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PROCESS FLOWCHART
Track & record date(s) completed for each stage to keep yourself on track
[bookmark: _GoBack]
Classroom observations occur annually for Faculty

EMPLOYEE


Review Self-Assessment and IDP


SUPERVISOR   + CABINET MEMBER


Meet and discuss performance and IDP


Prepare feedback and additional comments for development


Establish goals, recommend steps for development and continuous improvement


SUPERVISOR


Forward IDP to appropriate Cabinet Member and HR for file and follow-up


Request IDP meeting with supervisor via email


Send to Supervisor and set meeting to discuss


SUPERVISOR


Complete Self-Assessment and IDP Form


Annually - April / May


Review & discuss IDP with the appropriate Cabinet Member prior to Employee meeting 


Approve or revise based on Institution goals and priorities, budget, and resources available


SUPERVISOR + EMPLOYEE


Upon Cabinet approval, meet with Employee to discuss final IDP


EMPLOYEE


Annually - November / December


Set meeting with Supervisor to review IDP progress


Make notes for annual review
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