
Self Evaluation: 

HR notifies employee to begin self 

evaluation

Self Evaluation: 

Employee completes self 

evaluation

Self Evaluation: 

Manager reviews employee 

self evaluation

Manager Evaluation: 

Manager and employee meet to 

discuss and finalize evaluation

Manager Evaluation: 

Manager and employee sign final 

(manager) evaluation

Manager Evaluation: 

Signed manager evaluation sent to HR 

and placed in employee personnel file

Define Criteria: 

HR notifies employee to begin 

evaluation process (goal entry)

Define Criteria: 

Manager and employee meet to 

discuss goals and make changes (if 

applicable)

Define Criteria: 

Manager reviews employee 

goals

Checkpoint and/or Finalize 

Criteria: 

Manager and employee 

meet to discuss year-to-date 

performance and make final 

adjustments to goals (if 

applicable)

Checkpoint: 

HR notifies manager and employee to 

meet for checkpoint (if applicable)

Self Evaluation: 

Manager sends self 

evaluation back to employee 

to make changes (if 

applicable)

Manager Evaluation: 

Manager completes 

manager evaluation



HR notifies employee to begin 

evaluation process (goal entry)

Manager and employee meet to 

discuss goals and make changes (if 

applicable)

Manager reviews employee 

goals

Define Criteria
Typically performed during the first 

quarter of the annual evaluation period



Manager and employee 

meet to discuss year-to-date 

performance and make final 

adjustments to goals (if 

applicable)

HR notifies manager and employee to 

meet for checkpoint (if applicable)

Checkpoint and Finalize Criteria
Typically performed during the second and/or third quarter of the annual evaluation period



HR notifies employee to begin self 

evaluation

Employee completes self 

evaluation

Manager reviews employee 

self evaluation

Manager and employee meet to 

discuss and finalize evaluation

Manager and employee sign final 

(manager) evaluation

Signed manager evaluation sent to HR 

and placed in employee personnel file

Manager sends self 

evaluation back to employee 

to make changes (if 

applicable)

Manager completes 

manager evaluation

Employee Self Evaluation and Manager Evaluation
Typically performed during end of the fourth quarter of the annual evaluation period or immediately after
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