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A. APPLICABILITY/ACCOUNTABILITY:
This policy applies to the periodic performance appraisals of both faculty and non-faculty
University employees.

B. POLICY STATEMENT:
Performance appraisals are used to assist in strengthening the University’s workforce by
providing for a periodic exchange of information between supervisor and employee about
progress, accomplishments and if applicable, areas needing improvement. They are an
opportunity for an employee and his/her supervisor to discuss the individual’s key
responsibilities, to align the responsibilities with the objectives of the department and the
University’s strategic plan, and to discuss how the individual’s behavior fits with
organizational values. Performance appraisals provide an opportunity to clarify work
standards, discuss training and development needs, set goals for the next year and
identify the support needed to reach such goals.

C. PROCEDURES:

1. Probationary Appraisal. Florida Polytechnic University’s probationary appraisals
for non-faculty employees should take place soon after the non-faculty employee’s
first 90 days of employment in the position, and for faculty members, soon after the
faculty member’s first semester of employment in the position.

a. Inthe absence of a completed probationary appraisal, a probationary
employee will default to an “achieves” rating.

b. If an employee’s probationary period ends between January 31 and March 31,
the employee’s immediately following annual appraisal in April should be
skipped. The employee should then be placed on the cycle for the next
appraisal period.

2. Annual Appraisal. Florida Polytechnic University’s annual appraisal period for
employees (faculty and non-faculty) is April 1 through March 31. The supervisor
must complete the appraisal, review and discuss it with the employee prior to April
30th. The signed appraisal must be submitted to Human Resources by May 1, and it
will be placed in the employee’s personnel file.
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