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Employee Acknowledgement & Response

The final step in the evaluation process is a required acknowledgement by the employee of receiving
and reviewing a copy of the evaluation report.

The employee has the option of adding a response and comments to the evaluation report in addition to
their acknowledgement.

This step 1s required and must be completed prior to the final work day of the contract year for the
employee being evaluated.

After login to the Online Evaluation Management System, the employee selects “Edit” at the top of
the employee home screen.
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Employee Acknowledgement & Response

*  When the new window opens, the employee scrolls down to review the Evaluation Report, including
the evaluator ratings and comments for each Performance Accountability area, the Performance
Summary, the Improvement Plan (if applicable), and the Growth/Goals.

* The employee may add their response or comments about the evaluation prior to
acknowledging receipt and review of the report.

By submmitting this form, you confirm you have read the evaluation and have met with your supervisor regarding the content

Include any response comments about your evaluation here

Enter optional
employee response

Actions: Delete Evaluation Cancel Save Draft submic < Select I

* The employee must select “Submit” at the bottom of the evaluation report to record their
acknowledgement of receiving and reviewing a copy of the evaluation report.

— The employee acknowledgement is required and only indicates receipt of the report, not necessarily
agreement with the ratings, comments or other content.




