
Overview of the Annual Performance Appraisal System (PAS) Process 
 

 

Phase II – Performance 
Monitoring and Coaching 
• Supervisor coaches and 

provides feedback on 
employee’s performance 
throughout appraisal 
period. 

Use Comprehensive 
Supervisory Manual 
(Manual), Revised July 1, 
2017.  

Addendum to Comprehensive 
PAS Supervisory Manual 
Phase I - Performance Planning, 
Communication of Performance 
Expectations/Requirements, and 
Goals/Projects 
• Review/update Position 

Description. 
• Determine Performance 

Expectations/Requirements, 
e.g., goals, projects, for 
upcoming appraisal period. 

• Meet with employee and 
supervisor/employee sign 
Section 2. 

Contact your Human 
Resources Office for 
guidance and initiate 
appropriate follow-up action. 

YES 

Phase III – Completion of 
Appraisal 
• Prior to end of rating 

period determine overall 
rating. 

• Meet with employee and 
supervisor/ employee 
sign Section 4. 

• Employee given a 
Notice to Improve 
Performance per 
Manual. 

• Start a new Partial 
Annual Performance 
Appraisal for the 
improvement period. 

 

NO 
 

Employee’s 
performance 
satisfactory? 

Begin Phase I - Performance 
Planning, Communication of 
Performance Expectations/ 
Requirements, and Goals/ 
Projects for the next rating 
period. 

Note:  Use Comprehensive Supervisory 
Comprehensive Supervisory Manual, Revised 
July 1, 2017, for Employees on initial/new 
probationary periods.   

Go to Phase II – 
Performance Monitoring 
and Coaching and 
continue Annual 
Performance PAS 

 

Employee’s 
3-month 

performance 
satisfactory? 

NO 
 

YES 


