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Appendix 5 – Handling of Fourth-Year Appraisals 
 
An appraisal is normally conducted in the fourth year of an Assistant-level candidate’s appointment in 
order to evaluate his or her achievements and potential for promotion to the Associate level.  An 
appraisal may be coupled with a review for a regular action, or it may be conducted as a stand-alone 
action. (In the example below, the appraisal occurs at the same time as a review for a reappointment 
and merit.)  
 
If conducted at the same time as an academic review, the appraisal is formally documented in the 
review file.  If the appraisal is conducted a stand-alone action, the process is the same except where 
noted, but you would choose just “Appraisal” as the action code, and the file name (circled below) 
would be “YELLOW, Candidate – Appraisal – 07_01_15.”  In either case, “Appraisal” must be part of 
the action code or you will not see the necessary screens. 
 
Entering the faculty vote, appraisal vote, and proposed status data 
 
You must notify Voting Faculty to review the file (see pages C-28 through C-34).  Eligible faculty will 
vote separately on the proposed review action and the appraisal rating for the candidate and will report 
the votes to you outside AP On-Line. 
 

1. After you have notified Voting Faculty to review the file, a “Vote” link and a “Proposed” link will 
appear on the File Summary line on the review file detail screen.  You should enter the votes 
first to end Voting Faculty access to the file.   

 
2. When you have been informed of the faculty votes, click “Vote” to open the Department Vote 

form. 
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This is the screen you will see.   
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3. Enter the Review/Promotion vote and Appraisal vote (or just the Appraisal vote, if the appraisal 

is conducted as a stand-alone action), along with an explanation of any abstentions or absences 
in the boxes provided, and then click “Insert Department Vote” at the bottom of the screen. This 
will return you to the review file detail screen. 
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4. On the review file detail screen, click “Proposed” to open the Proposed Status form. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 



Appendix 5  Handling of Fourth-Year Appraisals 

App. 5-5 
 

 
 

5. On the Proposed Status form, some of the “Present Status” fields will have been populated 
automatically.  Check carefully to make sure this data is correct. 
 

► If it is not correct, stop work on the file and contact Academic Personnel Services to get the data 
corrected before proceeding.   

 
  

 
 
 

6. Under “Present Status,” fill in the number of years the candidate will have served at his or her 
present rank and step as of the next June 30, and fill in the “as of” year (note the required 
format). 
 

7. Under “Proposed Status,” fill in the information as instructed on pages C38 – C39. (If the 
appraisal is conducted as a stand-alone action, the “Present Status” and “Proposed Status” 
data—including title, rank, step, salary, and percentage of time--should be the same.) 
 

►   Note that this is the final opportunity for the department to correct the proposed action and other 
data if it was entered incorrectly or if the proposed action has changed since the file was 
created.   
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8. In the “Appraisal” field, use the drop-down menu to select the appropriate appraisal rating based 

on the faculty vote.  In this example, the vote is “Favorable w/ Reservations.”  Click “Save 
Status” at the bottom of the screen when data entry is complete.  You will be returned to the 
review file detail screen, where you can continue processing the file.   

 
 

 
 
 

 


