Procedures for Evaluation of Unclassified Employees
The Unclassified Performance Evaluation process is a tool used to measure individual
performance and to develop employees into high‐performing individuals. This annual process
of performance evaluation and feedback serves a two‐fold purpose:



To allow supervisors the opportunity to discuss with employees their performance in
relation to the performance/behavior expectations in each position.
To help employees improve their effectiveness and personal job satisfaction.

The following procedures will guide both the rated employee and the rating supervisor through
the unclassified evaluation process. The process is facilitated by the University’s Cornerstone
Performance platform, an electronically facilitated process.
Unclassified employees will be evaluated on Goals, Core Competencies, and Departmental
Competencies (if applicable).
Evaluation Workflow: Employee Self‐Evaluation > Supervisor Review > Second Level Supervisor
Review > Supervisor Discussion and Acknowledgement > Employee Acknowledgement
Employee Self‐Evaluation (Step 1): The electronic evaluation form is launched via Cornerstone
to full‐time unclassified employees. Employees are notified via email of task in Cornerstone.
Employee rates his/her performance over the rating period based on goals established, core
competencies, departmental competencies (if applicable) and directives from the supervisor
during the rating period. The rated Employee identifies goals and defines plans/expectations to
improve on competencies for the new rating period. Employee is encouraged to enter personal
professional development plans to the Performance review. Employees are not rated on
development plans.
Employees who do not supervise other full‐time employees are encouraged, but not required
to self‐review. Employees are usually allowed a minimum of 10 working days to complete this
step, if they elect not to self‐review, the evaluation will automatically move to the Supervisor
queue in Cornerstone. Those who supervise others are required to self‐review. The evaluation
moves to the Supervisor queue when completed/submitted by employee.
Supervisor Review (Step 2): Supervisor relationship is established by information supplied to
Human Resources. Supervisor is notified via email of task in Cornerstone. Supervisor is
required to enter Job Description details for the Position of the Reviewee (Summary, Required
Education and Experience, Required Knowledge, Skills and Abilities, and Essential Functions).
Supervisor rates employee performance over the rating period for goals established,
competencies and expectations thereof and directives for the year. Supervisor reviews goals
set by employee for the new review period. Supervisor can edit, modify, delete or add goals to
align with departmental objectives. Supervisor is able and encouraged to enter performance
expectations for goals and core/departmental competencies for new review period. Supervisor

reviews employee Development Plan and can edit, modify or add suggestions for employee
success. Once Supervisor completes rating and planning, he/she submits evaluation to be
reviewed by second level supervisor. Note: Ratings of “Exceeded, Not Met, Needs
Improvement (Goals), Does not Demonstrate, Expert, (Competencies), Exceptional Performer,
Under‐Performer (Overall Rating),” all require documentation to support the ratings.
Second Level Supervisor Review (Step 3): Second level supervisor is the supervisor of the
rating supervisor. The second level supervisor is notified via email of task in Cornerstone. In
this step, the 2nd level supervisor will review the evaluation. Although the 2nd level supervisor
can see goals and comments made by both the employee and supervisor, he/she is not able to
make changes to the evaluation. If the 2nd level supervisor advises changes, he/she
communicates this to the primary supervisor. If necessary, a Cornerstone administrator in
Human Resources can roll the evaluation back to the primary supervisor for recommended
changes. The 2nd level supervisor acknowledges the review by electronic signature. When
submitted, the review returns to the primary supervisor.
Discussion and Acknowledgement (Step 4): Supervisor is notified via email of task in
Cornerstone. Supervisor meets with employee to discuss rating of goals, competencies as well
as planning goals and expectations for the new rating period. Changes to ratings or planning
can be made in the review during this discussion. The supervisor electronically signs the
review. When submitted, the review will move to the employee queue.
Employee Acknowledgement (Step 5): Employee is notified via email of task in Cornerstone.
Employee reviews the evaluation and acknowledges by electronically signing the review in
Cornerstone. The rating is officially complete once the employee signs electronically.
Employees with an overall rating of “Under Performer” only, may request a review of their
evaluation by contacting the Director of Consultancy or Director of Talent Management for
guidance. All involved in the rating process (rater, rating supervisor, and 2nd line supervisor)
have access to completed reviews in Cornerstone.
Rating scales are automatically calculated (by the Cornerstone Performance platform) by the
rating input of the supervisor. The Unclassified Evaluation Review rating scales are as follows:
Rating Scale for Goals:
Reason for leaving: Promotion

Rating Scale for Competencies:

Overall Rating Scale:

