemented prior to an employee being 
rated “unsuccessful” in any essential job function or performance objective or as an overall 
rating. 
 
When performance problems exist during an employee's probationary period, is it necessary 
for the supervisor to issue a WNSP?  
While coaching and counseling are strongly encouraged to improve an employee's 
performance, the use of a WNSP is not required during the probationary period. If an employee 
is not performing satisfactorily during the probationary period, the employee may be 
terminated before becoming a covered employee. Until an employee has completed the 
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probationary period and has a successful rating on the employee's performance evaluation, the 
employee has no grievance rights under the State Employee Grievance Procedure Act. 
 
How much time will be given for improvement under the WNSP?  
The WNSP must provide an improvement period of no less than 30 and no more than 120 days. 
It is recommended that a supervisor plan for a range of several days instead of one specific date 
to complete the employee's rating during the improvement period; i.e. ‘up to 60 days’, etc.  
 
Once the employee has been given a WNSP, what is the next step? 
The supervisor should draft a work improvement plan. The work improvement plan should 
include a list of ways to improve the deficiencies and other appropriate performance-related 
recommendations. In those instances where the supervisor and employee cannot agree upon 
the content of the work improvement plan, the supervisor’s decision is final.  
 

During the warning period, the supervisor must meet with the employee regularly to discuss 
the employee’s progress. Documentation is required to verify that these counseling sessions 
were held. Copies of this documentation shall be placed in the employee’s official personnel file 
and given to the employee upon request. 
 
What happens if an evaluation is not completed by the designated WNSP period for 
improvement?  
Once a timeframe for improving substandard performance has been given, the employee must 
be rated prior to the end of the warning period or the employee will receive a “successful by 
default” performance rating.  
 
Can a WNSP be extended?  
Yes. A WNSP can be extended but the entire period cannot extend beyond 120 days from the 
date the notice was issued.  
 
What happens if an employee's performance does not improve to the “successful” or above 
level during a WNSP?  
By the end of the warning period, if the employee is rated “unsuccessful” on any essential job 
function or objective which significantly impacts performance as noted in the WNSP, the 
employee shall be removed from the position immediately (i.e. terminated, demoted, or 
reassigned). Because of the removal, the employee would have grievance rights. 
 
What is a Universal Review Date and when is USC Upstate’s? 
A Universal Review Date is one date in which annual performance evaluations are due for all 
employees within a unit or agency. USC Upstate has a Universal Review Date of August 1.  
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Supervisors may complete evaluations up to 90 days prior to the Universal Review Date.  
Probationary employees may be evaluated up to 30 days before the end of their probationary 
period. 
 
How do supervisors know when performance evaluations are due?  
Human Resources sends emails to supervisors to remind that a due date is forthcoming.  
 
When do supervisors evaluate probationary employees? 
An employee who is new to state government or coming from a non-covered position such as 
grant or temporary to a full-time equivalent (FTE) one must serve a 12-month probation. At the 
employee’s 12-month anniversary, the supervisor must complete the EPMS evaluation. For an 
example, an employee hired on November 15 should have an evaluation completed on or 
before November 14 of the following year. Human Resources will send a reminder to the 
supervisor. 
 

Supervisors are encouraged to do a six-month review (informal and not submitted to HR) to let 
the probationary employee know how they are doing in meeting expectations.  
 
When an employee is reclassified, when is their next EPMS evaluation due? 
The reclassified employee must serve a six-month trial period and receive an evaluation upon 
completion of the trial period. The performance evaluation marks the beginning of a new 
review period and a short-year review may be needed to align the employee with the Universal 
Review Date of August 1. If an employee is reclassified during his or her probationary period, 
the probationary period begins again and the employee’s evaluation will be due 12 months 
from the reclassification date. 
 

What happens if an employee does not receive an EPMS evaluation prior to the end of the 
performance period?  
Supervisors should complete evaluations by the close of business on the day before the 
employee's performance evaluation date. The Division of Human Resources suspended the 
practice of accepting late EPMS evaluations effective November 1, 2012.  In these cases, the 
supervisor will need to provide written justification for the late evaluation.  An employee 
receives a “successful by default” rating if an EPMS rating has not been recorded in the system 
within 30 days of the review date.  Once the rating is in default, it cannot be changed unless 
extenuating circumstances exist. 
 
What should I do if I inherited an employee who did not report to me for the entire 
performance period? 
If the employee has not changed positions and both supervisors are still within the workplace, 
both may provide input reflective of the time each provided supervision. The new supervisor 
has ultimate responsible for ensuring the evaluation is completed. 
 
 



6 
      

 Adapted from State HR 
May 2021 

   
 

 
Whose signatures are required on the EPMS signature page? 
As indicated by the order of signatures on the signature page, the form needs signatures from 
the supervisor (rater), the next level supervisor (reviewer), then the employee. A copy of the 
planning document should be given to the employee for reference throughout the performance 
period. 
 
What are an employee’s options if they disagree with their EPMS evaluation rating?  
The employee may attach a written response to the evaluation stating their reasons for the 
disagreement. The EPMS rating is neither grievable nor appealable under the State Employee 
Grievance Procedure Act.  
 
What happens if an employee refuses to sign the EPMS evaluation form?  
Employee signature is required. This does not mean the employee agrees with the rating 
however, denotes receipt and review of the document. If an employee refuses to sign the EPMS 
signature page, the supervisor/rater should note the refusal on the document and have the 
reviewer sign as a witness to the refusal. If the reviewer is unavailable as a witness, the 
supervisor may have the employee sign a statement indicating their refusal to sign the EPMS 
document. 
 
Why is it important to complete evaluations on time? What happens if a supervisor misses 
the deadline for completing an evaluation?  
The State Office of Human Resources requires a performance rating be on record every 12 
months. When an employee surpasses the 12-month period without receiving a review, the 
rating will default to “successful by default.” Evaluations should be completed by close of 
business on the day before the employee’s due date. Allowing an employee to default to 
“successful by default” may not be indicative of the stellar work performed. Conversely, it may 
also not be an accurate reflection of an employee whose performance is substandard. 
Additionally, this rating also reflects unfavorably on the supervisor, as it is an indicator on 
record that the supervisor did not provide a timely evaluation.  


