Il MID-YEAR ACCOMPLISHMENTS/REVIEW PROCESS OVERVIEW

Legend: @ Employee Action

.: O Evaluator Action

Step 1: ‘] O Higher-Level Evaluator Action

Employee drafts mid-year accomplishments <
and saves them in a Word document before
accessing the system.

4
( Step 2: ‘\
Employee logs in to PES and accesses the
\ Mid-Year Accomplishments screen. )
\ 4
(" Step 3: )

Employee enters mid-year accomplishments
\ and submits them to his evaluator for review. )

v
é Step 4: @
E-mail alerts employee that
Evaluator logs in to PES and reviews the ——— accomplishments were
employee’s accomplishments. He returns returned for additional work
\_ them for additional work, if necessary. )

Accomplishments do not
require additional work

'

Step 5: O

Evaluator schedules a one-on-one meeting
with the employee.

Step 6: ‘ O

Employee and evaluator meet to review
employee’s progress to date.

4
Step 7: @ é Step 8: O
Evaluator logs back in to PES, records final »| Optional step: Higher-level evaluator can
comments for the employee, and records the log in to PES, review the employee’s

date of the mid-year discussion. ) \_ accomplishments, and record comments.
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