2010 Performance
Evaluation Flowchart

Staff and supervisors access Self Assessment and Performance Evaluation forms on Human Resources website.





Employee reviews notes and documents re accomplishments, including last year’s review and completes Self-assessment. Employee reviews job description for suggested changes.








Employee submits Self Assessment and


suggested changes to  job description to supervisor.





Employee meets with supervisor to discuss Self Assessment, potential job description modifications, and suggested constituents for feedback.





Supervisor selects constituents for feedback and solicits constituent comments.





Supervisor needs assistance with Evaluation preparation?





Supervisor revises Evaluation.





YES





NO





Supervisor must make revisions?





Employee and supervisor meet to discuss any revisions and sign Evaluation, including employee's comments.





END





Original signed review sent to HR.





Supervisor and employee meet to discuss Evaluation, job description, and goals for upcoming year.





Supervisor writes Performance Evaluation.





YES





Begin





NO





Supervisor meets with their supervisor and/or Human Resources who provide(s) feedback.








