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Purpose of Performance Reviews 
The University of Western States (UWS) performance review process is intended to be a fair and 
balanced assessment of an employee’s ability to fulfill their job duties as well as their ability to 
demonstrate expected behaviors and competencies. During the performance review process, the 
supervisor and employee to review the performance of the last year, give and receive feedback, clarify 
job duties and responsibilities, explain management’s expectations, and set professional development 
goals. The performance review process is a crucial part of the ongoing dialogue between managers and 
employees. It summarizes ongoing performance and development conversations and provides a record 
of past performance and expectations for work moving forward. 
 

Performance Review Tool  
The Performance Review Tool is designed to record the results of the employee’s evaluation. During the 
performance review meeting with the employee, use the tool to record an overall performance in fulfilling 
job duties and responsibilities, demonstrating UWS core values, as well as identifying opportunities for 
enhancing performance and supporting professional development.  
 
Timeline for Performance Review Process  
All staff (salaried and hourly) are reviewed at the end of the fiscal year. All performance reviews must be 
completed and submitted to the Office of Human Resources by June 30. 

Timeframe Supervisor Role Employee Role 

January 1 to 
January 31  

Supervisor meets with employee to 
conduct a mid-year check-in to review:  
a) Performance in fulfilling their job 

duties and responsibilities.  
b) Demonstrated behaviors related to 

the university core values.  
c) Demonstrated competencies related 

to management and leadership 
(supervisory positions only).  

Employee reviews job description and 
prepares to discuss their:  
a) Performance in fulfilling their job 

duties and responsibilities.  
b) Demonstrated behaviors related to 

the university core values.  
c) Demonstrated competencies related 

to management and leadership 
(supervisory positions only). 

February 1 
to May 31  

Supervisor continues to have regular 
check-ins with employees to discuss 
performance and behaviors.  

Employee is responsive to supervisor 
feedback. Employee also provides 
feedback to supervisor on support needs.  

June 1 to 
June 30 

Supervisor completes performance review 
tool and provides a copy to the employee 
for review. 

Employee reviews performance review 
tool and prepares to meet with their 
supervisor by completing the Self-
Assessment and Preparatory Dialogue 
document. The document helps 
employees prepare to discuss their 
successes and challenges including their 
professional development needs. 

Supervisor schedules a (in-person) 
meeting with employee in a private 
location.  

Supervisor meets with employee to 
review the tool, discuss performance, 
discuss employee’s self-assessment, and 
collectively identify areas of professional 
development and/or improvement. 

Employee brings Self-Assessment and 
Preparatory Dialogue document to the 
meeting, and comes prepared to discuss 
their performance, accomplishments, and 
their professional development goals.  

Supervisor makes any necessary 
adjustments to the performance review 
(including the professional development 
plan), signs the document, and provides a 
final copy to the employee for signature.  

Employee signs the performance review 
and maintains a final copy for their 
records.  

Supervisor submits fully executed copy 
(both signatures) to human resources by 
June 30 for retention in the employee’s 
personnel file.  
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Performance Review – Frequently Asked Questions 
 
Are annual performance reviews required for all staff? 
Yes. It is important all regular staff receive an annual performance review. Performance reviews provide 
an opportunity to receive written feedback, assess training and development needs, clarify expectations, 
discuss progress towards professional development goals. The review process can help improve 
efficiency and effectiveness and contribute to personal growth and job satisfaction. 
 
What if a staff member disagrees with the ratings given by his/her supervisor? 
The employee should first speak with his/her supervisor for clarification. If an understanding is not 
reached, the employee may submit a written rebuttal to the Director of Human Resources for inclusion in 
his/her personnel file.  
 
What can staff who receive poor performance ratings do to improve the next year?  
Above all, staff members need to understand why they received a low rating for the prior year’s 
performance and what they can do to improve. Staff members should talk with their supervisor to be clear 
of his/her perspective and to set professional development/improvement goals for the next year.  
 
How should staff prepare to participate in a review? 
Some basic tips for preparation include: 
d) Reviewing and completing the Self-Assessment and Preparatory Dialogue document several days 

before your performance review meeting with your supervisor. Completing the document will help you 
prepare discussion points for the review, including identifying areas in which you experienced 
challenges and successes. 

e) Keeping notes on accomplishments, feedback, and issues throughout the review period. 
f) Considering supports, resources, or training you need to professionally develop and grow.  


