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PAS Timeline 
 
 

Initial Performance Planning (Subsequently Handled At Annual Review) 

 
 
  
 
 

Mid-Year Appraisal 

 
 

 
 
 

 

Annual Appraisal 
 

 
 
 

 
 
 
 
 
 
 
 

Employee completes 
Self-Appraisal Form 

(encouraged but 
optional) for Supervisor 

by  
December 1 

Supervisor prepares draft 
annual appraisal with 

ratings and comments for 
job performance and 

established goals 

Supervisor/ 
Division Manager 
may review draft 
with Department 

Director 

Employee has 
opportunity to 

provide supervisor 
with comments on 

appraisal 
document  

Department 
Director reviews 
and if approved, 
signs appraisal 

document  

Supervisor obtains the 
remaining signatures 

 

Supervisor and Employee 
meet to review current year 

performance and goals, 
and to discuss next year’s 

goals by 
December 31 

Department Director ensures that 
employee and supervisor are provided 

a copy of signed final form 
(electronic preferred)  

Supervisor 
prepares draft 

goals with input 
from Employee 

Supervisor and Employee 
meet to discuss expectations 

and new goals by 
first few weeks from hire 
date / new job assignment 

Supervisor obtains 
the appropriate 

signatures 

Supervisor provides signed 
copy of form with finalized 

goals to Employee and 
holds on to original form 

Supervisor prepares 
draft mid-year appraisal 

with comments for 
performance 

expectations and 
established goals 

Supervisor and Employee 
meet to discuss year-to-
date performance and 
progress of goals by 

June 30 

Employee provides 
Supervisor with 

mid-year 
comments  
(no ratings) 

Supervisor obtains 
the appropriate 

signatures 

Supervisor provides 
signed copy of form with 

finalized mid-year 
appraisal comments to 
Employee and forwards 

copy of form to Employee 
Resources by July 15

Department Directors are responsible 
for providing all original Appraisal 
Forms to Employee Resources by 

January 15 


