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MANAGEMENT/ADMINISTRATIVE PERFORMANCE PLANNING & REVIEW FORM INSTRUCTIONS
MID YEAR

Employee
· Completes the Employee Self Evaluation
· Submits to his/her supervisor

Evaluator
· Requests employee to complete the Self Evaluation
· Completes Evaluation
· Reviews completed evaluation with his/her supervisor for concurrence
· Schedules meeting with to discuss mid year performance review with employee

Performance Review Discussion
· Employee and Evaluator meet to review and discuss the mid year performance review
· Evaluator signs
· Employee is provided the evaluation for his/her comments and signature (up to three days)

ANNUAL

Employee
· Completes the Employee Self Evaluation
· Completes Recommendations for next year Performance Objectives
· Submits to his/her supervisor

Evaluator
· Requests employee to complete the Self Evaluation
· Completes Evaluation
· Reviews/modifies/approves Performance Objectives for the next year
· Reviews completed evaluation with his/her supervisor for concurrence
· Schedules meeting with to discuss mid year performance review with employee

Performance Review Discussion
· Employee and Evaluator meet to review and discuss the performance review and confirm Performance Objectives for the next year
· Evaluator signs
· Employee is provided the evaluation for his/her comments and signature (up to three days)

Signatures
· Evaluator submits signed evaluation with employee comments to his/her supervisor for signature
· Evaluator makes two copies, one for their file and gives one to the employee (hard copy or electronic)
· Evaluator submits the original signed evaluation to Human Resources in accordance with the established deadlines
· Human Resources calculates general and merit increases based upon designated available budget and notifies employees
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