ANNUAL PERFORMANCE APPRAISAL – STAFF
I. Rules

The “Annual Performance Appraisal” document must be completed for all professional staff and support staff with the exception noted below.

The President and Vice Presidents may elect to complete written evaluations for the Professional staff who report directly to them. A written self-appraisal for the year being evaluated must be completed by each individual for whom the President or Vice Presidents complete a written evaluation, and must be attached to the evaluation.

II. Process for completing and submitting the Annual Performance Appraisal form
Each supervisor should insert the five job-specific duties on the top page of the Appraisal form prior to the evaluation meeting with the employee (If the supervisor or employee does have these duties, the supervisor should contact the Human Resources Office to obtain the job family duties for insertion in this section).

A self evaluation form is also available and may be submitted by the employee at the time of the evaluation. This form is optional (check with your supervisor). 

The Human Resources office will provide each supervisor with the names and dates of hire for each   employee to be evaluated by a date established by the President. Each year the President shall set the due date for all appraisal forms to be completed and returned to the appropriate Vice President, or the President.

Depending on the reporting line, after the immediate supervisor has completed the form and forwarded it to his/her immediate supervisor or dean, the supervisor or dean will meet with the appropriate Vice President to review the employee’s annual performance appraisal before the supervisor meets with the employee.

Following the supervisor’s or dean’s meeting with the Vice President, either the immediate supervisor or the dean will schedule a meeting with the employee to review the Annual Performance Appraisal document. At this meeting, the employee will sign the document to affirm ONLY that the employee has received the appraisal and discussed it with the immediate supervisor or dean. Signing the form does not affirm the employee’s agreement with the evaluation.

III. Merit Consideration

At the time the immediate supervisor or dean meets with the employee, if the employee and the supervisor or dean conclude that the employee has performed at an exceptionally high level during the year in addressing one or more of the institution’s seven priorities or one or more of the unit’s strategic plan goals for the year, then the employee and the supervisor/dean will jointly prepare a one to two page written request for a merit performance recognition for the year. 
The President will establish annually the due date for such requests to be forwarded to the Executive Committee for consideration. Recognition of merit performance may or may not result in merit pay for the year, depending upon funding availability.

Employees will be notified of the final decision.
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