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Enterprise Time and Labor (TL) 9.0 
 

 

 
Self Service – Time Entry 
Use the ESS Timesheet to report your time worked and not worked. It is recommended that time should be entered weekly. 
This page also can be used to view the status of your reported time and your leave balances. 
 
Note: Once time is submitted, your approver can immediately approve time. 
 
Procedure: 
This lesson describes the process for entering time in PeopleSoft 9.0 through Employee Self Service (ESS). At the end of the 
lesson, you should be able to: 
 

- Navigate to the ESS timesheet 
- Understand the page features and options on the Timesheet 
- Enter time for a pay period 
- Submit time for approval 

 
In this exercise, you are going to enter 80 hours of Regular Time and submit that time for a pay period. 
 
Note: Supplementary tutorials are available for specific scenarios such as entering leave, overtime and premium pays. 
 
 

Step Action 
1. Begin by navigating to the Timesheet page. 

Click the Time Reporting link. 
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Step Action 
2. Click the Timesheet link. 

 

 
 

Step Action 
3. Use the Timesheet page to report your time. 

 
You can also use this page to track the status of your time and view your current leave 
balances. 
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Step Action 

4. The top section contains your employee information: 
 
Employee ID: A unique number assigned to every employee in PeopleSoft. 
 
Job Title: The title of your job listed in the PeopleSoft Human Resources Module. 
 
Employee Record Number: A number assigned in HR to identify when an employee has 
more than one job at the District. 

5. The Timesheet page defaults to show two weeks. If you like, you can change this view, click 
the View By list. 

6. In this example, we will enter 80 hours of Regular time for this pay period. 

To enter in time for a day click in the box below that day. 

Click in the top Monday box. 
7. Note: All hours entered on this line should correspond to the TRC that you select on this line. 

Enter the desired information into the Mon 7/14 field. Enter "8". 
8. Enter the desired information into the Tue 7/15 field. Enter "8". 
9. Enter the desired information into the Wed 7/16 field. Enter "8". 

10. Enter the desired information into the Thu 7/17 field. Enter "8". 
11. Enter the desired information into the Fri 7/18 field. Enter "8". 
12. Enter the desired information into the Mon 7/21 field. Enter "8". 
13. Enter the desired information into the Tue 7/22 field. Enter "8". 
14. Enter the desired information into the Wed 7/23 field. Enter "8". 
15. Enter the desired information into the Thu 7/24 field. Enter "8". 
16. Enter the desired information into the Fri 7/25 field. Enter "8". 
17. To select the TRC that is associated with this line click the Time Reporting Code list. 

 

 

 



 
Instructor Manual-Standard Operating Procedure (SOP) 

Self Service Timesheet – Time Entry 

 

Pa
ge

13
8 

 
Step Action 

 
18. 

All TRCs that you are eligible to select are displayed. Please remember that the TRC that you 
select on this line only corresponds to the hours that are entered on this line. 
 
Click the scrollbar. 

 
19. 

Click the Regular Pay - REG list item. 
 

 
 

 
 
 
 

Step Action 
 

20. 
Once you have entered the time you have two options "Save for Later" and "Submit". 
 
Save for Later: Use this button to partially enter a timesheet and to complete at a later date. You 
can enter information on the page each day and submit at the end of the reporting period. 
 
Submit: Use this button to submit this Timesheet to your manager. 
 
Note: Every time you submit your timesheet an email notification is sent to your manager. 
 
 
Click the button. 
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Step Action 
 

21. 
The Validate Worked Time page is displayed. 
 
Use this page to confirm that you want to save your timesheet. 

 
22. 

 
Click the Yes button. 
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Step Action 
 

23. 
Once you have "Saved" your time the Reported Time Status grid is populated with the time 
entered. The Reported Time Status displays the stage the time in. 
 
The "Status" field for each line will display "Saved" until further action is taken. 

 
24. 

 
Also populated are the Reported Hours field and each TRC line Total. 

 
25. 

Once your timesheet is complete click the Submit button. 
 

 
 
END OF PROCESS 
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SS Timesheet – Overtime 
Use the Employee Self Service (SS) Timesheet to report your time worked and not worked. 

 
Purpose 
The objective of this document is to show the end user how to enter Overtime. 

 
Please review "SS - Detailed Timesheet Overview" tutorial for further information on: 

- Navigating to the SS Timesheet. 
- Details on SS Timesheet page features and options. 

 
All overtime must be reported as Regular Pay. PeopleSoft will calculate the total number of hours worked 
for each day/week and apply pay rules to determine the correct number of hours for Overtime and if the 
employee is eligible. 

 
Note: 
Some agencies have their employees and timekeepers use a separate "Time Reporter" overtime code 
when entering overtime. For these employees please see the tutorial "SS Timesheet Overtime Code 
Entered by Time Reporter". 

 
    This example depicts an employee who works 8 hours a day Monday through Friday. In addition to 

his 40 hour tour of duty, the employee works 2 hours of overtime each day on 4/1, 4/2, 4/5 and 4/6. 
 
 

Step Action 
1. Enter Regular and Overtime hours. 

 
Note: 
All overtime hours are entered as Regular Pay. 
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Step  Action 
2.  Click in the Mon 3/29 field. 

   3.  Enter the desired information into the Mon 3/29 field. Enter "8". 

4.  Press [Tab]. 
5.  Enter the desired information into the Tue 3/30 field. Enter "8". 
6.  Press [Tab]. 

7.  Enter the desired information into the Wed 3/31 field. Enter "8". 
8.  Press [Tab]. 
9.  Two hours of overtime was worked on Thursday, Friday, Monday and Tuesday. 

 
Since overtime hours are entered as regular hours, simply enter the total hours worked for 
each day. 

10.  Enter the desired information into the Thu 4/1 field. Enter "10". 

11.  Press [Tab]. 
12.  Enter the desired information into the Fri 4/2 field. Enter "10". 
13.  Click in the Mon 4/5 field. 
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Step Action 
14. Enter the desired information into the Mon 4/5 field. Enter "10". 
15. Press [Tab]. 
16. Enter the desired information into the Tue 4/6 field. Enter "10". 

17. Press [Tab]. 
18. Enter the desired information into the Wed 4/7 field. Enter "8". 
19. Press [Tab]. 

20. Enter the desired information into the Thu 4/8 field. Enter "8". 
21. Press [Tab]. 
22. Enter the desired information into the Fri 4/9 field. Enter "8". 

23. After all the Regular and Overtime hours have been entered select the appropriate TRC. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
Step Action 

1. Click the Time Reporting Code list. 
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Step Action 
24. Click the scrollbar. 
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Step  Action 
25.  Click the Regular Pay - REG list item. 

   26.  Once you have entered the time you have two options "Save for Later" and "Submit". 
 
Save for Later: Use this button to partially enter a timesheet and to complete at a later 
date. You can enter information on the page each day and submit at the end of the 
reporting period. 
 
Submit: Use this button to submit this Timesheet to your manager. 
 
Note: 
Every time you submit your timesheet an email notification is sent to your manager. 
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Step Action 
27. Click the Submit button. 
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Step Action 
28. Click the OK button. 

   

 
 

Step  Action 
29.  Click the OK button. 

   30.  You have successfully submitted a Timesheet with Overtime for a Pay Period. 
End of Procedure. 
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SS Timesheet - Holiday Not Worked 
Use the Self Service (SS) Timesheet to report your time worked and not worked. 

 
Purpose 
The objective of this document is to show the end user how to enter a holiday where the employee does 
not work on the Timesheet. 

 
Please review "SS - Detailed Timesheet Overview" tutorial for further information on: 

- Navigating to the SS Timesheet. 
- Details on SS Timesheet page features and options. 

 
    In this example, there is a holiday on 3/29/10. The employee does not work on this day and all other 

time is reported as Regular Time. 
 

Step Action 
1. Enter holiday hours. 

 
Note: 
If you are using the same Time Reporting Code (TRC). All the hours associated with that 
TRC should be reported on the same line. 
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Step  Action 

2.  Click in the Mon 3/29 field. 

   3.  Enter the desired information into the Mon 3/29 field. Enter "8". 

4.  After all the holiday hours have been entered. 
 
Select the appropriate TRC. 

 

 
 

Step  Action 
5.  Click the Time Reporting Code list. 

   6.  The TRCs displayed are based on employee's position information. This means that 
different employees may see different codes. For example, union employees will see 
"Holiday Pay Union". 
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Step Action 

7. In this example the employee is a non-union employee. 

Click the Holiday Pay - HOL list item. 

   

 
 
 

Step  Action 
8.  Enter Regular Pay for the rest of the Pay Period. 

 
Note: 
Do not enter Holiday Pay hours for the same hours that you have Regular Pay Hours. 
Click in the Tue 3/30 field. 

   9.  Enter the desired information into the Tue 3/30 field. Enter "8". 

10.  Press [Tab]. 
11.  Enter the desired information into the Wed 3/31 field. Enter "8". 
12.  Press [Tab]. 

13.  Enter the desired information into the Thu 4/1 field. Enter "8". 
14.  Press [Tab]. 
15.  Enter the desired information into the Fri 4/2 field. Enter "8". 

16.  Click in the Mon 4/5 field. 

   17.  Enter the desired information into the Mon 4/5 field. Enter "8". 

18.  Press [Tab]. 

19.  Enter the desired information into the Tue 4/6 field. Enter "8". 
20.  Press [Tab]. 
21.  Press [Tab]. 

22.  Enter the desired information into the Thu 4/8 field. Enter "8". 
23.  Press [Tab]. 

24.  Enter the desired information into the Fri 4/9 field. Enter "8". 
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Step Action 
25. Click the Time Reporting Code list. 

   

 
 
 

Step Action 
26. Click the scrollbar. 
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Step  Action 
27.  Click the Regular Pay - REG list item. 

   28.  Once you have entered the time you have two options "Save for Later" and "Submit". 
 
Save for Later: 
Use this button to partially enter a timesheet and to complete at a later date. You can 
enter information on the page each day and submit at the end of the reporting period. 
 
Submit: 
Use this button to submit this Timesheet to your manager. 
 
Note: 
Every time you submit your timesheet an email notification is sent to your manager. 

 

 
 

Step Action 
29. Click the Submit button. 

   

 
 
 

Step Action 
30. Click the OK button. 
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Step  Action 
31.  Click the OK button. 

   32.  You have successfully submitted a Timesheet with Holiday Pay for a Pay Period. 
End of Procedure. 
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ESS Timesheet - Holiday Worked 
Use the Employee Self Service (ESS) Timesheet to report your time worked and not worked. 

 
Purpose 
The objective of this document is to show the end user how to enter a holiday on the Timesheet where 
the employee works on the holiday (and is entitled to receive a premium for working on the holiday). 

 
Please review "ESS - Detailed Timesheet Overview" tutorial for further information on: 

- Navigating to the ESS Timesheet. 
- Details on ESS Timesheet page features and options. 

 
• In this example, there are holidays on 4/12/10 and 4/23/10. The employee works all day on 4/12 and 

5 hours on 4/23. All other time is Regular Time. 
 

Step Action 
1. Enter holiday hours that the employee worked. 

 
Note: 
If you are using the same Time Reporting Code (TRC). All the hours associated with that 
TRC should be reported on the same line. 

 

 
 
 

Step  Action 
2.  Click in the Mon 4/12 field. 

3.  Enter the desired information into the Mon 4/12 field. Enter "8". 
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Step  Action 
4.  Click in the Fri 4/23 field. 

5.  Enter the desired information into the Fri 4/23 field. Enter "5". 

6.  Once all the holiday hours worked have been entered the next step is to select the 
appropriate TRC. 

 

 
 

Step  Action 
7.  Click the Time Reporting Code list. 

8.  The TRCs displayed are based on employee's position information. This means that 
different employees may see different codes. 

 

 
 
 

Step  Action 
9.  Click the Holiday Worked - HLW list item. 

10.  Next enter 3 hours of Holiday Pay (holiday hours not worked) 04/23/10. 
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Step  Action 
11.  Click in the Fri 4/23 field. 

12.  Enter the desired information into the Fri 4/23 field. Enter "3". 
 

 
 

Step  Action 
13.  Click the Time Reporting Code list. 
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Step  Action  
14.  Click the Holiday Pay - HOL l  item. 

    
    15.  Enter Regular Pay. 

 
Note: 
Holiday Worked hours should always be matched with Regular Pay hours. 

 

 
 
 

Step Action 
16. Click in the Mon 4/12 field. 

17. Enter the desired information into the Mon 4/12 field. Enter "8". 
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Step  Action 
18.  Press [Tab]. 

19.  Enter the desired information into the Tue 4/13 field. Enter "8". 
20.  Press [Tab]. 
21.  Enter the desired information into the Wed 4/14 field. Enter "8". 
22.  Press [Tab]. 
23.  Enter the desired information into the Thu 4/15 field. Enter "8". 

24.  Press [Tab]. 
25.  Enter the desired information into the Fri 4/16 field. Enter "8". 
26.  Click in the Mon 4/19 field. 

   

   27.  Enter the desired information into the Mon 4/19 field. Enter "8". 

28.  Press [Tab]. 

29.  Enter the desired information into the Tue 4/20 field. Enter "8". 
30.  Press [Tab]. 
31.  Enter the desired information into the Wed 4/21 field. Enter "8". 
32.  Press [Tab]. 
33.  Enter the desired information into the Thu 4/22 field. Enter "8". 
34.  Press [Tab]. 

35.  Again, all Holiday Worked hours should have matching Regular Pay hours. We therefore 
  have to match the 5 Holiday Worked hours on Friday with Regular Pay hours. 

 
Enter the desired information into the Fri 4/23 field. Enter "5". 
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Step Action 
36. Click the Time Reporting Code list. 

 

 
 
 

Step  Action 
37.  Click the scrollbar. 

38.  Click the Regular Pay - REG list item. 
 

39. 

  

Once you have entered the time you have two options "Save for Later" and "Submit". 

  Save for Later: 
Use this button to partially enter a timesheet and to complete at a later date. You can 
enter information on the page each day and submit at the end of the reporting period. 
 
Submit: 
Use this button to submit this Timesheet to your manager. 
 
Note: 
Every time you submit your timesheet an email notification is sent to your manager. 
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Step Action 
40. Click the Submit button. 

 

 
 

Step Action 
41. Click the OK button. 
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Step Action 
42. Click the OK button. 

43. You have successfully submitted a Timesheet with Holiday Worked for a Pay Period. 
End of Procedure. 
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ESS Timesheet - Sick Leave 
Use the Employee Self Service (ESS) Timesheet to report your time worked and not worked. 

 
Purpose 
The objective of this document is to show the end user how to enter Sick Leave on the Timesheet. Please 
note that the steps covered can be applied to different TRCs including: 

 
• Family Sick Leave 
• Sick Leave Bank - Taken 
• Personal Sick Leave - Taken 
• Scheduled Sick Leave 
• Unscheduled Sick Leave 
• Bereavement 

 
Please review "ESS - Detailed Timesheet Overview" tutorial for further information on: 

- Navigating to the ESS Timesheet. 
- Details on ESS Timesheet page features and options. 

 
• In this example, an employee takes 8 hours of Sick Leave on 3/29/10 and 4 hours on 4/5/10. All other 

time is reported as Regular Time. 
 

Step Action 
1. Enter leave hours. 

 
Note: 
If you are using the same Time Reporting Code (TRC). All the hours associated with that 
TRC should be reported on the same line. 
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Step  Action 
2.  Click in the Mon 3/29 field. 

3.  Enter the desired information into the Mon 3/29 field. Enter "8". 
4.  Click in the Mon 4/5 field. 

5.  Enter the desired information into the Mon 4/5 field. Enter "4". 

6.  After all Sick Leave hours have been entered - select the appropriate TRC. 
 

 
 
 

Step  Action 
7.  Click on the Time Reporting Code list. 
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Step  Action 
8.  Click the scrollbar. 
9.  Note: 

The TRCs displayed are based on employee's position information. This means that 
different employees may see different codes. For example, union employees will see 
"Scheduled Sick Leave" and "Unscheduled Sick Leave". 
 
In this example the employee is a non-union employee. 
Click the Sick Leave Taken - SLT list item. 

10.  Enter Regular Pay hours for the rest of the Pay Period. 
 
Note: 
Do not enter Regular hours for the same hours that you were on leave. 

 

 
 
 

Step  Action 
11.  Click in the Tue 3/30 field. 

12.  Enter the desired information into the Tue 3/30 field. Enter "8". 
13.  Press [Tab]. 

14.  Enter the desired information into the Wed 3/31 field. Enter "8". 
15.  Press [Tab]. 
16.  Enter the desired information into the Thu 4/1 field. Enter "8". 
17.  Press [Tab]. 
18.  Enter the desired information into the Fri 4/2 field. Enter "8". 

19.  Click in the Mon 4/5 field. 
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Step Action 
20. 4 hours of Sick Leave was reported on 4/5, The 4 hours worked should be entered as 

Regular Pay to make up the 8 hour work day. 
 
Enter the desired information into the Mon 4/5 field. Enter "4". 

21. Press [Tab]. 
22. Enter the desired information into the Tue 4/6 field. Enter "8". 

23. Press [Tab]. 
24. Enter the desired information into the Wed 4/7 field. Enter "8". 
25. Press [Tab]. 
26. Enter the desired information into the Thu 4/8 field. Enter "8". 

27. Press [Tab]. 
28. Enter the desired information into the Fri 4/9 field. Enter "8". 

 

 
 

Step  Action 
29.  Click the Time Reporting Code list. 
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Step  Action 
30.  Click the Regular Pay - REG list item. 

31.  Once you have entered the time you have two options "Save for Later" and "Submit". 
 
Save for Later: 
Use this button to partially enter a timesheet and to complete at a later date. You can 
enter information on the page each day and submit at the end of the reporting period. 
 
Submit: 
Use this button to submit this Timesheet to your manager. 
 
Note: 
Every time you submit your timesheet an email notification is sent to your manager. 

 

 
 
 

Step Action 
32. Click the Submit button. 
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Step  Action 
33.  Click the OK button. 

 

 
 
 

Step  Action 
34.  Click the OK button. 

35.  You have successfully submitted a Timesheet with Sick Leave for a Pay Period. 
End of Procedure. 
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SS Timesheet - Annual Leave 
Use the Self Service (SS) Timesheet to report your time worked and not worked. 
 
Purpose 
The objective of this document is to show the end user how to enter Annual Leave with Pay Time 
Reporting Code (TRC). Please note that the steps covered can be applied to different TRCs including: 
 
 Scheduled Annual Leave 
 Unscheduled Annual Leave 
 CFO Universal Leave 
 Donated Leave Taken 
  Family Annual Leave 
 
Please review "SS - Detailed Timesheet Overview" tutorial for further information on: 

- Navigating to the SS Timesheet. 
- Details on SS Timesheet page features and options. 

 
    In this example, an employee takes 8 hours of Annual Leave on 3/29/10 and 4 hours on 4/5/10. All other 

time is reported as Regular Time. 
 

Step Action 
1. Enter leave hours. 

 
Note: 
If you are using the same Time Reporting Code (TRC), all the hours associated with that 
TRC should be reported on the same line. 
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Step  Action 
2.  Click the Mon 3/29 field. 

   3.  Enter the desired information into the Mon 3/29 field. Enter "8". 

4.  Click in the Mon 4/5 field. 

   5.  Enter the desired information into the Mon 4/5 field. Enter "4". 

  After all the Annual Leave hours  have been entered the next step is  to select the 
appropriate TRC. 
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Step Action 
6. Click the Time Reporting Code list. 

 The TRCs displayed are based on employee's position information. 

This means that different employees may see different codes. 

For example, union employees will see "Scheduled Annual Leave" and "Unscheduled 
Annual Leave". 
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Step  Action 
7.  In this example the employee is a non-union employee. 

Click the Annual Leave Taken - ALT list item. 

   8.  Enter Regular Pay for the rest of the Pay Period. 
 
Note: 
Do not enter Regular hours for the same hours that you were on leave. 
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Step  Action 
9.  Click in the Tue 3/30 field. 

   10.  Enter the desired information into the Tue 3/30 field. Enter "8". 

11.  Press [Tab]. 
12.  Enter the desired information into the Wed 3/31 field. Enter "8". 
13.  Press [Tab]. 

14.  Enter the desired information into the Thu 4/1 field. Enter "8". 
15.  Press [Tab]. 
16.  Enter the desired information into the Fri 4/2 field. Enter "8". 
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Step  Action 

17.  Click in the Mon 4/5 field. 

   18.  Since 4 hours of Annual Leave was reported on 4/5, The 4 hours worked should be 
entered as Regular Pay to make up the 8 hour work day. 
 
Enter the desired information into the Mon 4/5 field. Enter "4". 

19.  Press [Tab]. 
20.  Enter the desired information into the Tue 4/6 field. Enter "8". 

21.  Press [Tab]. 

22.  Enter the desired information into the Wed 4/7 field. Enter "8". 
23.  Press [Tab]. 
24.  Enter the desired information into the Thu 4/8 field. Enter "8". 

25.  Press [Tab]. 
26.  Enter the desired information into the Fri 4/9 field. Enter "8". 
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Step Action 

27. Click the Time Reporting Code list. 

   

 
 
 

Step Action 
28. Click the scrollbar. 

 Click the Regular Pay - REG list item. 
 
Note: 
Every type of time should be on a separate line. 
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Step Action 
 Once you have entered the time you have two options "Save for Later" and "Submit". 

 
Save for Later: Use this button to partially enter a timesheet and to complete at a later 
date. You can enter information on the page each day and submit at the end of the 
reporting period. 
 
Submit: Use this button to submit this Timesheet to your manager. 
 
Note: 
Every time you submit your timesheet an email notification is sent to your manager. 

 

 
 
 

Step Action 
29. Click the Submit button. 
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Step Action 
30. Click the OK button. 

   
 

 
 
 
 

Step  Action 
31.  Click the OK button. 

     You have successfully submitted a Timesheet with Annual Leave for a Pay Period. 
End of Procedure. 
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District Policy on Performance 
Management 

The Performance Management Program is a cornerstone of the Administration’s effort to create a 
productive and accountable workforce.  The DC Department of Human Resources has an ongoing 
commitment to promote the continuous professional development and growth of its employees. 

The Performance Management Program provides a framework for developing the skills of our 
workforce, defining employee goals and objectives and supporting employee growth through 
meaningful performance evaluations. 

The ePerformance module in PeopleSoft, the comprehensive training program, coupled with Chapter 
14 of the District Personnel Manual will support managers and employees in this process. 

Phase I - Planning Performance  

The performance planning phase is a formalized process for identifying and communicating the 
organizational, agency, and individual goals expected of the employee. The performance plan consists 
of performance expectations (i.e. Competencies and S.M.A.R.T Goals) and an Individual Development 
Plan. 
 
Performance planning is a collaborative process that consists of the supervisor and employee working 
together to determine the performance expectations and development objectives to be accomplished 
during the review period. 
 
The ePerformance System open for plan creation and finalization.  All Performance Plans must be in 
place and finalized by Jan 31 

Phase II - Managing Performance  

The Managing Performance Phase of the performance management cycle begins February 1st -May 
31st it consists of: 

I. the mid-year progress discussion; 
II. Documentation of performance and plan modifications; 
III. Performance Improvement Plan (If necessary) and 
IV. Feedback. 
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I. Mid-year progress discussion - A formal meeting between a supervisor and employee to discuss 
the employee’s performance and development.                        
  

SUPERVISOR’S ROLE EMPLOYEE’S ROLE 

Provide feedback to the employee 
and identify performance 

deficiencies that need to be 
addressed prior to the end of the 

review period. 

Provide the supervisor with information 
on her/his accomplishments, obstacles that 
may be preventing her/him from meeting 

performance expectations, and ask for 
feedback on her/his 

 How to Prepare for and Conduct a Mid-year Progress Discussion 

SUPERVISOR 

Step 1: Gather your observations, notes, documentation, and any other materials in regards to the 
employee’s performance. 

Step 2: Compare actual performance to the performance expectations. 

Step 3: Meet with your employee, be sure to state the purpose of the meeting in clear and direct 
terms.   

Step 4: During the meeting use appropriate examples of behavior to ensure the employee understands 
what you are trying to communicate to her/him. 

Step 5: After the meeting write a summary of the discussion in ePerformance. 

*The Mid-year Progress Discussion is a dialogue between the supervisor and the employee. Ratings should 
not be assigned to the performance expectations during the Mid-year Progress Discussion. 

EMPLOYEE 

Step 1: Gather information on your accomplishments and any obstacles preventing you from meeting 
performance expectations. 

Step 2: Compare actual performance to the performance expectations. 

Step 3: Meet with your supervisor to discuss your performance. Be sure to ask your supervisor for 
performance-related feedback. 
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The ePerformance System will only open for exceptions (e.g. propose re-open dates the 15th and 
30th of each month to capture all new hires, transfers, rehires, etc.). 

Evaluating Performance Phase III 

The Evaluating Performance Phase of the performance management cycle consists of 6 steps. 
They are: 

1. Employee creates and submits a self-evaluation to her/his supervisor. 
2. Supervisor creates and submits the official evaluation to the reviewer. 
3. Reviewer approves and submits the official evaluation to the Agency Director. 
4. Agency Director approves the agency’s rating distribution and submits the evaluations to the City 

Administrator. 
5. City Administrator approves the agency’s rating distribution and ePerf Admin sends the official 

evaluation to the supervisor. 
6. Supervisor makes the evaluation available to the employee and holds the year-end discussion with the 

employee. The supervisor and employee acknowledge that the year-end discussion was held, and then 
the supervisor completes the evaluation. 

I. Self-Evaluation  
Self-evaluation is the process in which the employee provides a self-assessment of his/her 
performance 
based on the performance expectations established in the performance planning phase. 
 
The purpose of a self-evaluation is to: 

• Allow the employee an opportunity to document his/her accomplishments during the review period; 
• Serve as a reminder to the supervisor of his/her employee’s accomplishments during the review 

period; and 
• Provide the supervisor with a sense of how the employee view’s his/her performance prior to the 

year-end discussion. 
 
II. Year-end Discussion 

The year-end discussion enables the supervisor and employee to discuss the official evaluation. 

How to Prepare for the Year-end Discussion 

SUPERVISOR 
a) Ask the employee to do a self-evaluation. (Optional) 
b) Review the employee’s self-evaluation (if applicable). 
c) Gather your observations of the employee’s performance documented during the performance 
management period. 
d) Compare the employee’s actual performance to the performance expectations. 
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e) Review the rating category definitions and assign a rating to each performance expectations, and 
write a narrative justification. 
f) Write an overall summary of the employee’s performance. 
g) Discuss the evaluation with the Reviewer. 
h) Await the approval of your Agency Director and the City Administrator. 
i) Schedule the year-end discussion with the employee. 

The ePerformance System will be open for employees to create and finalize self-evaluations and 
for supervisors to finalize official evaluations.  The evaluation period ends Dec 30. 

 
Performance Rating Appeals 
The District Personnel Manual’s (DPM) Chapter 14 “Performance Management” includes revisions to 
the performance rating appeal procedures. The committee responsible for review and disposition of 
performance rating appeals (Reconsideration and Resolution Committee) will be housed at the agency 
level.  Independent agencies may establish a review process for their employees. The following forms 
and documents provide guidance in this area.  For specific regulatory information, please refer to the 
DPM Chapter 14 “Performance Management,” § 1415 “Employee Request for Review.” 
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District of Columbia Policies on Discipline 
 

 

 
Per the District Personnel Manual (DPM)  

 

 

 

DC Personnel Regulations, Chapter 16, Part I 
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