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Supervisor reviews job 

description and sets goals, 

objectives and expectations 

for the year with employee.

HR reminds 

supervisors when 

6-month 

probationary 

review is due.

Supervisors and 

employees receive 

a flow chart and 

other material 

describing the 

staff evaluation 

process.

Supervisor prepares 

for staff evaluations 

by reviewing training 

material, job 

descriptions, goals/

objectives/

expectations, 

evaluation forms and 

supporting 

documentation.

Supervisors are 

offered training on 

the staff 

evaluation process 

and giving 

effective 

feedback.

If applicable, 

supervisors gather 

information on 

employee performance 

from others with whom 

employee interacts (e.g. 

team members, internal 

and external customers, 

etc.).

Supervisor may 

write letter of 

concern noting 

issues at mid-year 

evaluation.

Supervisor/UNTHSC 

rewards good 

performance.  If 

applicable, Corrective 

Action Plan is developed.

Mid-year review 

of performance 

and job 

description.
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Supervisor reviews job description and sets goals, objectives and expectations with new employee at hire.


Employee receives State mandated 6-month probationary review using current evaluation form.


Supervisor prepares for staff evaluations by reviewing training material, job descriptions, goals/objectives/expectations, evaluation forms and supporting documentation.



President’s Office/HR will inform supervisor of mandatory review period for all staff.


All employee evaluations for FY 2008 are to be completed from May – September 2008.


Supervisor schedules review meeting with employee.


Employee completes self-evaluation.


Supervisor completes evaluation form.


Employee and supervisor meet to discuss performance evaluation.


Supervisor and employee set expectations for upcoming year.


Supervisor signs evaluation.


Employee has opportunity to respond to the review in writing within 15 days.


Employee signs evaluation.  If employee refuses, a witness must note the refusal. (State mandate)


Dean/VP signs the evaluation.


Dean/VP returns signed evaluation to supervisor.


Signed evaluation is forwarded to HR. 


HR enters the date of evaluation, employee overall score, supervisor ID and next review date into PeopleSoft.


If employee score is 1 or 2, Employee Relations is notified. 


Evaluation is filed in the employee personnel file.



