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Staff Performance Evaluations 
FAQs – Supervisor 
 

What is the Performance Evaluation (PE) process?  

What is the purpose of the Performance Evaluation process?  

How often do we do this?  

I completed a PE for my employee last year. Why isn't it showing up in the 
portal?  

What is an Employee Development Plan, and why is it important?  

When is the deadline?  

What if my employee refuses to sign the PE?  

What if my employee does not agree with the PE?  

Why did the PE I submitted get recalled by my unit manager?  

 

What is the Performance Evaluation (PE) process? 

The performance evaluation process is an opportunity for employees and their 
supervisors to engage in constructive conversations about how each of us 
performed in advancing the missions of our units and achieving performance 
goals over the past year. 

To facilitate these meaningful conversations, we have created an online process 
with three steps: 

• Employee self-assessment  
• Supervisor evaluation of the employee's performance 
• Employee Development Plan collaboratively created by both the employee 

and the supervisor 

 



	 2	

What is the purpose of the Performance Evaluation process? 

Performance evaluations are non-disciplinary in nature and are intended to: 

• Provide a fair assessment of the employee's performance 
• Establish goals for the coming evaluation period as well as review any 

goals that may have been set during the previous evaluation period 
• Improve job performance in relation to the department's institutional goals 
• Measure and enhance individual performance 
• Recognize and reward employee contributions and foster professional 

development and career growth 
• Increase productivity, correct issues that, if left unattended, may lead to 

serious problems for the individual and the department, and to meet the 
internal and external requirements and demands for documentation of 
individual performance 

 

How often do we do this? 

The UCSF Campus has moved to a calendar year employee performance 
evaluation process that will begin January 1 of each year and end on December 
31 of the same year, with an annual performance evaluation due by mid-March 
(typically the 15th) of the following year for career employees. This cycle will not 
only require at least an annual discussion with each career employee involving 
performance, goals, career objectives, etc., but it will also better enable 
performance-based salary programs by providing closer proximity between the 
timing of an employee's performance evaluation completion and any future salary 
programs (typically effective July 1). 

Please note that while the formal performance evaluation cycle is annual, there 
should be feedback and discussion between employees and supervisors 
throughout the year. 

Probationary employees should be assessed at least once during a full 
probationary period, preferably at the mid-point of probation. More frequent 
appraisals may be conducted if the supervisor determines they would be of 
value. 

 

I completed a PE for my employee last year. Why isn't it showing up in the 
portal? 
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The portal was launched this year (2017), meaning it does not have any data 
from prior years. After one complete performance evaluation cycle, you will be 
able to access your employees' PE history starting with data from the current 
cycle.  

 

What is an Employee Development Plan, and why is it important? 

The Employee Development Plan reflects the employee's goals and objectives 
for the coming year. The employee is encouraged to collaborate with his or her 
supervisor to draft a Development Plan to assist the employee in achieving these 
goals and objectives, which are generally related to the areas that an employee 
wants to develop in order to progress in his or her position or career. This is an 
important opportunity for supervisors to provide specific feedback, tools, and 
resources to assist their employees with achieving their individual development 
plans. It is recommended that supervisors check in on the status of their 
employee's progress on the development plans at regular intervals throughout 
the year (e.g. on a quarterly basis).  

 

When is the deadline? 

As the UCSF Campus has moved to an annual Performance Evaluation process, 
the annual performance evaluation is due to Human Resources by March 15 for 
the performance period of January 1 to December 31 of the previous year. For 
example, the Performance Evaluations for the performance period of January 1, 
2017 to December 31, 2017 are due on March 15, 2018 to HR. 

This online portal will guide employees, supervisors, and managers on internal 
deadlines for each step of the PE process. The portal will inform each user on 
where they are in the process as well as when the next action is due. 

 

What if my employee refuses to sign the PE? 

An employee's signature does not signify agreement with the Performance 
Evaluation but rather an acknowledgement that the PE has been presented to 
the employee. An employee may refuse to sign the PE altogether, in which case 
the system will make a note of this before sending it to HR. The Performance 
Evaluations are sent to HR regardless of signature, as long as the steps 
described in the portal are completed. 
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What if my employee does not agree with the PE? 

The Performance Evaluation, while collaborative, is ultimately a tool for the 
supervisor and employee to review whether performance expectations and 
objectives have been met over the last performance period. Disagreements may 
occur when discussing these qualitative measures. The employee can opt to 
decline signature on the PE if he or she feel strongly against it and may also 
provide comments in the employee section of the PE form. 

The information provided on the Performance Evaluation should have already 
been discussed with the employee during the course of the year, and should not 
be a "surprise" to the employee at the time when the evaluation is presented. 

 

Why did the PE I submitted get recalled by my unit manager? 

Unit managers have the responsibility to review each Performance Evaluation 
before finalizing and submitting it to HR. During this final review, the manager 
may notice that the PE includes language that should not be included in the PE 
per HR Policy, such as: 

• Referencing leaves of absence (e.g. maternity leave) 
• Referencing non-disciplinary actions (e.g. counseling memos) 
• Including inflammatory language 

Please contact your unit manager directly to discuss why a PE was recalled. You 
will need to revise and resubmit your employee's PE, and your employee must 
also re-sign the PE in order to finalize it. 

 

Note about this document: This information has been provided as a PDF for your 
convenience. To ensure that you have the most up-to-date information, please 
visit the UCSF Staff Performance Evaluation Portal and click on “FAQ” to access 
the Staff Performance Evaluations FAQs – Supervisor. 

	


