
HR initiates 
Performance 

Contract

Approved 
Contract

HR creates 
Performance 

Review

If Satisfied, Submit 
without making 

changes

Employee 
checks 

Contract on 
the system

Step 1
Employee 
Rates self

Step 4
Manager 

rates 
Employees

Performance 
Review Discussion

Changes made to 
original Manager 

rating?

Manager 
captures 

Discussion 
Rating

Recalculate

Yes

No

Performance 
Contracting Discussion

Edit (if needed), 
Submit

Manager 
Edits 

Performance 
Contract

Performance 
Contract

Performance 
Contract

E
m

p
lo

ye
e

 P
re

p
a

re
s

Manager 
releases 
Results

Employee 
acknowledges 

Results

Acknowledges, but 
Disputes results 
via the system

Acknowledge & 
Agrees

HR 
Follow-Up

Review Results

Performance Contracting

Performance Review

Manager approves/declines 
suggested changes, Submits

Manager gives a deadline for 
employee review completion

Step 2 
Employee submits review

(Reports)
NOTE: As Manager you need to ensure the Employee 
submits their rating on the system before the discussion

Step 3 
Manager views employee ratings 

(Reports)  

Submit

Employee 
Edits 

Performance 
Contract

Performance 
Contract

Manager receives 
Employee’s 
suggested 
changes to 

Performance 
Contract

M
a

n
a

g
e

r 
P

re
p

a
re

s
   

 

If Unsatisfied, Edit 
contract, Submit

Edit (if needed), 
Submit

Reviewers 
Notified 
via Email

Capture Training 
needed under 
Development 
Plans on ESS


