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Getting Started 
 

At the Employee Applications link on WPConnect, select the Appraisals drop down list and select Higher 
Education Management Performance Appraisal Form.   The screen below will be displayed.  
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Employee Overview 
 

The Employee is responsible for completing the following sections of the appraisal form: Part I Sections 
A and B, and Part II Section C, as highlighted in the red boxes below.  When these three parts are 
completed the Supervisor will be notified via email and he/she will complete Part II Sections A and B and 
Part III.  Once the Supervisor has completed his/her evaluation, an email will be sent to the Employee 
notifying him/her that the Supervisor has completed his/her parts of the evaluation.  The Employee will 
be able to view the Supervisor’s Assessment, Performance Rating, and Continuation of Employment 
Recommendation.  

If the Employee has direct reports, their names will appear at the bottom of the screen with links to 
their Higher Education Management Performance Appraisal Form.  The screen below shows the 
manager’s own appraisal at the top, and the direct reports for whom appraisals must be completed at 
the bottom.  
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Part I: To Be Completed by Employee 

 Section A: 
The Employee should select Part I Section A, Job Summary, to begin the process of completing 
the annual appraisal form.  The screen below will be displayed and the Employee must provide a 
brief summary of the current responsibilities of his/her job.   Select UPDATE to SAVE the Job 
Summary.  Select Main Menu to go back to the main page. There is a limit of 2000 characters in 
this section.   
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Section B: 
This Section is where the employee will list and summarize the agreed upon performance goals 
for the current evaluation period. Summaries should include levels of accomplishment and 
progress made toward attaining the goals.  Select UPDATE to SAVE all entries.  Select Main 
Menu to return to the Main Menu.  This Section has a limit of 1000 characters for each goal. The 
screen below shows the Employee Self-Assessment page.  
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Part II: To Be Completed by Employee 

 Section C: 
This section is where performance goals for the next evaluation period will be summarized.   
Goals must be developed in consultation with the Supervisor and are not considered final unless 
and until the Supervisor indicates his/her approval. The Employee should speak with the 
Supervisor at the outset of the appraisal process regarding goals for the upcoming year. The 
Employee must list specific goals, steps to achieve each goal, and observable ways to assess or 
measure progress towards attainment of each goal.   In order for these goals to be sent to the 
Supervisor, the Employee must select the check box at the bottom of the page indicating the 
goals for the next appraisal period have been entered.  If the box is NOT checked the Employee 
can save the entries and return to it at a later time and it will NOT be sent to the Supervisor.  
Select UPDATE to SAVE.  Select Main Menu to return to the Main Menu.  

Once the goals have been approved by the Supervisor, the Employee must select the check box 
to indicate that his/her parts of the appraisal are complete. An automatic e-mail will be sent to 
the Supervisor and he/she will be able to complete other Parts of the appraisal form. There is a 
limit of 1000 characters for each goal entry. The screen on the next page shows the page on 
which new goals will be listed and defined.  
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Part II A and B and Part III: Viewable by Employee 
 

Part II A and B and Part III will be completed by the Supervisor but the Employee can view the 
Supervisor’s comments, ratings and recommendation in these Sections.  The Employee will not be able 
to make changes to these sections and the form will be blank until updated by the Supervisor. Screens 
containing the Supervisor’s Assessment Section, the Performance Rating options and definitions, and 
Continuation of Employment options are shown in sequence.  
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Part IV – To Be Completed by the Employee 
 

Once the Supervisor has completed Part II A and B and Part III the Employee will be emailed accordingly.  
A performance evaluation meeting should be held with the Employee and his/her Supervisor. Once the 
meeting is done, the Employee will complete Part IV. The screen below shows Part IV of the appraisal 
form.   
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Supervisor Overview 
 

Once the Employee has completed Part I A and B and Part II C, the Supervisor will be notified via email.   
He/she will then review the direct report’s entries and complete the Supervisor’s portion of the 
Performance Appraisal Form.  Supervisors are responsible for Part II A&B and Part III.  Once the 
Supervisor completes Part III, an email notification will be sent to the direct report.  The Employee will 
be able to view the Overall Performance Assessment, Performance Rating and Continuation of 
Employment Recommendation made by the Supervisor. Following a formal performance evaluation 
meeting with the Employee and Supervisor, the Employee will be able to complete Part IV.  
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Part II: To Be Completed by Supervisor 

 Section A:  
The Supervisor’s assessment of the Employee’s overall performance and thoughts regarding 
goals for the next evaluation period will appear in this Section.  Specific suggestions or 
recommendations regarding performance improvement, professional development, training 
requirements, etc. should be included. The screen below shows the Supervisor’s Assessment 
sections of the appraisal document.   

 

 

 

  



13 
 

Section B: 
The Supervisor will click the most applicable Performance Rating for the evaluation period.  If 
the Employee has not met expectations, a Performance Improvement Plan must be developed 
and submitted with the completed appraisal. The screen below shows the Performance Ratings 
page of the appraisal document.  
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Part III: To Be Completed by Supervisor 
 

The Supervisor must make a recommendation for continuation of employment.  If there are any 
conditions or reservations, a Performance Improvement Plan must be completed and attached as part 
of the appraisal.   Once completed, the Supervisor must select UPDATE to save the recommendation and 
then return to the Supervisor Main Page.   An email will be generated once Part III is completed to allow 
the Employee to review the Supervisor’s Overall Evaluation, Performance Rating and Continuation of 
Employment Recommendation.   A meeting should be scheduled between the Supervisor and Employee 
to discuss the appraisal. Then the Employee will complete Part IV and the Full Appraisal will be available 
to print. The screen below shows the Recommendation of Evaluator section of the appraisal document.  
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Printing The Full Appraisal 
 

Once all Sections have been completed and after the Supervisor and Employee meet to discuss and 
review the appraisal, the Supervisor will print the full appraisal as a Microsoft Word document.   Click on 
the Full Appraisal link and a file download box will appear, you can SAVE or OPEN the document.  All 
Sections of the completed appraisal form will be part of the Microsoft Word document. Once the 
document has been signed, the full appraisal will be sent to the appropriate Senior University Officer to 
review and sign. The Senior University Officer will forward all completed appraisals to the Office of 
Human Resources.   

 

 

 

After the entire appraisal is completed and signed by both the Employee and the Supervisor, the 
Employee should receive a copy, the Supervisor should retain a copy, and the original must be 
forwarded to the Senior University Officer for the Employee’s division. Division Vice Presidents will 
forward all completed forms to the Office of Human Resources.  
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