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Year End Performance Evaluation Form 
The Year End Performance Evaluation Form includes four sections. 

 
Goal/Objective Evaluation Includes the Goals/Objectives that your employee created in 

the Goals screen. 

Competency Evaluation Includes the Competencies that are assigned to your 
employees in the Competency screen. 

Career and Development 
Planning 

Includes custom questions set by the Human Resources to 
collect supplementary information. 

Development Goal 
Planning 

Includes Development Goals that your employee created in 
the Development Goals screen. 

 
Performance Evaluation Rating Matrix 
The header for the Review Form contains the Performance Evaluation Rating Matrix. 
You can refer to the header to help gauge the ratings you record for performance. 
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Goals/Objective Evaluation – Year End 
As part of the Performance Review cycle for Year End, in addition to comments, you are also 
required to provide ratings on how your employees are progressing with Goals/Objectives. 

To record your comments and ratings in the form: 

1. Click on the Comments field next to your employee’s comments to add your comments. 

Note: employee comments cannot be modified by supervisor. 

2. Next to the rating your employee recorded for themselves, record a rating for 
performance by clicking the slider on the scale. 

3. Use the scroll bar to navigate to other Comment and Rating scales fields to enter 
additional information for other Goals/Objectives. 

4. To save, click Save as Draft. 

5. Click arrow at top left corner of screen to exit the Review Form. 
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Competency Evaluation – Year End 
As part of the Performance Review cycle for Year End, in addition to comments, you are also 
required to provide ratings on how your employees are progressing with Competencies. 

To record your comments and ratings in the form: 

1. Click on the Comments field next to your employee’s comments to add your comments. 

Note: employee comments cannot be modified by supervisor. 

2. Next to the rating your employee recorded for themself, record a rating for performance 
by clicking the slider on the scale. 

3. Use the scroll bar to navigate to other Comment and Rating scales fields to enter 
additional information for other Competencies. 

4. To save, click Save as Draft. 

5. Click arrow at top left corner of screen to exit the Review Form. 
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Career and Development Planning 
As part of the Performance Review cycle for Year End you are required to provide comments 
on Additional Questions posed to your employees. 

 

To record your comments in the form: 

1. Click on the Comments field next to your employee’s comments to add your comments. 

Note: employee comments cannot be modified by supervisor. 

2. Use the scroll bar to navigate to other Comment fields to enter additional information for 
other Additional Questions. 

3. To save, click Save as Draft. 

4. Click arrow at top left corner of screen to exit the Review Form. 
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development objectives collaboratively with your employee. These are captured in the 
Development Plan section on the form. 

 

Development Goal Planning 
As part of the Performance Review cycle for Year End you are required to create 

 

To record your comments in the form: 

1. Click on the Comments field next to your employee’s comments to add your comments. 

Note: employee comments cannot be modified by supervisor. 

2. Use the scroll bar to navigate to other Comment fields to enter additional information for 
other Development Plans. 

3. To save, click Save as Draft. 

4. Click arrow at top left corner of screen to exit the Review Form. 
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Year End Performance Evaluation Form Step and Approval Process 
The steps and related approval in the process are as follows: 

 
Year-year 
Performance Review 

1. Self-Review 
2. Manager Review 
3. Human Resources Approval (Pending Approval) 
4. Employee Signature 
5. Manager Signature 

You take the same steps for approval of your employee’s Performance Evaluation Review 
Form under Year End Performance Evaluation as facilitated for the Mid-year Performance 
Evaluation. 

The difference in the process is that Pending Approval (i.e., “Human Resources Approval”) is 
slotted in between Manager Review and Employee Signature. 

 
Approval/Signature Process 
 
1. Once your employee has submitted their review - the status of the review changes to 

Manager Review. 
 

2. Once you have finalized your Year-end comments, submit the review by:  
a. Open the Year-end Review form 
b. Click Preview:  
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c. Click Submit:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

• Once the review has been submitted, it is routed to Human Resources Approval and the status of the review 
changes Pending Approval.  

 

   

Employee Signature and Manager Signature 
• After Human Resources approves your employee’s Year-end Review Form – it is 

routed to employee for their acknowledgment. The status of the form will display 
Employee Signature: 
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• Once your employee has acknowledged the Year-end Review Form – the form is 
routed to you for acknowledgment. The status of the form will display Manager 
Signature.  
 
 
 

• To provide manager acknowledgment:  
1. Open the respective Year-end Review Form. 
2. Scroll to the bottom of the Form.  
2. Check the ‘I Agree’ box. 
3. Enter any Comments. 
4. Click Complete Review. 

 
 
 
 
 
 
 
 
 

  
 
 

 

•  

•  

•  

•  

•  

•  
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• The status of Year-end review Form changes to Completed. The Year-end review is now complete:  
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