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l. General Timeline for the Five-Year Review Process 

October: Supervising Administrator meets with the individual being 
reviewed. Within three (3) weeks after the meeting, the 
supervising administrator forms and charges Review Committee 
to undertake the review as input into the performance evaluation. 

 
October-November: Review Committee develops a review plan which is shared with 

both the supervisor and the person under review. 
 
November-December: The Review Committee gathers and synthesizes information for 

the review. 
 
January: The Review Committee finalizes the review and prepares written 

report. 
 
February: The Review Committee conveys the written report to the 

supervising administrator. 
 
March: Within two (2) weeks after the submission of the report, the 

supervising administrator meets with the individual being 
evaluated, provides the Review Committee’s report of the 
review, and communicates the results, as appropriate. 

 
March-April: The supervising administrator completes the process and 

communicates first with the individual being reviewed. 
 

4. Responsible Administrator 
 
The Vice President overseeing Human Resources or designee is responsible for annual and ad hoc 
review of this policy and annual review of procedures. The University President is responsible for 
annual approval. 

 
SOURCE: Approved by President on 01/14/2014; Revised, approved by President on 9/17/2021. 
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