
Quick Reference Guide FY 2023 

UNT Dallas Annual Performance Evaluations 
 

2023 Evaluation Period 6/1/2022-3/31/2023 

1. Employee Creates Plan 11/07/2022—11/18/2022 

2. Supervisor Acknowledges Plan By 12/02/2022 

3.  Mid Year Check In  1/2/2023—1/31/2023 

4. Self Evaluation 4/03/2023—4/14/2023 

5. Supervisor Evaluation  By 4/30/2023 

6.  Supervisor Meets with Employee By 4/30/2023 

7. Employee Acknowledges Evaluation By 4/30/2023 

PERFORMANCE EVALUAT ION PER IOD DEADLINES 

S tep 1 :  Employee Creates  P lan 

S tep 2 :  Superv i sor  Acknowledges  P lan  

  Supervisor reviews and acknowledges goals and objectives entered 
by the employee.  

S tep 3 :  Mid Year  Check In  

   Meet with employee to review progress toward goals and objectives. 
Add comments to Progress Notes.  

S tep 6 :  Rev iew Meet ing 

  Schedule time to meet and review the supervisor evaluation with 
the employee  

  Develop a training or professional development plan (as appro-
priate). 

S tep 7 :  Employee Acknowledges  Eva luat ion 
  Employee acknowledges receipt of the evaluation. 

NOTE: The system allows mangers to receive feedback from oth-
er UNT World employees.  

Co-Reviewer– Use this function if another reviewer should have 
full feedback capabilities to the employee’s evaluation.  

Multi-Rater- Use this function to invite feedback from other UNT 
World employees (customers, peers, etc.) on the employee’s 
performance. 

NOTE: If an employee receives an overall score of Unsatisfactory 
please meet with Campus HR before conducting the employee 
meeting. 

  Per formanceEval s@untda l las .edu 

  (972)  338 -1410 
 

S tep 5 :  Superv i sor  Evaluat ion 

  Review the employee’s self-evaluation.  

  Evaluate the employee’s accomplishments/progress and provide  
a rating for each goal; include comments. 

Fo r  ques t ions  o r  ass i s tance contact   
the UNT Dal las  Campus HR team:  

S tep 4 :  Se l f  Evaluat ion 

  Employee enters comments for goals and objectives, selects an 
overall rating and submits the self evaluation to the supervisor. 

 Manager and employee meet to confirm performance goals and   
objectives. Employee enters goals and objectives.    


