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PHASE ONE________________________________________________________________________

1. Employee completes Employee Reflection and Planning document, commenting on last year’s goals/objectives.

2. Employee reviews position description and suggests any changes needed.  

3. Employee provides above items to supervisor.


PHASE TWO_______________________________________________________________________

1. Supervisor reviews employee’s Reflection and Planning document.

2. Supervisor prepares draft Performance Appraisal.

· Optional - Supervisor shares draft Performance Appraisal with their next immediate supervisor (check with your supervisor to see if this applies).

3. Supervisor schedules meeting to review the Performance Appraisal.

· Optional – Supervisor may provide draft to employee for review prior to meeting with supervisor


PHASE THREE_____________________________________________________________________

1. Supervisor reviews Performance Appraisal with the employee to finalize goals/objectives for next year.

2. Supervisor and employee sign a finalized performance appraisal document.

3. Supervisor provides copy of completed performance appraisal.

4. Send only the signed performance appraisal to Human Resources for filing – can either be sent hard copy or scanned and emailed to hr@cord.edu – if emailing, please indicate “Performance Appraisal” in the subject line.
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