
Competency Evaluation Process
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ROM or designee,
conducts initial
hire orientation
and administers

CE Form (Rev. 3-
03-05) to new hire.

New Technician/
Account Supv.
completes CE

form, signs and
dates.

CE test results are
reviewed with

employee.
Reviewer signs
and dates form.

Completed CE
form is forwarded
to Regional Office

ROA reviews form:
employee’s correct name,
FT/PT status, correct title,

correct grade, location, zone
and zone/region prior to data

entry.

From CE database
template, ROA selects

corresponding CE
database for region and

correct annual period

Following format of CE
form, ROA enters data

from form into
corresponding

database categories.

When annual period
is complete, ROA
forwards regional
CE database to

Zone Ops. Mgr &
Zone Office

Administrator via
email.

Zone Office
Administrator

receives annual
regional CE
database.

ZOA generates
reports from CE

database
information.

ZOA forwards
reports to Zone

Ops. Mgr. & Reg.
Ops. Mgr. for

review.

Zone Ops. Mgr.
receives, reviews
and approves CE
database for ZOA
report generation.

At end of annual
period, ZOA saves

data and reconfigures
all regional templates
for data entry in new

annual period

At start of new annual
period, ZOA forwards

new regional CE
database templates to
appropriate ROA via

email

ROA
receives

new annual
period CE
database

Reg. Ops. Mgr.
conducts employee
annual review and

administers CE
form to employee

Employee
completes, dates
and signs annual

CE form.

Corporate notifies Reg.
Ops. Mgr. of employee’s

annual review date.

ROA enters data for
employees

throughout year,
adding new/deleting
termed employees

as needed.

New Technician
and/or Account
Supervisor is

hired.

Reg. Ops. Mgr.
receives & reviews

CE reports for
annual period.

ROM receives
employee’s annual

review date
notification.

Reg. Office
Admin.

receives CE
form

Zone Ops. Mgr.
receives & reviews

CE reports for annual
period.


