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Induction Cycle 
(Staff new to Grant Wood AEA) 

 
Description: 
The Induction Cycle is designed to meet the needs of staff new to the Agency.  All new staff, 
including those with previous experience, are placed in this cycle for two years.  A third year is 
optional if determined by the evaluator as evidenced by competence on the Standards and 
Criteria. 

 
Purpose:  The purpose of the Induction Cycle is to:  

a) ensure the standards, criteria and expectations of the AEA are understood, accepted and 
demonstrated; 

b) provide support to become an effective AEA professional; 

c) gather evidence to support continuing employment and movement to the next cycle; and  

d) facilitate the new employee’s professional development and serve as the Professional 
Development Plan. 

 
Professional Development: 

a) Two days of general orientation shall be provided at the beginning of employment. 

b) A mentor will be provided to the beginning employee during the first two (2) years.  The 
mentor shall receive training and meet on a regular basis with the new employee. 

c) During the first year of employment, the employee’s evaluator shall hold four coaching 
conversations, approximately one each quarter, with the employee about the Standards, 
Criteria, expectations and available supports.  

d)  During the second year, the evaluator shall determine the number of coaching 
conversations to support progress within the cycle. 

 
Performance Review: 

a) Within the first six weeks of employment, the evaluator shall meet with the new 
employee(s) to discuss evaluation procedures and timelines.  This review shall include 
the Agency’s Standards and Criteria.  During the review, the evaluator will provide the 
employee(s) with a copy of the Standards and Criteria, the employee’s job description, 
and forms that will be used in the evaluation process. 

b) During the first year of employment, the evaluator will observe the new employee in the 
work place a minimum of two times.  The observation will focus on the Standards and 
Criteria.  One of the two planned observations shall occur within the first eight weeks of 
employment.  Both of the planned observations will have a post-observation conference 
(this may be one of the four coaching conversations mentioned above) and may have a 
pre-observation conference as arranged by the employee and evaluator.  Additional 
planned and/or informal observations may be conducted at the discretion of the evaluator 
or at the request of the employee. 

c) During the second year of employment, the evaluator shall determine the number of 
observations to provide guidance or feedback to the employee. 

d) During the Induction Cycle, most likely in the latter part of the first year and during the 
second year, the employee shall provide selected evidence of the Standards and Criteria.  
(See Appendix D for examples.) The employee and evaluator will review and discuss the 
evidence in scheduled conferences.  The purpose of the conferences will be to 1) reflect 
on the Standards and Criteria and 2) provide feedback and support to the employee.  

e) At the end of two years, the evaluator shall determine if the new employee demonstrates 
competence in each of the Standards.  Upon successful completion of the Induction 
Cycle, the employee will advance to the Development Cycle.  The employee will meet 
with the evaluator to develop a Professional Development Plan.  A third year in the 
Induction Cycle is optional at the discretion of the evaluator.   

f) The evaluator shall submit the appropriate forms each year to the Human Resources 
office for the employee’s personnel file.  (See Appendix A.) 

 


