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The Bureau of Economic Geology uses an automated online system developed by the BEG IT team for annual performance evaluations.  The time period for completing the evaluations begins in late September, and is usually completed by the first part of December.

The workflow for using the system is as follows:

1. Employee: log into the system using BEG logon and complete the following:
· Self-evaluation is completed based on goals/responsibilities identified in the prior fiscal year
· Set goals/responsibilities for next fiscal year
· Evaluate supervisor (optional)
· Evaluate Bureau – assessment of how the BEG is operating as a department (optional)
· Click on “Submit to Supervisor” button to submit self-evaluation to supervisor. This action makes the evaluation viewable by the supervisor.
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2. Supervisor: review/evaluate employee’s self-evaluation and goals:
· If supervisor agrees with employee’s self-evaluation and goals
· Supervisor can enter his/her evaluation of employee and give a rating that relates to the UT rating system (in parentheses).
· Rating system is:
· Not Fully Contributing = Does not meet expectations  (1)
· Fully Contributing = Meets expectations (2)
· Excellent = Exceeds some expectations (2.5) 
· Outstanding = Exceeds expectations (3) 
· Add promotion recommendation on the “career plan page” if applicable.
· Click “Submit to AD” button to submit it to appropriate Associate Director.
· If supervisor disagrees with employee’s self-evaluation or goals, 
· Supervisor will enter his/her comments, and submit evaluation back to employee. 
· If employee agrees with supervisor comments, he/she will modify self-evaluation or goals according to supervisor’s comments, and then submit evaluation to supervisor again.
· If employee disagrees with the supervisor’s evaluation and goals, he/she can enter comments to that effect and submit back to the supervisor.
· If employee and supervisor cannot agree on assessment at this point, the supervisor’s assessment stands, and employee has an opportunity for rebuttal.
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3. Associate Director: review employee’s self-evaluation and goals:
· If Associate Director agrees with supervisor’s evaluation of employee and the rating, and employee’s self-evaluation and goals, 
· AD adds final comments about this employee’s self-evaluation and goals.
· AD submits employee’s evaluation back to supervisor.
· If Associate Director disagrees with supervisor’s evaluation of employee and the rating, or employee’s self-evaluation and goals, 
· AD can write down his/her comments and submit the evaluation back to supervisor.
· Supervisor review AD’s comments. 
· If supervisor has to modify something,
· Supervisor modifies them according to AD’s comments.
·  Supervisor submits it back to AD.
· If employee has to modify something, 
· Supervisor submits the evaluation back to employee. 
· Employee modifies self-evaluation or goals according to AD’s comments, and then submits it back to supervisor. 
· Supervisor submits it back to AD.
4. Supervisor meets with employee to discuss the performance rating and goals.
5. Supervisor signs using digital signature. Evaluation will be submitted back to employee.
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6. Employee signs using digital signature. Evaluation will be submitted to Director.
7. Director adds final comments.
8. Finish. If employee wishes to submit a rebuttal, they may provide additional comments to the supervisor.
Evaluation Statuses in the System

Employees can log in to the system at any time to see the status of the evaluation. Statuses are:

1. Employee self-evaluation.
2. Set goals for next fiscal year.
3. Evaluation of supervisor (optional).
4. Evaluation of BEG (optional).
5. Supervisor evaluate employee/add comments.
6. Associate Director evaluate employee/add comments.
7. Supervisor meet employee, discuss evaluation, rating and new goals.
8. Supervisor approves final evaluation and goals, sign “Supervisor Digital Signature”.
9. Employee agrees with final evaluation and goals, sign “Employee Digital Signature”.
10. Director evaluate employee/add comments (optional).
11. Finish. If employee wishes to submit a rebuttal, they may provide additional comments to the supervisor.



Notes:
1. “Employee” means all classified, A&P, and AO staff.
2. Supervisor and Associate Directors are “employees” too.  They also need to do their self-evaluation like their subordinates. 
a) Supervisor’s supervisor is Associate Director
b) Supervisor’s Associate Director is same Associate Director as above a).
c) Associate Director’s supervisor and Associate Director is Director. 
3. After employee signs using digital signature, employee can review the whole evaluation and goals and print it out.
4. When submitting to and from individuals, an email will be sent to employee, supervisor or AD. The evaluation is viewable to the supervisor only once it is submitted by the employee.
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Supervisor: 1. Ifyou are ready to digitally sign this employee's performance evaluation, enter your
network logon ID and password below and click on Supervisor Digital Signature.
2.1fyou need the employee to make further changes, click on Submit Back to
Employee.
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