Evaluator drafts

performance evaluation

If revisions are needed,
employee returns draft
to Evaluator

N

March 27, 2023

A\

Evaluator shares draft
with Reviewing Officer

\.

Evaluator provides final
draft to employee for

review
(allow appropriate contractual
timeframe to provide feedback,
if applicable)

x

If no revisions needed,
Evaluator submits
evaluation to
appropriate Acrobat
Sign process

Reviewing Officer
reviews draft

If Reviewing Officer

"approves” draft, return
draft to Evaluator \

In Acrobat Sign,
Employee, Evaluator,
and Reviewing Officer

sign the evaluation

If there are no issues,
ELR will process & file;
if there are issues, ELR

will reach out to the

Evaluator

will automatically route

If Reviewing Officer has
questions or concerns,
discuss draft with
Evaluator

Once all required
signatures have been
obtained, Acrobat Sign

evaluation to ELR

\

ELR will review the
evaluation in Acrobat
Sign

\



