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•	 Assess each goal, job duty, 

competency and behavior 

by selecting the appropriate 

rating/ assessment value

•	 Send to manager for 

assessment

Employee performs 
self- assessment

02

•	 Ask for feedback from 

employees’ team members or 

previous supervisors

•	 Review badges and notes 

received in the system

Manager completes the 
employee’s assessment

03

The performance review includes 

a sit-down meeting between 

the manager and the employee 

to discuss the employee’s 

performance for the year.

1:1 Meeting

04

The final step in the process is to 

complete acknowledgements from 

the employee and the employee 

supervisor. 

*Keep in mind, if this process is not 

complete, the employee will not be 

eligible for merit. 

Acknowledgements

steps in the 

PERFORMANCE REVIEW PROCESS
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This page is interactive. Please hover over text to access the appropiate User Guide.

For more information visit Tools & Resources or contact performancemgmt@txstate.edu

https://gato-docs.its.txstate.edu/jcr:2b7c36b9-f704-416f-ac8e-c12359bafa2c/employee%20self-assessment_3.2018.pdf
http://gato-docs.its.txstate.edu/jcr:2b7c36b9-f704-416f-ac8e-c12359bafa2c/employee%20self-assessment_3.2018.pdf
http://gato-docs.its.txstate.edu/jcr:2b7c36b9-f704-416f-ac8e-c12359bafa2c/employee%20self-assessment_3.2018.pdf
https://gato-docs.its.txstate.edu/jcr:02f10153-2a0f-49cf-94c7-738b7332ae6a/Manager_Asks_For_Feedback_03_2017.pdf
https://gato-docs.its.txstate.edu/jcr:653cc663-b5b0-4373-8f22-d24a70af8771/Manager_Performs_Assessment.pdf
https://gato-docs.its.txstate.edu/jcr:653cc663-b5b0-4373-8f22-d24a70af8771/Manager_Performs_Assessment.pdf
https://gato-docs.its.txstate.edu/jcr:8a218b98-f189-4b9f-a6f3-999456965212/Employee_Acknowledge_Performance_Review_03_2017.pdf
https://gato-docs.its.txstate.edu/jcr:2570c01d-efd7-43db-9773-cc9d8b99f849/Manager_Acknowledge_Performance_Review_03_2017.pdf
http://www.hr.txstate.edu/performance-management/resources.html
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