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	STEPS TO CHANGE AN OFFICIAL’S RATING (MOVING UP OR DOWN) 




	


	
	Who is this process for:

	
	· Officials who ask for their rating to be evaluated
· Supervisors who recommend that an official’s rating be changed (moved up or down)

· Director of supervision who recommends that an official’s rating be changed (moved up or down)


	
	How does a rating get changed:

	
	There are two methods to change a rating: Request a Rating Evaluation or Recommend for a rating to be changed



	
	Rating Evaluation 
The officials complete the Request for Rating Evaluation form and submit it to the Director of Supervision at supervision@odwhra.com
The Director of Supervision 
· evaluates the request
· Completes the Supervisions History section on the Request for Rating Evaluation form

· follow-up with the supervisors if the request is justified (three supervisions must be done by three different supervisors at the requested level)
· Updates the Supervision History  section (with the new supervisions) and completes the Supervisions Summary section on the Request for Rating Evaluation form

· sends report to all supervisors for recommendation and decision

· communicates the decision to the official

· communicates with the assignors to advise of the new rating (if rating changed)
Request for Rating Evaluation form


	
	Rating Recommendation 
The supervisors complete the Recommendation for Rating Change form and submit it to the Director of Supervision at  
supervision@odwhra.com
The Director of Supervision 

· completes the Supervision History  section on the Recommendation for Rating Change form 

· follow-up with the supervisors (three more supervisions must be done by three different supervisors at the recommended level)

· Updates the Supervision History  section (with the new supervisions) and completes the Supervisions Summary section on the Recommendation for Rating Change form 

· sends report to all supervisors for recommendation and decision

· communicates the decision to the official

· communicates with the assignors to advise of the new rating (if rating changed)

Where recommendations come from the Director of Supervision, the same steps applies.

Recommendation for Rating Change form
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