
QUICK REFERENCE GUIDE 
Hourly SimonSays Performance Review 

 

Step 1: Accessing the Form 
Supervisors can find performance reviews for their direct 
reports in SimonSays under the My Workflows section. 
 Fields such as employee name, ID, job title, 

supervisor, evaluation period and region are 
automatically filled in.

Step 2: Rating Competencies 
Each competency is rated on a scale of 1 to 5 using a 
drop-down menu. The overall score is calculated 
automatically. 

Step 3: Comments & Feedback 
Supervisors should include clear, factual comments 
with specific examples to support each rating. 
 Use “Save” to save your work and return later. The 

form is saved in the My Worflows of SimonSays.
 Use “Submit” to send the form to the next step of 

the process.

Step 4: One-over-One Review 
The one-over-one manager receives the form, makes any 
edits necessary, and submits the form once finalized. 

Step 5: Supervisor Final Review 
The form returns to the supervisor for any final updates 
before meeting with the employee. This final 
submission will send the form to the 1:1 meeting step 
of the process. 

Step 6: 1:1 Meeting & Signatures 
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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