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APPENDIX D 
 

Ann Arbor Public Schools 
Office Professional Staff Appraisal Process and Timeline 

 
I. Probationary Process 
 

A. Initial Conference 
• Share form and process 
• Set expectations 
• Set goals 

B. Evaluation (no sooner than 30 calendar days following initial    conference) 
C. If evaluation is unsatisfactory: 

• Present Performance Improvement Plan to employee – no later than 30 
calendar days prior to the end of the employee’s first calendar year of 
employment based upon hire date. 

• Final evaluation (required only if employee is on a PIP) 
Recommendation of either: 
1) Satisfactory performance, or 
2) Continue on performance plan, or 
3) Recommendation for termination. 

 
II. Post Probationary Process 
 

A.  Option 1 - Initial Conference: share form and process; self-evaluation 
opportunity. 
1. Set expectations 
2. Set goals (professional and departmental) 

Mid-Assessment Goal Review (at least 30 days after initial conference) 

1. Review expectations and goals 
2. Identify successes 
3. Identify problem areas 
4. Identify possible solutions 

• Training opportunities 
• Problem-solving (e.g., time management issues) 

Final Evaluation (at least 30 days after mid-assessment review) 

1. Review expectations and goals 
2. Review Performance 
3. Identify success 
4. Review problem areas; improvement/help needed? 
5. Set goals for next year 

B.  Option 2 – Alternate Evaluation Process (Article 16, section 6) 
1. Requirements 

a. Six years in unit 
b. Satisfactory evaluation 
c. Mutual agreement with supervisor 
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Ann Arbor Public Schools 
Office Professional Staff Goals 

 
 
Employee:________________________ Building:__________________________ 
 
Position:__________________________ Date:_____________________________ 
 
Identify major skills and criteria as they relate to the factors on the appraisal form. 

1) Communication/Customer Service 
2) Interpersonal Skills/Teamwork 
3) Quality/Productivity 
4) Technical Skills/Problem-Solving/Process Improvements 
5) Dependability/Attendance 

 
Instructions: Please complete and return this to your supervisor. 

If you have been employed with the Ann Arbor Public Schools less than a year, 
substitute references to “since your last review” with “since you were hired.” 

 
1) List your most significant accomplishments or contributions since your last review. 
 
 
 
 
 
2) List any new tasks or additional duties, outside the scope of your regular responsibilities, 

you have successfully performed during the last year, or any responsibilities for which you 
would like to be trained. 

 
 
 
 
 
 
3) What kind of professional development have you had during the last year: offsite 

seminars/classes, onsite training, etc., and what additional kind of professional development 
would you like to receive? 

 
 
 
 
 
 
4) State two specific goals for the coming year and indicate your plan to accomplish them. 

 


