University of Illinois at Urbana-Champaign

Facilities & Services

Annual Academic Professional Performance Evaluation

The excellence of the University of Illinois is grounded in its ability to attract and retain the best possible students and staff.  To effectively support that excellence, we must provide a working environment that provides guidance and feedback for our staff.  Therefore, the campus has a policy requiring that all Academic Professionals be evaluated, in writing, at least once a year.  We do this to provide an opportunity for a review of the employee's goals and accomplishments, and for a discussion of suggestions for improvements in the employee's current job as well as his or her career aspirations.

Goals and objectives for Academic Professionals should be derived from the Department’s mission, which in turn supports the mission and goals of the campus.  Thus, evaluating the performance and providing for the development of Academic Professional employees contributes to their support of the academic excellence of this institution.

The campus recommends the structure of such reviews be chosen to meet the particular needs of the unit.  We have adopted an informal approach best suited to the work of Academic Professionals here at Facilities & Services.  

The Facilities & Services Civil Service Performance Evaluation form is not designed for use when evaluating Academic Professionals.  Instead, a draft letter format, containing guidelines for conducting your academic professional reviews, is attached.  This letter format should be used when evaluating the performance of all Academic Professionals at Facilities & Services.
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2023 Annual Review

The letter format summarizes the discussion with the employee on the following minimum topics:


1) A statement rating current performance, i.e., outstanding, good, etc.


2) A comparison of current to expected performance,


3) The priorities for the position and performance expectations, and


4) The joint understanding of goals for the coming year.

A copy of the major duties and responsibilities of the position (up to date position description) is to be attached.  If desired, the employee may respond to the evaluation in writing, and the response will be placed with this letter in the employee’s personnel file.

Distribute the original completed evaluation form to F&S Employee Relations & Human Resources and distribute a copy to the employee.
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