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Policy Statement: 
 

Staff: 

To ensure that employees perform their job to the best of their abilities, it is important that they be recognized 
for good performance and that they receive appropriate suggestions for improvement when 
necessary.  Consistent with this goal, performance will be evaluated by supervisors on an on-going basis. 

Formal performance evaluations should be conducted on an annual basis.  The fiscal year (July through June) 
is considered the evaluation period, with individual performance evaluation meetings taking place during the 
months of July and August, or at other times as is felt appropriate. 

Evaluation will be conducted using an instrument approved by the University.  Each employee is required to 
participate to the extent requested in the evaluation process.  Upon presentation and after review, the employee 
will sign the evaluation instrument acknowledging its presentation and opportunity for review. 

All written performance evaluations will be based on an employee's overall performance in relation to the 
employee's job responsibilities and will also take into account the employee's conduct, demeanor and record 
of attendance and tardiness. 

Where deficiencies are noted in an employee's performance as a result of a formal evaluation, the employee's 
supervisor may prepare an improvement plan for correcting the deficiencies.  This plan will specify the 
deficiencies, the corrective action required, and appropriate timeliness for correcting the 
deficiencies.  Compliance with the improvement plan will be a part of the job duties and responsibilities of 
the employee.  

Staff Performance Evaluation guidelines and forms are available in the Staff Performance Evaluation folder 
at: https://my.marianuniversity.edu/OfficesAndServices/hr.       
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Faculty: 

The process of documentation of growth and accomplishment begins during a faculty member’s first 
semester on campus and continues until the faculty member’s retirement or resignation. It is the dean’s 
obligation to see that new faculty receive guidance regarding the processes of promotion and tenure.   The 
Annual Review process is the first step in preparing for promotion and tenure.  At the beginning of each 
fall semester faculty set goals for the year in teaching, scholarship, and service.  Faculty who have 
completed at least one year at Marian University will evaluate their growth and accomplishments in each 
area.   

 

Process - The building block for the review of untenured faculty is the Annual Review (AR).  The AR 
consists of three documents:  The Annual Self-Evaluation (ASE), The Peer Review, and the Dean or 
designee’s Review.   At the end of the process, all three documents are placed together creating the Annual 
Review.  When faculty apply for tenure/promotion, the Annual Reviews will comprise the bulk of the 
tenure/promotion portfolio. Faculty who start other than at the beginning of an academic year should consult 
with their Dean or designee for when to submit the first ASE. 

 


