Final Performance Evaluation: Classified Staff
Steps for Supervisor

A “Final Performance Evaluation” task will appear in your “My Tasks” box for EACH of your Direct Reports.
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Read the Overview
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. Assign weight % and select a rating and enter comments for each Goal, Job Duty,
or Competency (note: all goals, job duties and competencies will be on one page)
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The Final Evaluation has been sent to the assigned Reviewer (second level supervisor)
for their review.



Final Performance Evaluation: Classified Staff
Steps for Reviewer (second level supervisor)

A “Final Performance Evaluation” task will appear in your “My Tasks” box for EACH evaluation that requires review.
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. Review ratings, weights and comments (note: all goals, job duties and

competencies will be on one page)
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*You may click “Save and Exit” to be able to resume the Task at a later time
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. Review overall rating (NOTE: Overall rating is displayed in decimals. Ex: 2.71=271
on the Classified Rating Scale)
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. Reviewer must provide an e-signature to confirm
. Reviewer may add comments about the evaluation in the comments box.
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. If Reviewer agrees with overall evaluation click “Submit”
See page 12 for process if Reviewer disagrees with any aspect of the evaluation



. You will receive a notice that once submitted you cannot modify, click “Submit”

Submit Review

. Confirmation Page Appears!
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The Final Evaluation has been sent back to the Supervisor AND the Direct Report
concurrently for final Sign Off. Supervisor should now schedule and hold the
performance review meeting with Direct Report.
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o If reviewer disagrees with any aspect of the evaluation he/she will click
“Overview” in menu on upper left side of screen
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o This returns back to the Overview page
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o Add instructions and click “Save” to send back to the supervisor for edits. The
supervisor will receive an email notification that the step has been re-opened

and can make changes to the evaluation and then re-submit.
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Supervisor Steps

Once the reviewer has reviewed the evaluation you will see One (1) Task appear in your “My Tasks” box for EACH direct report evaluation
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with the employee to go over the performance evaluation)



. Read the Overview
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. Review complete evaluation (note: all goals, job duties and competencies will be on
one page)
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*You may click “Save and Exit” to be able to resume the Task at a later time

. Click “Save and Continue”
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. Certify that you have met with the direct report to review the evaluation
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. Final review of summary and overall goal rating score (Note: Overall rating is
displayed in decimals. Ex: 2.71=271 on the Classified Rating Scale)
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. Enter e-signature in box to confirm
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. Submit Review Confirmation

Submit Review

. Click “Submit”

Confirmation Page appears!
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Final Departmental Rating and Signoff
Employee Steps

Employees you will see One (1) Task appear in your “My Tasks” box for your evaluation.
You will see these tasks appear once the Supervisor has submitted the final evaluation.
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. Read the Overview

You are currently logged in as Little Buffalo

2019-2020 Classified Staff Year End Evaluation Options ¥

o Overview
Little Buffalo

Admin Assistant |

/1/2019 - 3/31/2020 O%

Overview

Review Step Progression

Supervisor Review O
Reviewer Sign Off o
Employee Acknuwledgment@ Supervisor Sign Off @

gornerstone

. Click “Get Started”

tone OnDemand, Inc. £200

. Terms - Privacy - Cookies - Feedback

22



. Review ratings, weights and comments submitted by supervisor (note: all goals,
job duties and competencies will be on one page)
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. Review summary and overall goal rating score (Note: Overall rating is displayed in
decimals. Ex: 2.71=271 on the Classified Rating Scale)
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. Employee provides e-signature to confirm
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