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PURPOSE 
 
To provide a structured approach for monitoring and reviewing employee (e.g. Civil Service, Academic 
Professionals) performance in the work environment at UIC. 
 
SOURCES AND BACKGROUND 
 
Chancellor 
 
APPLICABILITY 
 
This policy applies to all employees, except those specifically excluded in writing by University rules or 
policies, or by requirements of accrediting bodies.  This exclusion also applies to JCAHO accreditation 
processes for the Medical Center.  
 
POLICY 
 
The Employee Performance Review (EPR) process provides structure and consistency for reviewing 
and monitoring workplace performance.  The process starts with confirmation of annual goals and job 
performance expectations.  It ends each Academic Year in August with a competency-based 
Performance Review.  Employee reviews include feedback from mangers, to their direct reports, on 
UIC Core Competencies: Customer Service, Integrity, Cooperation, Accountability, and 
Communication, Management Competencies and Technical Competencies as appropriate.  Definitions 
and expected behaviors for each Competency are provided on the UIC HR website.  The EPR detailed 
process, as well as tools associated with Employee Performance Management may be accessed at 
http://www.uic.edu/depts/hr/mycareer/manager/epr/. 
 
PROCEDURES 
 
RESPONSIBILITY  ACTION 
    
1. Manager  Provide employee with clear and current job 

description during the first week of employment.  
A job description review should occur at the 
beginning of each academic year thereafter. 

   
2. Manager and Employee   Meet during the first week of employment and at 

the beginning of each academic year thereafter 
to establish annual performance goals and 
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expectations.  Meet as necessary throughout the 
year to monitor and discuss job-related 
performance. 

   
3. Manager and Employee   Complete actions as outlined in the Employee 

Performance Review Process which may be 
viewed at 
http://www.uic.edu/depts/hr/mycareer/manager/e
pr/expectations.html. 
 
Document Annual Performance Review points on 
the appropriate EPR form.  The Annual 
Performance Review should be the basis for 
merit increases that may be awarded, as well as 
the employee Individual Development Plan (IDP). 

   
4. Manager  Schedule and conduct Employee Review 

meeting.  This is a confidential face to face 
discussion with the employee.    File completed 
and signed annual review form in a confidential 
file separate from the employee’s personnel file. 
 

5. Manager and Employee     If the Annual Performance Review reflects overall  
job performance “below expectations,” a 
Performance Improvement Plan (PIP) should be 
defined to develop employee competence in areas 
requiring improvement. 


