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UNIVERSITY OF HOUSTON SYSTEM
ADMINISTRATIVE MEMORANDUM

Human Resources NUMBER: 02.A.11

General

SUBJECT: Staff Performance Appraisals

1. PURPOSE

Performance appraisals provide a means for informing employees about the quality of
their work and identifying areas of performance that may need improvement.
Performance appraisals consist of assessing the staff member’s adequacy to perform job
duties at desired levels of competence and ability to comply with department, university,
and System standards and policies. Performance appraisal documents provide a
supportable basis for making personnel decisions including, but not limited to, training
needs, merit pay adjustments, promotions, transfers, continued employment, or
terminations.

2. POLICY

2.1.

2.2.

2.3.

24.

The job performance of all new staff employees will be monitored by their
supervisor(s) during the probationary period to determine whether employment
should be continued.

All regular, benefits-eligible staff employees of the System, who have completed
their probationary period, shall receive a formal performance appraisal annually.
Performance appraisals may also be conducted at other times for valid business
reasons.

Performance appraisals shall be conducted in a manner developed by the
university and administered consistently throughout the university.
Documentation of annual performance appraisals will be signed by all appropriate
supervisor(s), and shared with the employee for the employee’s signature. A copy
of the signed appraisal document will be maintained in the employee’s personnel
file in the university human resources department. The employee will be allowed
to provide written comments in response to the performance appraisal. These
comments should be attached to the appraisal document and placed in the
employee’s personnel file in the university human resources department.

System-mandated training is considered a minimum job expectation of all
employees. System employees who do not complete annual mandatory training
by the published deadline will not have met their job expectations and will,
therefore, not be eligible for merit increases.
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2.5.

2.6.

2.7.
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Merit salary adjustments will not be approved unless a current performance
appraisal indicating meritorious performance has been conducted and is on file in
the university human resources department.

Confidentiality of the performance appraisals shall be maintained to the greatest
extent possible. If copies of the performance appraisal are maintained within the
employing department, they will be secured in a confidential location for the
duration of the employee’s assignment in that department. Completed
performance appraisals will not be shown to other employees or supervisors,
except on a business need-to-know basis, or with the written consent of the
employee, or in compliance with state and federal law.

The policy of the University of Houston System and its universities is to ensure
equal opportunity in all its educational programs and activities, and all terms and
conditions of employment without regard to age, race, color, disability, religion,
national origin, ethnicity, military status, genetic information, sex (including
gender and pregnancy), sexual orientation, gender identity or status, or gender
expression, except where such a distinction is required by law. For the UH
System’s Official Non-Discrimination Statement, see SAM.01.D.05 — Equal
Opportunity and Non-Discrimination Statement.

3. POLICY PROVISIONS

3.1.

3.2.

3.3.

3.4.

For the purpose of this policy, a regular, benefits-eligible staff employee is one
who is employed to work at least 50 percent time for at least four and one-half
continuous months, excluding students holding positions for which student status
is a requirement for employment. Performance appraisals are not required for
individuals employed in a position that requires student status as a condition of
employment, individuals employed in temporary positions, or part-time (less than
.50 FTE) employees (less than four and one-half months); however, supervisors
have the option to use performance appraisals to evaluate the job performance of
part-time and temporary employees of their universities.

The immediate supervisor is responsible for conducting performance appraisals
for all employees under their supervision covered by this policy. In the case of
multiple supervisors, the evaluation will be conducted by the supervisor who
oversees the majority of the work; or, the department head may require separate
and independent appraisals by each supervisor; or, all supervisors may be required
to provide information to be compiled in a single document. The method should
be chosen to ensure that the employee is evaluated in an equitable manner.

Appraisals will be objective, rather than subjective, and will focus on work
performance rather than personal attributes.

The supervisor will conduct a private discussion with the employee as a part of
the appraisal process so that the employee clearly understands the duties of their
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job and the reasons for the supervisor’s assessment of the employee’s
performance.

3.5. The employee will be allowed to provide input and to add written comments on
the appraisal document. Both the supervisor and the employee will sign the
completed appraisal.

3.6.  In accordance with the university’s review process, the completed and signed
appraisal document will be forwarded to the university human resources
department for inclusion in the employee’s personnel file.

REVIEW AND RESPONSIBILITIES

Responsible Party: ~ Associate Vice Chancellor, Human Resources

Review: Every five years
APPROVAL
Approved: /Raymond Bartlett/

Senior Vice Chancellor for Administration and Finance

/Renu Khator/
Chancellor

Date: December 26, 2023
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