
Performance Management Flowchart

Employee begins the 
evaluation process.

Employee enters goals.
Employee discusses and 

finalizes goals with 
Supervisor.

Beginning of Cycle Process Workflow

Mid-Cycle Process Workflow

Employee accesses 
active evaluation and 

completes goal 
comments for mid-

cycle  review period. 

Employee submits 
evaluation to  Supervisor 
(Evaluation Reviewer) .  

Supervisor adds 
comments.

Supervisor 
submits 

evaluation to 
Employee.

Supervisor meets 
with Employee.

Evaluation sits with 
Employee until end-

of-cycle period.

Evaluation sits with 
Employee until mid-

cycle goal review.

End-of-Cycle Process Workflow

Employee accesses 
active evaluation and 
completes Comments 

on Accomplishments on 
Job Duties, Employee 

Summary of 
Performance and Goal 
Comments for end-of-

cycle period.

Employee 
submits 

evaluation 
to 

Supervisor 
(Evaluation 
Reviewer). 

Supervisor completes 
Rating on Employee’s 
Accomplishments on 

Job Duties, end-of-cycle 
Comments on Goals, 

Overall Rating and 
Overall Comments.

Supervisor 
and 

Employee 
meet to 
discuss 

performance.

Supervisor 
forwards 

evaluation 
to 

Employee.

Employee 
completes 

comments on 
Overall Rating 
and forwards 

back  to 
Supervisor 
(Evaluation 
Reviewer).

Supervisor 
forwards 

evaluation to 
HR (Human 
Resources). 


