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Annual Performance Reviews

SET CONTENT PERFORMANCE RATINGS ACKNOWLEDGEMENT

Meeting with the employee allows for an opportunity to clarify goals being set for the next fiscal year

• Review 
Responsibilities

• Add Competencies as 
a Responsibility

• Add Goals

Supervisor

• Review 
Responsibilities

• Review/ Edit Goals

Employee
• Set Performance 

Ratings to match the 
latest Employee 
Evaluation form FY 
24/25

Supervisor

• Acknowledgments

Employee & 
Supervisor



PROBATIONARY REVIEWS

SET CONTENT Probationary Review 
(continues to next slide)

• Review/Add 
Responsibilities

• Add Competencies as 
a responsibility

• Add goals

Supervisor

• Review 
Responsibilities

• Review / Edit Goals

Employee

Time Gap

• Launch Final 
Probationary Review

• 45 days prior to end 
of Probationary 
Period

HR Talent 
Partner



• Complete- Self 
Evaluation

Employee

• Complete 
evaluation with 
performance 
ratings

Supervisor • Final 
Acknowledgments

Supervisor and 
Employee

PROBATIONARY REVIEWS

PERFORMANCE EVALUATON ACKNOWLEDGEMENT

ONE ON ONE



• Complete Self- 
Evaluation

• Upload Professional 
Activities Report

Employee

• Complete evaluation 
with performance 
ratings

• DO NOT Submit. 
Save for later

Supervisor
• With Dean’s 

approval, Clicks 
Submit to 

complete Review

Supervisor

• Final 
Acknowledgments

Employee and 
Supervisor

INSTRUCTIONAL ACADEMIC STAFF REVIEWS

PERFORMANCE EVALUATON
FINALIZE REVIEW & ACKNOWLEDGEMENT

DEAN’s 
APPROVAL/CHECK-IN
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