
Reviewing Leaders have the option to add a Co-Planner to an evaluation. 
A Co-Planner assists in the performance evaluation process by contributing valuable
insights.
They’ll receive a performance evaluation form, and the reviewer can see what they
wrote after it’s done.
Up to three (3) Co-Planners can be added to a performance evaluation. 

You may want to use a Co-Planner when:
The Team Member being reviewed reports to multiple leaders.
The Team Member was recently transferred and spent part of the review period
reporting to a different leader. 

Note: The Co-Planner cannot release the Performance Evaluation. Only the original Reviewing
Leader (the Team Member’s Manager as reported in ADP) can release the evaluation. 

To Add a Co-Planner, click the          icon to go the Team view, click Performance Reviews,
and then Team Performance Reviews.

How to Use the Co-Planner Feature in Performance Evaluations
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Click Review Now. 

Continued on next page.

You will see all of your direct reports that have been assigned this evaluation.
Click Manage Co-Planners.



Click the Check Box next to the names of Team Members who you would like to assign a
Co-Planner to.
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Click Add Co-Planner. 
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Type the name of the Co-Planner that you would like to add.
Note: Co-Planners must have direct reports in ADP. Team Members who do not have this
permission in Westgate Learn are not eligible to be co-planners for an evaluation. 

Click Save to add the Co-Planner.
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You can verify that the Co-Planner has been added by clicking the drop down
icon. 
The state will show as:

Released once the Co-Planner has submitted their evaluation.
Draft if the Co-Planner has not submitted their evaluation. 
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Co-Planner Evaluations can be found in the Team View ⟶ Performance Reviews ⟶
My Co-Planner Performance Reviews.
Click Review Now to begin the Co-Planner Evaluation.

How to Submit a Performance Evaluation as a Co-Planner
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What’s next?
The Co-Planner can follow the How to Submit a Performance Evaluation Quick
Reference Guide to submit their evaluation. 

This will provide an additional perspective for the Reviewing Leader to consider. 
When the Reviewing Leader enters the Team Member’s Performance Evaluation, they
will see a third column labeled Co-Planner Score. 
They can click the Co-Planner tab to view the scores and comments submitted by the
co-planner.
The Reviewing Leader must still submit the evaluation and release it.


