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DAS
HRSD

Manager/
Supervisor

Agency
HR

Employee

Review report, 
notify supervisor 
of employee(s) 

due 
performance 
evaluation. 

Send forms to 
supervisor if 
applicable)

Complete written 
performance 
evaluation for 

employee. Update 
employee’s position 

description if 
necessary

May work 
with agency 

HR to 
determine/
agree on 
review 

specifics. 

Gather performance 
feedback

Schedule review 
with the 

employee

Conduct 
performance 
discussion

Plan and 
document goals/

objectives

If disagree with 
performance 

evaluation provide 
written statement 

or rebuttal

Signs evaluation 
and position 
description

Administer and 
return signed 
forms to HR

Prepare self-
appraisal, bring to 

review 

End

Enter freeze code 
on employee’s  
PPDB record to 

bypass automated 
processing of merit 

increase 

Is a pay 
increase due?

Generate monthly 
performance 

appraisal report 
and forms (if 

applicable) from 
PPDB.

Start
(Annual or End of 

Trial Service 
Review)

PA02.01
Employee Data 

Changes
Record in agency 

performance review 
system and/or 

PPDB, if applicable

For appeals to performance 
evaluation refer to State 
Policy 50.035.01 or CBA

Request self 
appraisal/review to 

be done by employee

If employee refuses to sign performance 
evaluation, write on the signature line 

“employee refused to sign”, initial or sign/
date the statement; a second manager 

will need to do the same

Review written 
statement, assess 

for merit

Granted or 
denied?Yes

Denied

Employee step increase 
will update through 

Automated Step Increase 
(ASI) process, may be 
processed manually in 

PPDB

Granted

Agency may change performance 
evaluation based on employee’s written 

statement

PA08.01
Pay Changes

No

If changes made 
to evaluation, 

obtain necessary 
signatures 
(employee, 

supervisor and 
appointing 
authority)

Copy of evaluation 
and PD given to 

employee 

File evaluation in 
employee 

personnel file. PD 
in position file

End

Obtain supervisor 
and appointing 

authority 
signatures

Inputs
Time-driven, annual or trial service performance 
evaluation/review 
Performance evaluation form – varies by agency 
Report of upcoming annual or trial service 
performance review dates (monthly)
DAS Statewide Policy; Collective Bargaining 
Contracts (CBA)
Agency Performance Management Plan

Outputs
Completed performance evaluation/review 
form 
Goals and Objectives Documented
Updated Position Description (PD)
Personnel Action Update 

Customers
Employee
Employee’s peers, subordinates, 
customers or other managers
Supervisor/Manager/Appointing Authority
Agency HR  

Systems/Interfaces
PPDB
Oregon State Payroll System (OSPS)
Agency Performance Review System (i.e. 
Excel, Access)
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