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Step 1: Accessing the Form ' o EMPLOYEE INFORMATION
Supervisors can find performance reviews for their direct
reports in SimonSays under the My Workflows section. NAME -
» Fields such as employee name, ID, job title, Casey Concrete
supervisor, evaluation period and region are
automatica”y fl”ed in. EMPLOYEE ID NUMBER * JOBTITLE+
123456 Ready Mix Driver
Step 2: Rating Competencies JSUPERVISOR NAME « REGION «
Each competency is rated on a scale of 1 to 5 using a T —
drop-down menu. The overall score is calculated
aUtomatlcally' Evaluation Period - Beginning Month = Evaluation Period - Ending Month +
1 12

Step 3: Comments & Feedback

Supervisors should include clear, factual comments PERFORMANCE COMPETENCY / EXPECTATION
with specific examples to support each rating.

> Use “Save”tosaveyourwork and return later. The SAFETY:+
formis saved in the My Worflows of SimonSays.
> Use “Submit” to send the form to the next step of Demonstrates personal behavior and decision-making that reinforces the development of a proactive safety
th e pr ocess culture; accepts responsibility for his/her role and meets defined expectations for safety processes aligned with
: Goal Zero.
Step 4: One-over-One Review ‘ P V‘
The one-over-one manager receives the form, makes any
edits necessary, and submits the form once finalized. 5 - Exemplary

4 - Strongly Demonstrated
dYalues; demonstrates willingness to work with and

. . . 3 - Suitably Demonstrated
Step 5: Supel'VISOI' Flnal ReV|eW 9- NL:eZs iur?:zc:gse\rfae:)pmenl ‘e?onsirar‘es respect folr fe!fow ejmp!oyees and supervisors
Ehfe form returns to l'E]hehsupervlisor forT ahny ffinalI updates - R DS P R
erore meeting with the employee. is fina =e—"-""____
submission will send the form to the 1:1 meeting step
of the process. SUPPORTING COMMENTS & FEEDBACK *

1 wehat perfirmance arsss) does the indhidual meet or encesd expectations and why?

step 6: 1:1 Meeting & Signatures 1 what performance aress)is there opportunity for improvement andfor developrment?
The supervisor meets with the employee to review the
form. Both parties sign after the discussion.

> After signing, click “Submit”.

Step 7: HR Notification
A copy of the signed form is automatically emailed to
the Human Resources team.
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