
Performance Appraisal Process
Time Period Under Consideration: January 1, 2023 to December 31, 2023
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Reflect on Past Year’s 

Performance and 

Progress Toward Goals

Work Towards New 

Plan/Goals
Fill Out 

Self-Appraisal Form

Meet, Discuss Feedback 

and Goals for Upcoming 

Year, Sign

Review of 

Employee’s Self-

Appraisal Form, If 

Shared

Gather Notes on 

Employee’s Performance 

And Accomplishments 

Over Past Year

Receipt of 

Employee’s 

Performance 

Appraisal Form

Fill Out Chosen 

Performance Appraisal 

Form for Employee

Support Identified 

Goals

Periodically Record 

Accomplishments, 

Challenges, Ideas

Sharing optional but 
highly encouraged

Consultation with 

Employee Relations’ 

Michael Nee or 
Joyce Chen

Please consult with HR prior to meeting with employee and/or 
submitting final form, if employee’s performance will be rated 
as “Unacceptable” or “Improvement Needed”

Email Final Form to 

HR (March 1)

Meet Periodically To 

Share Constructive 

Feedback

Optional but highly encouraged
If condition applies
Applies to next feedback cycle

Key:

Incorporation into 

Employee File

*

*Allow enough time for any additional internal processes within your department

mailto:nee@chapman.edu
mailto:appraisals@chapman.edu
mailto: joycechen@chapman.edu



