Pittsburg State University

Academic Affairs

PERFORMANCE REVIEW INSTRUCTIONS
This document defines the purpose of and the steps involved in the Performance Review System used for administrators and non-teaching staff who work within the Division of Academic Affairs.  Related documents include the Administrator Performance Review Instrument, the Unclassified Staff Performance Review Instrument, and the Faculty Feedback on Chairperson online survey. 

Purpose

Generally the purpose of this process is to provide each employee with a formal and structured opportunity to meet with his/her supervisor regarding the employee’s past year’s performance and the goals/targets for the coming year.  Specifically, the process is designed to:
1. Provide an opportunity for the employee to report his/her accomplishments for the year.

2. Consider feedback from those faculty, staff, and administrators whom the employee oversees.
3. Provide an opportunity for an employee and his/her supervisor to discuss these accomplishments and to receive written feedback on this performance. 

4. Provide an opportunity for aligning employee expectations and goals for the year with the expectation of the employee’s supervisor.

Forms

The attached forms are to be used in setting targets/goals and in reporting year-end accomplishments.  The forms are to be used as follows:

1. Administrator Performance Review Instrument – used by the vice president, deans, department chairs, and directors.  

2. Unclassified Staff  Performance Review Instrument – used for non-teaching staff who have little or no supervisory responsibilities themselves (includes Instructional Support Consultants, Technical Support Consultants, etc.).  This system will be available online.

3. Faculty Feedback on Chairperson Performance – Administered each February through an online system, this instrument is used by faculty to provide feedback on the performance of department chairpersons.  The results are not shared with the chair and dean until after commencement in the spring.

Steps and timeline – for those using the Administrator Performance Review Instrument
1. Reporting of accomplishments – Submitted each year by the Friday following the spring commencement and includes accomplishments over the past fiscal year (July to June)

2. Setting of targets/goals – Submitted each year by the Friday following the spring commencement and addresses the coming fiscal year (July to June)

3. Meeting with supervisor – Completed in the summer

a. Past year’s performance is discussed
b. Feedback from those overseen is reviewed

c. Written narrative of performance is provided by supervisor

d. Targets/goals for coming year are agreed upon

e. Completed forms are filed for past and coming year

4. By August 1st  Vice President of Academic Affairs is notified that all reviews have been completed – forms are not forwarded to the VPAA’s office

Steps and timeline – Unclassified Staff Performance Review Instrument

1. Reporting of accomplishments (optional) – Submitted each year by the Friday following the spring commencement and includes accomplishments over the past fiscal year (July to June)

2. Setting of targets/goals (optional)  – Submitted each year by the Friday following the spring commencement and addresses the coming fiscal year (July to June)

3. Completing of online form – Completed in summer

a. Supervisor completes online form with ratings and narrative

b. Staff member reviews online form and responds if he/she so desires
4. Meeting with supervisor – Completed in the summer

a. Performance is discussed using the form to provide structure 

b. Targets/goals for coming year are agreed upon (optional)
c. Completed forms are finalized online

5. By August 1st  Vice President of Academic Affairs is notified that all reviews have been completed – forms are not forwarded to the VPAA’s office
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