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In this module you will learn about performance management as a supervisor. This module will convey
information about performance plans and IDP documents and the associated responsibilities of
supervisors.

This module includes the following Sections and Topics:

- _

Section 1; Establish a Performance Plan Create a Performance Plan

Submit a Performance Plan

Section 2: Complete Mid-Year Progress Review Track Employee Progress
Review Employee Self-Assessment

Submit Mid-Year Progress Review

Section 3: Complete Evaluation Track Employee Progress
Nominate & Track Participant Reviews
Review Employee Self-Assessment

Submit Evaluation

Section 4: Second Level Supervisor Approval Approve/Deny Rating
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SECTION 1: ESTABLISH A PERFORMANCE PLAN

This section provides an overview of establishing a performance plan. Supervisors can create, update
and sign performance plans in HR Links to track and evaluate an employee’s performance.

The following topics will be covered in this section:
Topic 1.1 - Create a Performance Plan

Topic 1.2 — Submit a Performance Plan

TOPIC 1.1: CREATE A PERFORMANCE PLAN

This topic will cover creating a performance plan. As a Supervisor, you can initiate, save, and submit
employee performance plans. Your employees also have the capability to initiate and save their
performance plans; however, only you can submit each plan to complete the document.

Supervisor functions can be found in the Team Performance component, where you can start a new
performance document, or update/view in-progress performance documents.

1 To begin creating an employee performance plan, click the Team Performance tile on the
Manager Self Service homepage.

ALF

v Manager Self Service

Company Directory

Employee Snapshot Team Time Team Performance Manage Matrix Teams

15 Exceptions

2 To start a performance plan, click Create Document.

< Manager Self Service Team Performance

»
]|
@

Current Documents

Current Documents
Historical Documents

You do not have any Current Documents for your team.

Create Documents
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Note: If your employee has already started his/her performance plan, it will be available on the Current
Documents page.

3 On the Person Selector page, select the employee(s) for whom you want to create a performance
plan.

4 Click Continue.

Cancel Person Selector ||

» Search Options

Select Employees

™
Name / Title / ID Directs / Total Department
Coco Keith
Program Analysis Officer Facilities Management Division
00046098
Jesse Fenner
Program Manager Contracting

00046080

Note: If you select multiple employees on the Person Selector page, a performance document for each
employee will be created using the same criteria.

5 Select the performance Period Begin Date and Period End Date by clicking the calendar icons.
Note: You may modify these dates after creating the performance document.

6 Select Performance Document from the Document Type drop-down menu.

7 Select No from the Clone from Prior Document slider switch.

Note: If you have prior year performance documents you would like to copy and edit, select Yes from the
Clone from Prior Document slider switch and search for the document you wish to copy.

8 Select the applicable performance plan template from the Template drop-down menu (e.g., GSA
employees select “GSA Annual Performance Plan”).

9 C(lick Create.
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Cancel Create Document

Period Begin Date  10/01/2017

1

Period End Date 09/30/2018

Document Type | Performance Document v

Clone from Prior Document ( ) No

Template | GSA Annual Performance Plan v

10 Click the newly created performance document to open.

< Manager Self Service Team Performance O]

Current Documents 1

Current Documents Create Documents
Historical Documents

- n
Period
o o Begin / Next Due
D Dc
Name [ Job Title Type Status Period Date
End
i 10/01/2017
Jesse Fenner 46 Establish Performance 10/31/2017
Plan >
Program Manager gerformance 09/30/2018
ocument

11 If necessary, click Adjust Dates to adjust the period of performance.
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Performance Process 0 «

Performance Document S ]
Staps and Tasks S e~  Establish Performance Plan - Update (G Print | [ Notity | 8] Export
Jessze Fenner :J_l:_‘_.;_s_f:‘_l_:!:.‘_l:ll'l_l;[
Performance Documant Job Title Program Manager Manager Thomas Schneder
1012017 T DWAV2018 Overview Document Type Perfermance Dacument Period 10/01/2017 - 09/30/2018

Template GSA Annuai Performance Flan Document ID 45
- Establish Performance Plan Status |n Progress Due Date 10/31/2017
Dua Date 13172017 @ You have successhully created a new Performance Docurnent.
Update

nance criteria (goals andor responsibilites) that you plan to accomplish during the performance penod,
2 completed this step sefect the “Save” bulton to save your progress and make il avalable 1o your Manager for final review and

~ Expand All | (v Collapse All | [ TAB Format | [55f] Adjust Dates '
MNemanate Participants

DuaDate 11142018 ¥ Section 1 - Position Description Review Certification

Complete Mid-Year Seff-Assessment
Dua Date 05312018

Position Description Review Cedification will be evaluated by: Empioyse, Managar
Complate Sell-Assessment ! ¥ ! 4

Dua Dato 11142018 = Expand | »: Collapse

. Riview Managir Evalustion ¥ Position Description Review Certification
Dus Date 111472018

Section 2 - GSA Elements

GEA Elemants will be evalualed by: Employes, Manager, Other Participant

Uiy Organizational Goais & Objectives | [, Add Cribcal Element

Section 3 - Development and Training

Devalopmant and Training wil be avaluated by: Employes, Manager

x Expand | s Colapes

12 Enter the new period of performance.

13 Click OK.

Period Dates

Select a New Period begin and end date and click
Save to update the period of performance of this

document.
Period 10/31/2018 to  11/01/2019
New Period B to 5]

Cancel OK

Note: Supervisors cannot submit an appraisal rating unless it has been at least 120 days since the

document issue date. If you receive an error regarding the document issue date, contact your Servicing
HR Office.

14 The blank performance plan loads. Click Expand All to expand all sections of the performance
plan.

15 Click Add Critical Element to add content to the performance plan.
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Performance Process 0 «

Performance Document | Save |
Staps and Tasks o - i a4 ~ {
o Establish Performance Plan - Update GPrne | EaNony | W) Export
Jesse Fenner Jesse Fenner

Performance Documant Job Title Program Manage Manager Thomas Schneder
OUZ0TT T 0902018 Overview Document Type Performar

Daocument Period 10001/2047 - 09V30/2018
Template GS5A Annual Performance Flan Document (D 45
x Establish Performance Plan Status |n Progress Due Date 10/31/2017
Dua Date AWI201T

@ You have successhully created a new Performance Docurnent.
Update

) that you plan o scc nod,
sanager for final teview and

Complate Mid-Year Seif-Assessment

DuaDate 053112018 — —
I ~ Expand All ' + Collapse All | [F5 TAB Format  [is] Adjust Dates
'

MNemanate Participants

D TaEee Section 1 - Position Description Review Certification
» Complets Sell-Assassmant Pasiticn Description Review Cedification will ba evaluatad by: Empioyes, Managar
DuwDato 111412018

= Expand | » Colapse

Rl Managsr Evalusiion Position Description Review Cerlification

Dus Date 111142018

Section 2 - GSA Elements

GEA Elements will be evaluated by Engploves Manages

.J'. Add Cribcal Element

Section 3 - Development and Training

¥ Organizational (Goals & Objectives

Devalopmant and Training wil be avaluated by: Employes, Manager

= Exnand 2 Coliapes

16 Select the applicable radio button on the Add Element page.

Performance Process 8 % Performance Document
Steps and Tasks S o~ Add Element
Jesse Fenner O

Add pre-defined element
Performance Document

10/01/2017 = 09/30/2018 Overview Add your own element

Copy element from my Documents

-

Establish Paerformance Plan

Due Date 1312017 Copy element from My Team's Documents

Update and Submit
Next

Complete Mid-Year Progress Review
Due Date 05/31/2018 Return

The options include:

17

Add pre-defined element: Add element from the content library. For employees with supervisory
responsibilities, use this option to add the required 40% leadership elements.

Add your own element: Build a custom element from scratch.

Copy element from My Documents: If you have completed performance documents available,
you will be able to select elements from them using this option.

Copy element from My Team'’s Documents: If you have completed performance documents for
other members of your Team, you will be able to select elements from them using this option.

To add a sub-element to a critical element, click Add Specific Measure.
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Performance Process o «

Performance Document Retlurn to C
Stepe and Tsks © @~  Establish Performance Plan - Update and Approve
Jesse Fenner ~ Expand Al | (v Collapse All | [ TAB Format 3] Adjust Dates

Performance Docurnent e ;
0012017 - 0B0E0IE b Section 1 - Position Description Review Certification

Positon Descnplion Review Cerfication will be ovaluated by: Employes, Manages
2 Establish Performance Plan
Duc Datc 091017 = Expand | (» Collapse | [ Add llem

Update and Submit Position Description Review Certification

» - ik By
Complete Mid-Year Progress Review . .
i OSABEE Section 2 - GSA Elements
e Date 0531208
v GSA Elements wil be evaluated by Employee, Manager, Other Particpant
Mominate Farticipants i
Dise Date HazMe = Expand | » Collapse | '4_‘_‘ Organizabional Goats & Objectives | [ Add Critical Elernent
Leading People [Leadershi
L Review Participant Evaluations g Reopie [ Pl
DueDate 117142048 Description * |.oads people loward meeling 1he organization's vision, mission, and goals: Provides an inclusive workplaces that fosters the - o
development of others, facilitates coo A ik, and supports constructive resolution of conflicts = &
Measurement - General Measure: Quality, quantity 2
L Review Employse Sell-Assessment
Due Date 114018 Derived from, Position description, OPM Executive core qualifications and supervisory guide
- cal: Yes
» * Strelch Goal: Na

Complele Manager Evaluation
DueDate 11142018

Weight 0 ag

Aligns To
Organizational
Goals & Objectives

[#] Acd Sub-Element

Created By Thomas Schosider 000 T1IEM

Custom Element Title
Description - Description: Custom element descnplion
General Measure: Quality & Timolness Y
Derived from: Position Desc -

Measurement . 1- Level 1 descrpiion
i

n

18 Select the applicable radio button on the Add a Specific Measure page:

1
Performance Document

Add a Specific Measure

You have chosen to add a new Specific Measure.

You can either enter a new Specific Measure on your own, or choose a Specific Measure already
defined in the system. When you are finished, select the Next button to continue

@ Add pre-defined Specific Measure

O Add your own Specific Measure
Mext

Return

Options include:

e Add pre-defined specific measure: Add element from the content library. This option is only
available when a pre-defined element is selected.

e Add your own specific measure: Build a custom sub-element from scratch.
19 Add a weight for each element in the Weight field.
20 To edit an element or sub-element, click the pencil icon.

21 To delete an element or sub-element, click the trash can icon.
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22 Click Save to save your work. You can return to HR Links at any time to continue working with a
saved performance plan.

Performance Process o = Parformance Document Return to Currenl Ducu.-n-_anl Sign and Submit

Stens s Thsks 2 er Establish Performance Plan - Update and Approve @Print | 9 Nolly | B Expor
SEGUON £ - LOMA CIEMENILS § ’

Jesse Fenner

Performance Document

100172017 - Di30V2018 Cverview

GSA Elemaents will be evaluated by Employoe,

nages, Other Particpant

= Expand | (» Collapse | Mg Organizational Goals & Objectives | [§ Add Crilical Element
& Establish Perdformance Plan Leading People [Leadership]
Due Date 10320TT Description - Leads people toward mesting the organa;
Update and Submit eopR

Measurement  (

gualifications and supanisory guide

Complete Mid-Year Progress Revew

Aligns To
Organizational
Goals & Objectives

Employes Development . '
: Review Employse Self-Assessment i B 2 " a il
Dua Date 11142018 Description. Using merit principles, ensures stafl ane approprately developed and
S i dactbbiy utilizad
L Complote Manager Evaluabion Meagures
Due Date 117142018

he organiza

by
ough formal and informal

TOPIC 1.2: SUBMIT A PERFORMANCE PLAN

This topic will cover submitting a performance plan. Once you have submitted a performance plan, the
document will automatically become available to the employee for review and acknowledgment.

1 After creating a performance document, click Expand All to expand all sections of this
performance document.

2 Under the Position Description Review Certification section, click the pencil icon to edit.

Position Description Review Certification

Description : | certify that | have reviewed the employee's position description. If | do not believe it is an accurate statement of the major -
duties and responsibilities of the position, | have initiated appropriate action é’

* Status:
* PD Reviewed on:

Created By Template 02/10/2018 3:02PM

3 From the Status drop-down menu, select the appropriate status.

4 Click the calendar button next to the PD Reviewed on: field and select the appropriate date to
certify that you have reviewed the employee’s position description.

5 Click Update to save your certification.

Performance Management for Supervisors



Performance Document

Edit Item

Title Position Description Review Certification

Description il

i Font - Size ~-W B T U

= A- B

| certify that | have reviewed the employee's position description. If | do not believe it is an

accurate statement of the major duties and responsibilities of the position, | have initiated
appropriate action.

| B |
Status] Position Description has been review ¥ [f

PD Reviewed on: 10/10/2017

Return

Click Sign and Submit to submit the document for employee acknowledgment.

Performance Process B ] T, — Return to Current Documents | Save
Steps and Tasks [+ ] - f
P S e Establish Performance Plan - Update and Approve & Print | [ Notiy | B} Expor
T DECUN £ - LDA CIBMENLS o
Jesse Fenner
Performance Documont GSA Elements will De evalualed by Employee, Manager, Omer Pariopant
10012017 - I30V2018 O
il kit = Expand | (» Collapse | l"g Organuzational Goals & Objectves | [ Add Crilical Elernent
o Establish Performance Plan + Leading People [Leadership]
DueDate 103177 Description - Leads paople toward meating the organzation's vision, mission, and goats. Frovides an inclusive workplace that fostors the
Update and Submit devalopment of others, faci P and leamwork, and suppots constructive resolution of conflects rf"" & D
i Measurement ' General Measure: Cuality, quantity, and timeliness.
Desived from; Position description, OPK Executive core gualifications and supanisory guide
» Complete Mid-Year Progress Revew * Cmical: Yes
L ® Stratch Goal: Mo
v Weight| 40 g,
Aligns To
Organizational
.4 Review Parficipant Evaluations Goals & Objectives
Due Date MH4R018
Empl, Devel, nt
’ Review Employes Sell-Assessment TR, e e A
sk Description. LUsing merit principbes, ensures stafl ame appropiately developed and
Dua Date 1171472018
utilized
L Gomplete Manager Evaluation Measures
Due Date 117142018 1- Thi qui

T quality of ihe employes's work s not adequate for the posdion or
organizational needs. Tasks are nol complated with the required sccuracy and
thoroughnass. Praducts are nat complated within astablished timaframes o requira
majer revision becausa they are of ingccurate. Lack of adheronce 1o required
procedures, instructions, and Tormuals contribute to inadegquate work products
Deficioncios create adverse coNseqUences for the orga
burden

ation o create unaccoptable
for other parsonnel. The employee’s lack of cooperation wilh customers,
supervisor, andlor coworkers, or 1055 of cradibiily due o imesponsible communscation or
wofk activity, interferes with the of the waork.

2- Minimally devetops the ability of olhers by providing ongoing feedback and
opporty 10 leam throg | mathod

the al te to the organization by
providing ongoing faedback and epportunities to karm through formal and informal
methods.

Note: If the element weightings do not equal 100%, an error message will appear.
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Performance Process ] [~ N—- Return to Current Documents | Save | | Sign and Submi

[Staps and Tesks € o> Establish Performance Plan - Update and Approve & Pint | £ Noty | E)Export
Jesse Fenner Jesse Fenner

Perfarmance Document Actions =

1012017 = 0R30N2018 Ovarview Job Title Program Manager Manager Thomas Schooder

Document Type Performance Document Period 10/01/2017 - 03072018
et Establish Performance Flan Template GSA Annual Performance Plan Document ID 46
Due Date 103172017 Status |n Progress Due Date 10/31/2017
Update and Submit 4 Problem(s) completing your request:

* Please adjust the GSA Elements section’s item weighting by 60%, so that item weights add up to 100%.

Complete Mid-Year Progress Review

Bue Date g83172008 = Expand Al | v Coltapse All | [[= TAB Formal i) Adjust Dates
"~ Nomnale Parbcpants * Section 1 - Position Description Review Certification
Due Date 111142018

Position Description Review Certification will be evaluated by: Employes, Manager
Review Participant Evaluations =
« Expand | Sollapse | [ Add ltem
Fue Die 11472018 Expand » Collapse | [E Add Hew
* Position Description Review Certification

Review Emplyes Saf-Assesamont Description 1 cartify that | have reviewer

employes's posifion description, If 1 do not befieve it is an accurate statement of the major

Due Date 1111412018 duties and responsibishes of the posit liated approprate ackon 7
] Complate Manager Evaluation * Stalus. Posibion Descripban has been roviewed
Due Date 111472018 * PD Reviewed on: 1001002017

7 Adjust the element weightings and click Sign and Submit.

8 Read the information provided in the confirmation box and click Confirm.

Sign and Submit Performance Criteria

Select confirm to approve and sign the employee's Performance
Plan. A request will be sent to the employee asking them to
acknowledge that they have read and discussed this document with
you. The employee must acknowledge the Plan before the document
is considered Complete. If the employee is unavailable to sign or
refuses to sign, you must override the employee's acknowledgment
to complete the Performance Plan.

Confirm ] Cancel

The performance plan has now been submitted to the employee for review and acknowledgment.

9 If the employee is unavailable to sign his/her performance plan, or refuses to do so, you are
required to complete the performance plan using the Override Acknowledgment feature. To
access Override Acknowledgment, click Establish Performance Plan from the left Steps and Tasks
menu.

10 Click Override Acknowledgment.

Performance Management for Supervisors 11



o]
Performance Process Performance Document

~ . . L
Steps and Tasks S @~¥  Sign and Submit Performance Criteria
Jesse Fenner The performance document has been successfully shared with the Employee
Performance Document
10/01/2017 - 09/30/2018 Overview

-

‘Establish Performance Plan

ol 1094901

Override Acknowledgement

Reopen

11 Click Override Acknowledgment in the top right corner of the page.

Performance Process Parformance Dacument Hetum ta Currant Dacument=ll Overide Acknowledgement

S o e 2 ©v  Establish Performance Plan - Update and Approve &Pt | £ Notty | B Expont
Jesse Fenner Jesse Fenner :
Performance Document Achons =

00127 C 08su018 Overview Job Title Program Manager Manager Thomas Schneider

Document Type Parformance Do

Period 10:01/2017 - 093002018
it Establish Performance Plan Template G54 Annual Po

Document ID 46

Status Due Date 10:31/2017
utled to
hisher signature by clicking the "Overide Ac

Due Date 1312017

Overnde Acknowledgement

rmance Plan has been s
iy oV

s unavadable Lo sign, or refuses Lo do so, you
Reopen
» Expand All | v Collapse Al [i#] Adjust Dates

Complate Mid-Yaar Prograss Review

Due Date 083172018

Section 1 - Position Description Review Cerfification

Position Description Review Cedification will be evaluated by Employee, Manager
Nominate Participants

Due Dang (GET-T: = Expand | '» CoBapse

12 Select the appropriate reason for completing the override and click Confirm.

Acknowledge

You have chosen to override your employee's acknowledgement of this performance document.
Please indicate the reason for completing the override

' Employee Not Available

Employee Refused

Upon selecting confirm, your electronic signature will be placed in the employee's signature section on
this document with the reason why you are overriding the employee acknowledgement.

—

The override has been completed.

SECTION 2: COMPLETE MID-YEAR PROGRESS REVIEW

TOPIC 2.1: TRACK EMPLOYEE PROGRESS

This topic will cover tracking employee progress during the appraisal cycle. HR Links allows Supervisors

to enter comments regarding employee progress immediately after the employee’s performance plan
has been completed.

Below is an example of the Team Performance Supervisor dashboard, which can be accessed from the
Manager Self-Service fluid page, explained in Topic 1.1. In this example, the Supervisor has only initiated a

Performance Management for Supervisors 12



performance document for one employee. The document status is “Track Progress” and the status bar is
yellow, indicating the employee has begun drafting or completed his/her mid-year self-assessment.

1 Click the performance document to begin tracking employee progress.

< Manager Self Service Team Performance )

Current Documents 1

Current Documents Create Documents
Historical Documents

g T
Period Begin / Next Due
Name [ Job Title Document Type Document Status Period End Date
1012017
Jesse Fenner 46 Track Progress 05/31/2018 )
Program Manager Performance Document [ 4 0302018

If the employee’s performance plan is completed, the Complete Mid-Year Progress Review page will
automatically appear. If you are directed to the Establish Performance Plan page, the employee'’s
performance plan has not been completed. Return to Topic 1to complete the plan.

2 Click Expand All and to expand all sections of the performance document.

o « VR i
Performance Process Performance Document Save Skip Mid-Year Progress Review | | | Sign and Submit
Steps and Tasks C ov i i

Complete Mid-Year Progress Review - Update and Share et | £ Moty | ) Expon
Jesse Fenner Enter your comments on the employee's progress against their performance criteria. When ready. select the "Sign and Submit” button to save your
Performance Document changes and notify the employee your comments have been shared. This can be done before or after you meet with the employee to discuss their
progress. Once you have shared your comments with the employee, schedule a meeting fo review your feedback. If the employee is unavailable to

10/01/2017 ~ 09/30/2018 Overview 3

sign his/ner review, or refuses to do so, you will need to override acknowledgment in the next step.

» @ Establish Performance Plan —
DueDate 107312017 I - Expand All |I. Collapse All | [ TAB Format i Adjust Dates

~ I complete Mid-Year Progress Review Section 1 - GSA Elements
DueDate  05/3172018

; GSA Elements will be evaluated by: Employee, Manager, Other Participant
Update and Submit

-~ Expand | » Collapse | H‘E Organizational Goals & Objectives
Override Acknowleagment

Custom Element Title
Description : Description: Cusfom element description

General Measure: Quality & Timeliness
Due Date 11/14i2018 Derived from: Position Description

Nominate Participants

» Review Participant Evaluations gef;:erfzm ;;;C,J;}ML,;VEI‘ 1 aeserpten
Due Date 11/14/2018 3 - Level 3 description

4 - Level 4 description

Review Employee Self-Assessment 5 - Level 5 description

DueDate  11/14/2018

* Critical: Yes
* Stretch Goal: No
) Complete Manager Evaluation Weight 60 %
DueDate  11/14/2018
Aligns To

Qrganizational
Goals & Objectives

Rating v
Manager Comments _ LAl
52 Font ~ifsze -{B F U= = A- B - ¢

3 If the employee has submitted his/her self-assessment, you will see an additional box for

Employee Comments. Enter progress notes in each of the Manager Comments text boxes, as
appropriate.

4 Click Save to save and return to this progress review at a later time.

Performance Management for Supervisors 13



Performance Process o «
Steps and Tasks s o~

Jesse Fenner

Performance Document
10/01/2017 = 09/30/2018 Overview

* @ Establish Performance Plan
Due Date 103112017

Complete Mid-Year Progress Review
Due Date 05/3112018

Update and Submit

Override Acknowledgment

Nominate Participants
Due Dale  11H4/2018

Review Participant Evaluations
Due Date 111472018

Review Employee Self-Assessment
Due Date 111472018

Complete Manager Evaluation
Due Date 111472018

Performance Document Skip Mid-Year Progress Review | | | Signand Submit

Complete Mid-Year Progress Review - Update and Share & Pont | 1Nty | ) Sxport

Enter your comments on the employee's progress against their performance criteria. When ready, select the "Sign and Submit" button to save your
changes and notify the employee your comments have been shared. This can be done before or after you meet with the employee to discuss their
progress. Once you have shared your comments with the employee. schedule a meeting to review your feedback. If the employee is unavailable to
sign his/her review, or refuses to do so, you will need to override acknowledgment in the next step.

» Expand All | » Collapse All | ETAB Format [ Adjust Dates

Section 1 - GSA Elements

GSA Elements will be evaluated by: Employee, Manager, Other Participant

« Expand | » Collapse | |<1'§|Orgamzati0nal Goals & Objectives

Custom Element Title

Description : Description: Custom element description
General Measure: Quality & Timeliness
Derived from: Position Description

Measurement - 1- Leve/l 1 description
2- Level 2 description
3 - Level 3 description
4 - Level 4 description
5 - Level 5 description

*® Critical: Yes.
* Stretch Goal: No
Weight 60 %

Aligns To
Organizational
Goals & Objectives

Rating v

Manager Comments (S
i * Font || sze ~-|[B I W] & A- @3- ol

Jesse received an award for his work on the XYZ project on February 10, 2018]

TOPIC 2.2: REVIEW EMPLOYEE SELF-ASSESSMENT

This topic will explain reviewing employee self-assessments as a part of the employee’s Mid-Year
Progress Review. HR Links offers employees the opportunity to submit a self-assessment to their
supervisor during the mid-year and final evaluation process.

As mentioned in Topic 2.1, if your employee has submitted his/her self-assessment for the Mid-Year
Progress Review, an additional box for Employee Comments will be included on the Mid-Year Progress

Review.

1 Review the Employee Comments.

Performance Management for Supervisors
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Performance Process
Steps and Tasks

Jesse Fenner
Performance Document
10012017~ 097302018

* @ Estaiish Performance Plan
DueDate 103172017
= © Complete Mid
Due Date 1
Update and Submit

Nominate Participants
Due Date

Review Parficipant Evaluations
DusDate 111422018

Dus Date

Complete Manager Evaluation

Overide Acknoviedgment

Review Employee Seff Assessment

Overview

ar Progress Review

Performance Decument

Complete Mid-Year Progress Review - Update and Share
leam Huilding

Descriplion: Festers a safe team environment and innovation.

Measures

1- The quaniity or quailty of the employee's work is not adequate for the position or organizational needs. Tasks are not completed vith the required

accuracy and theroughness. Products are not completed vithin established fimeframes or require major revision because they are incomplete or

inaccurate. Lack of adherence to requwed pm:sﬂuras instructions, and formats contribute to inadequate work products. Deficiencies Creme adverse

burdens for other personnel. The employee's lack of cooperation with customy

supervisor, andor conorkers P Df:ved\b\lltv e o mesponsiic camiTLateabon o wetk acivty, neneres wil fhe successia compieon ofthe
work.

3 Winimaly nspires and fostes fcam commitment and frust. Mnimaly fagiiatcs cogpertion and mofvates team members. Usualy manages and
resolve conficis and disagreements.

3- Inspires and fosters eam commilment and frust. Facilitates cooperation and motivates team memibers to accomplish GSA;s mission and goals,
Manages and resolves conflicts and disagreements in a constructive manner. Anticipates and takes steps to prevent counter-productive
confrontations.

4 Inspires and fosters team commilment and trust. Facilitates cooperation and motivates leam members lo accomplish GSA:s mission and goals.
Develops and fosters a team environment fhat supports innovation. Resolves conflicts and disagresments in a consiruclive manner. Anticipates and
takes sleps to prevent counter-produciive confrantations. Conflicts are resoived and unit performance: confinues fo operate effeciively.

5 Exhibit leagership quallies and managemon pracices thal genetate buy i som sta 10 uppor e foame ofors. Develops and fosters  feam
environment that supports innovatian. Demonsirates the abiily fo manage confict and disagreements among hisher staff, colleagues, and superiors
1o achieve a constructive ouicome. Promplly anticipales and fakes sieps fo prevent counter-productive confrontations. Gonfiicts are resolved and unit
performance continues to operate effectively or promptly takes action to ensure work unit performance confinues

Rating h 4

Manager Comments|
-4 Font

Save

&

Employee Comments| N N -
I am on track to exceed expectations for this element | am currently working on XVZ project

GSA Elements Summary

Manager Comments -
Size -

Employee Comments|
lOveral, | am on track to meet performance expectaions for the following reasons:

I am leading team inifiative XYZ

‘Skip Mid-Year Progress Review

& Print

Sign and Submit

[ Nofify | @) Export

2 If you do not see
self-assessment. Once you have submitted the Mid-Year Progress Review, the employee will no

longer be able to submit his/her self-assessment.

TOPIC 2.3:

In this topic we will discuss the process of finalizing and submitting an employee’s Mid-Year Progress

self-assessment.

SUBMIT MID-YEAR PROGRESS REVIEW

the Employee Comments text box, remind your employee(s) to submit his/her

Review. In Topics 2.1 and 2.2 we began tracking the employee’s progress and reviewed the employee’s

1 After returning to the employee’s performance document, click Expand All to access the Manager

Comments fields for each element and section.

2 Enter and finalize your comments, and select a rating for each element, if required by GSA policy.

Performance Management for Supervisors
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3

Performance Process o «

Steps and Tasks 2 o~  Com

lete Mid-Year Progress Review - Update and Share

Jesse Fenner
Description: Fosters a szfe team environment and innavation.
Performance Document
100172017 093012018 Overview Weasures: . . N
1- The quantity or qualiy of the employee's work is not adequate for the position or organizational needs. Tasks are not compieted with the required
accuracy and thoroughness. Products are not completed within established limeframes or require major revision because they are incomplete or
* @ Estabiish Performance Plan inaccurate. Lack of adherence to requlved pm:suures instructions, and formats contribute o manequate work products. Deficiencies create adverse
012017 for the burdens for other personnel. The employee's Iack of cooperation with custom
supeniar, andior coerkars o lass of:vemmlltv Sl 5 E350nS1e COMMLRICSKGN 5 Wark SCHy, ereres Wi i uccessi compiaiion ofne

Complete Mid-Year Progress Review 2 M\mma\ly inspires and fosters team commitment and trust. Minimally facilitates cooperation and motivates team members. Usually manages and

DusDst= 053172018 resolve conficis and disagreements.
3- Inspires and fosters team commilment and frust. Faciliates cooperation and motivates team members to accomplish GSA;s mission and goals,
Update and Submit Manages and resoives conflicts and disagreements in a consiruciive manner. Anicipates and takes steps fo prevent counter-productive
confrontations.
Ovenide Acknowiedgment 4- Inspires and fosters team commitment and frust. Facilitates cooperation and motivates team members to accomplish GSALS mission and goals.

Develops and fosters a team environment fhat supports innovation. Resoives conflicts and disagresments in a consiruclive manner. Anticipates and

{akes sieps to prevent counter-produciive confrontations. Conflicts are resoived and unit performance confinues fo operate efieciively.

5- Exhibits leadership qualilies and management practices thal generate buy-in from stafffo support the teamgs efforts. Develops and fosters a feam
environment that supports innovatian. Demonsirates the abiily fa manage confict and disagreements among his/her staff, colleagues, and superiors
10 achieve a constructive ovicome. Prompily anlicipales and fakes sieps fo prevent counter-produciive confrontations. Gonfiicls are resolved and unit
performance continues to operate effectively or promptly takes action to ensure work unit performance confinues

Nominate Participants
DueDate 11142018

Review Parficipant Evaluations

Due Date 1111412018

* O Review Employee Self-Assessment
DueDate  11/1412018 Rating|Level 4 Above Fully Suco W

0 E
Complete Manager Evaluation Manager Comments| - 't
DusDste  11/14:201 How Font || sz -||B I U = ¢

Jesse demonstrates his ability to lead people through his pariicipation in the XYZ project. He has
volunteered to mentor Mrs. Jane Smith and continues to serve as a leader on the Team.

Employee Comments| . N _ 2
I am on track to exceed for this element | am g on XVZ project.

GSA Elemenis Summary

Manager Comments| [ &

ke
4
E
@
f
w
~
'
W
i
>
[>]
o]

Overall, Jesse is 3 tremendous asset o our Team

Employee Comments ) ]
lOveral, | am on track to meet performance expectations for the following reasons:

I am leading team inifiative XYZ

Performance Document Save ‘Skip Mid-Year Progress Review Sign and Submit

@ Print | 9 Notity | @) Export

In Section 2 — Development and Training, enter comments to indicate professional growth needs

and venues to meet those needs, if applicable.

Section 2 - Development and Training
Dewvelopment and Training will be evaluated by: Employee, Manager
» Expand | » Collapse | [ Add ltem

Development and Training
Description : Indicate professional growth needs and venues to meet those needs.

Manager Comments K
LA Fant -|| Size - | B T

=

Jesse has indicated an interest in becoming a subject matter expert for our new HR system. We are
identifying training opportunities and plan fo fund Jesse's training for ApriliMay)

Employee Comments 1kl

302N

If you wish to add supporting attachments, upload them in the Attachments section.

Attachments
Customer_Appreciation_Letter_Fenner.docx Description Attachment Audience Last Update Date/Time Uploaded By
Customer_Appreciation_Letier_Fenner.docx Letter from Customer Employee and Manager 02/11/2015 10:47:13AM Thomas Schneider

Add Attachment

Performance Management for Supervisors

16



When you have finalized the Mid-Year Progress Review and are ready to submit, click Sign and

Submit.

o « =
Performance Process Performance Document Save Skip Mid-Year Progress Review Sign and Submit
Steps and Tasks 2 ov :
Complete Mid-Year Progress Review - Update and Share Grent | St B B
Jesse Fenner Jesse Fenner
Performance Document Actions =
100172017 - 09/30/2018 Overview Job Title Program Manager Manager Thomas Schneider
Document Type Performance Document Period 10/012017 - 09/30/2018
* @ Establish Performance Plan Template GSA Annual Performance Plan Document ID 46
DueDste 103172017 Status In Progress Due Date 05/31/2018
= © Complete Mid-Year Progress Review Your comments are currently not shared with your employee
DusDstz 053172012 Enter your comments on the employee's progress against their performance criteria. When ready, select the "Sign and Submit” butfon fo save your
Update and Submit changes and nofify the employee your comments have been shared. This can be done before or afler you meet with the employee lo discuss their
progress. Once you have shared your comments with the employes. schedule a mesfing to review your feedback: If the employes is unavailable to
Ovenide Acknovdedgment sign his/her review, or refuses to do so, you will need to overide acknowiedgment in the next step.
~ Expand All | » Collapse All | [% TAB Format [ Adjust Dales
» O Mominate Participants " ! " &) !
DueDate 111412018 "
Section 1- GSA Elements
y . .
Review Participant Evaluations . . -
Doebaz  itiennin GSA Elements will be evaluated by: Employes, Manager, Other Participant
~ Expand | » Collapse Lf|'§| Organizational Goals & Objectives
’
Review Employee Self-A: it -
ju::::: mp_u‘v:zfm; ssessmen Custom Element Title
Leading People [Leadership]
* O complete Manager Evaluation
DueDate 11142018 GSA Elements Summary
Manager Comments I
- Font -||see -||B I U| X 2 A- B- = ¥
Overall, Jesse is a remendous asset to our Team
Employee Comments| , &
lOverall, | am on track to meet performance expectations for the following reasons,
1 am leading team inifiative XYZ
Section 2 - Development and Training
Development and Training will be evaluated by: Employee, Manager
- Expand | » Collapse | [G Add ltem
Development and Training
Attachments
Customer_Appraciation_Letter Fennerdacx Deseription Attachment Audience Last Update DateTime Uploaded By
Customer_Appreciation_Letter_Fenner.docx (Customer Appreciation Letter Employee and Manager ~ 02/11/2018 10:51:42AM Thomas Schneider m
Add Aftachment

6 Click Confirm.

Sign and Submit Mid-Year Progress Review

Select confirm to sign and submit this Mid-Year Progress Review. A
request will be sent to the employee asking them to acknowledge that
hefshe has reviewed the evaluation. The employee must
acknowledge the Mid-Year Progress Review before if is considered
complete.

Cancel

7 If the employee is unavailable to sign his/her Mid-Year Progress Review, or refuses to do so, you
are required to complete the review using the Override Acknowledgment feature. To access
Override Acknowledgment, click Complete Mid-Year Progress Review from the left Steps and
Tasks menu.

8 Click Override Acknowledgment.
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Performance Process
Steps and Tasks

Jesse Fenner
Performance Document
100172017 - 09/30/2018

* @ Estabiish Performance Plan

DusDate 103172017

DueDate  05131/2018
@ Update and Submit

Overmide Acknowiedgment

HNominate Parficipants
DueDate 111142013

Review Parficipant Evaluations
DueDate 11142018

DueDate  11/142018

Complete Manager Evaluation
Due Dat: 111142018

Complete Mid-'ear Progress Review

Review Employee Self-Assessment

Overview

Performance Document Retumn to Current Documents | Skip Mid-Vear Progress Review
Complete Mid-Year Progress Review - Review with Employee
Jesse Fenner

Actions ~
Job Title Program Manager
Decument Type Performance Document
Template GSA Annual Performance Plan
Status In Progress

Manager Thomas Schneider
Period 10/0172017 - 09/302018
Document ID 46
Due Date 05/31/2018
Your comments are shared with your employee

Enter your comments on the employee’s progress against their performance criteria. When ready, select the "Sign and Submit” button to save your
changes and nolify the employee your comments have been shared. This can be done before or after you meet with the employee fo discuss their
progress. Once you have shared your comments with the employee, schedule a meeting fo review your feedback. If the employee is unavailable fo
sign his/er review, or refuses to do so, you will need 1o override acknovdedgment in the next step.

Stop Sharing

~ Expand All | » Collapse All | [ TAB Format 3] Adjust Dales

Section 1 - GSA Elements

GSA Elements will be evaluated by: Employee, Manager, Other Parlicipant

~ Expand | » Gollapse | i Organizational Goals & Objectives
Custom Element Title
Leading People [Leadership]

GSA Elements Summary

Manager Comments B
[Cverall, Jesse is a tremendous asset to our Team.

;

& Print | 7 Notity | B Export

override.

g oaar o L

9 Select the appropriate reason for completing the override and click Confirm to complete the

|—

Confirm

Override Acknowledgment

Employee Not Available
Employee Refused

Cancel

Performance Management for Supervisors

“ou have chosen to override your employee's acknowledgement of this performance document.
Please indicate the reason for completing the override:

10 If you are required to skip the Mid-Year Progress Review, click Skip Mid-Year Progress Review.
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o «
Performance Process Performance Document Save
Steps and Tasks o

= o+ Complete Mid-Year Progress Review - Update and Share

Sign and Submit

&iPrint | =] Notify | ] Export

Jesse Fenner

Performance Document

100172017 - 09/30/2018 Overview Job Title Program Manager Manager Thomas Schneider
Document Type Performance Document Period 10/012017 - 09/30/2018
* @ Establish Performancs Flan Template GSA Annual Performance Fian Document ID 45
DueDste 103172017 Status In Progress Due Date 05/31/2018

Complete Mid-Vear Progress Review Your comments are currently not shared with your employee

DueDate 3112013 Enter your commenis on the employee's progress against their performance eriteria. When ready, select the "Sign and Submit” bution fo save your
Update and Submit changes and nolify the employee your comments have been shared. This can be done before or afler you meel with the employee lo discuss their
progress. Once you have shared your comments vith the employee, schedule a meeling Io review your feedback. I he empioyee is unavailable to

Overide Acknowledgment sign his/her review, or refuses to do so, you will need to overnide acknowiedgment in the nexd step.

~ Expand Al | » Collapse All | [ TAB Format
Nominate Participants =]
Due Date 111142018

Section 1- GSA Elements

Review Parficipant Evaluations R . -
P GSA Elements will be evaluated by: Employes, Manager, Other Participant

~ Expand | » Collapse Lf|'§|l2>rganizal\ona\ Goals & Objectives

Review Employee Self-Assessment

DueDate  11/142018 Custom Element Title

Leading People [Leadership]
Complete Manager Evaluation
DueDate 11142018 GSA Elements Summary

Manager Comments

&0

- Font -|| sz -||B I U| /= 2 A- B- ~

Overall, Jesse is a iremendous asset o our Team

Employee C , £
lOverall, | am on track to meet performance expectations for the following reasons:

1 am leading team inifiative XYZ

Section 2 - Development and Training

Development and Training will be evaluated by: Employee, Manager
- Expand | + Collapse | [ Add liem

Development and Training

Attachments
Customer_Appreciation_Letter_Fenner.dacx Description Attachment Audience Last Update DatelTime Uploaded By
Customer_Appreciation_Letler_Fenner.docx (Customer Appreciation Letter Employee and Manager ~ 02/11/2018 10:51:42AM Thomas Schneider m

Add Attachment

11 Click Confirm.

Skip Mid-Year Progress Review
Select Confirm fo skip this Mid-Year Progress Review.

Cace

SECTION 3: COMPLETE EVALUATION

TOPIC 3.1: TRACK EMPLOYEE PROGRESS

This topic covers tracking employee progress in support of an employee’s evaluation. After you have
completed (or skipped) a Mid-Year Progress Review for an employee, you can begin tracking employee
progress.
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1 Return to the employee’s performance document by navigating to the Manager Self-Service fluid
page, clicking the Team Performance tile and clicking the employee’s performance document.

< Manager Self Service Team Performance A = 0@
Current Documents 1
Current Documents CreataDocuments
Historical Documents
- .
Period Begin/ Next Due
Name / Job Title Document Type Document Status Period End Date
10/01/2017
Jesse Fenner 46 Evaluation in Progress 11/14/2018
Program Manager Performance Document L/ 09/30/2018

2 If the employee’s Mid-Year Progress Review has been completed, you will automatically be
directed to the employee’s evaluation. If you are not successfully navigated to the evaluation,
return to Topic 2 to complete the employee’s Mid-Year Progress Review.

3 Click Expand All to access all Manager Comments text boxes.

Performance Process 0 «

Performance Document i SibmiivAnpiis)
EANpE oD Tk ¢ e~ | Manager Evaluation - Update and Submit @ | Elnonty | W Expon
Jesse Fenner Jesse Fenner B
Performance Documeant Actions =
100112097 © 0RE020M8 Overview Job Title Program Manager Manager Thomas Schneider
= Document Type o Period 10/01/2 = D2/30r2018
*' @ Estsblich Pardorma . =
w Es.a.:l sh Parformanca Plan Template ¢ | Pe Document ID 43

Due Date w3207

i Status Evalustion in Progress Due Date 11/14/2018
v @ complete Mid-Year Progress Review Employes Data

Dua Date 08312018

Empl ID 000458080

: Mominate Participants Dapartment 10 Contracting

Due Date 111412018 Location 0001 ANCHORAGE FED BUILD

Position C & Job Code 100375 Occ Series 0340 Bargaining Unit 2688

b 1 cipa i

Ff&‘”f“‘l P"’“-'—"“ E“:'”‘““‘ Pay Plan Plan/Grade 0000 15 Stap O

wDate  14/14/20
Years of Service 1 Years

: Review Employee Seil-Assessment Y WL 2

e Date 111412018

Rating History
Complete Manager Evahustion

M92018

Update and Submit I » Expand All I » Collapse All | [ TAB Format | [§]] Calculate All Ratings | (@) Cancel Evaluation

Pending Approval

Enter ratings and comments for each section in this evaluation. if applicable. At any point in time you can save this evaluation by selecting the Save bulton
Due Da

Section 1 - Position Description Review Certification
Shara with Employee ~ Expand | » Collapsa
Pending knowled ant T Pyt " ey +
nding Acknowledgeme: Position Description Review Certification

Section 2 - GSA Elements

4 Track employee progress using the Manager Comments text fields for each element, the GSA
Elements Summary section and the Development and Training section.

5 Click Save to save your comments and return to the evaluation at a later time.
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Steps and Tasks o

Jesze Fenner
Partormance Documant
100172007

T 0ea02ME Ovarview

e
* & Establish Performance Ban

Cua Data 1312017

* @ complete Mic-Year Frogress Rewview
Cue Date 053172018

e Nominate Participants

Cue Date 151142018

Review Participant Evaluations

Cue Data

Review Enployes Sel-Assassment
DueDats 1111412018

Complete Manager Evalualion
Cue Date 111412018
Update and Submil
Pending Aporoval

Share with Employes

Pending Acknowledgement

Performance Process o

Performance Document

Sk A

i -Up i =
Manager Evaluation - Update and Submit EPrint | £ Netity | B} Expon
Employse Rating
Section 3 - Development and Training
= Expand + Collapea
Development and Training
Description ; Indicate sional grewth neads and venues to moeet those neads,
Manager Comments El
o Fonl |5z -||B T U| = 2 A- B- )
Jesse completed training on the new HR System and has initiated a Team fraining session to share his
knowledge with our Team |
Croaled By Template C2MN2018 3:02PM
Attachments
Na Attachments have been added io this document
£

Add Attachment

You can enter and save comments as often as you would like before finalizing and submitting the

evaluation.

TOPIC 3.2:

This topic covers nominating participant reviewers in HR Links. The system allows both employees and

NOMINATE AND TRACK PARTICIPANT REVIEWS

Supervisors to nominate and track participant reviews. However, only Supervisors can submit
nominations. Once nominated, participant reviewers receive a notification alerting them of the

evaluation request.

1 To nominate participant reviewers, return to your performance document and click Nominate

Participants.
2 Click Add Nominees.

3 To begin adding participant reviewers, click Add Other Participant.

Note: If the employee has added a nominee, you will see them in the Nominations section on this page.

Performance Process 0 «
Steps and Tasks o
Jesse Fenner

Performance Cocument

10041/2017  © 0930/2018 Cverview

* @ Eetablish Performance Plan
Due Dt 107312017

* @ Complete Mid-Year Sell-Assessmant
Due Dae 018

X MNominate Participant|

BTN TS TR

Track Nominations

Performance Document
Mominate Participants - Add Nominees
Jesse Fenner

Retumn to Current Documents

Job Title Progr Aanager Manager Thomas Schreider
Document Type Performance Documen Period 10004,/2017 - 083072018
T GSA Annual Performance Plan Document ID 45
Status In Progrese Due Date 11/14/20%8
&F pant Role: Other P

Minimum Required: 0 Maximum Avallable:20
Nominations

Currently thera are no nominees in your nomination list

#

= Agd Othar Participant

Save

[ Motify
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4 On the Person Search page, enter the applicable search criteria to search for the correct

participant reviewer.

5 Click Search.

Person Search
Help

Person Search

Nominate Participants
Instructions

Search Criteria
Name |

Last Name
Second Last Name
First Name

ACName

Return to Previous Page

—

6 Select the checkbox next to the employee name and click OK.

Person Search
Help

Person Search
Nominate Participants

Instructions

Search Criteria
Name

Last Name KEITH

Second Last Name
First Name

ACName

Search

Search Results
i J

Coco Keith

Return to Previous Page
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7 Click Submit Nominations. Throughout the evaluation process, you can view the status of your
nominations by clicking the Track Nominations link under Nominate Participants from the Steps

and Tasks menu.

* @ Complete Mid-Year Progress Review
DuoDoe 0573172018

Nominate Participants
Dua Cae
Add Nominees

& Panticipant Role: Other Participant

Neminations

Period 10/01/2017

Due Date 11/14/2

Document 1D 45

aquest to complete a participant evaluation,

0 Maximum Available 2(

Performance Process 0 « BeiarmarceBaament Fistonn 15 Cuirent Desanenic. TR
s 3 Tas o . :
FMpS AN Tasks ¢ o~ Nominale Participants - Add Nominees A
Jesse Fenner
Actions -
Ovendaw Job Title Frogram Manager Manager Thomas Schnaidar

Nomines Act
Coso Keith a
» & # Cther Part
Review Particip Add Other Participant
Due Dace

Review Employes Self-Assessmeant
DueDate  fiH42010

8 Click Confirm to submit nominations.

Submit Nominations

Select confirm to submit nomination requests to the selected nominee(s).

ettt o

—

TOPIC 3.3: REOPEN PARTICIPANT REVIEW
This topic covers reopening completed participant or peer reviews.
Note: Participant reviews can only be reopened when the document status is Evaluation in Progress.

1 Navigate to the employee’s performance document by returning to the Manager Self-Service
fluid page.

2 Click the Team Performance tile.

3 Click the employee’s performance document.
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Current Documents

Create Documents

v T
Name / Job Title Document Type Document Status E:ggg Eﬁgin J g::: Lz
. Establish Performance Plan 10/31/2018
Jason Smith Performance Document 11412019
Interdisciplinary 11/01/2019
A . A - A d 10/01/2018
Daniel Elizondo Performance Document pproval - Approve 1/16/2020
Mechanical Engineer oy 10/30/2019
Evaluation in P 10/01/2018
Jeffrey McGowan Performance Document ey s 11/14/2019 N
Lead Architect oFr 09/30/2019
. Evaluation in Progress 10/01/2018
Jason Smith Performance Document /1412019 |
Interdisciplinary or 09/30/2019
. - Establish Performance Plan 10/01/2018
David Phillips Performance Document 11/14/2018 5
Architect P 09/30/2019
Click Review Participant Evaluations in the left sidebar.
Click View.
© |Review Farticipant Evaluations
Due Date 111472019
View
Click the name of the Participant whose review you wish to reopen.
Participant Evaluation
Participant Evaluations
Participant Status Due Date
Michelle Lee Other Participant Completed 11142019
Return
Click Reopen.
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Performance Document
Other Participant Evaluation
Jason Smith

clicns =

Job Title Interdisciplinary Manager Jefirey Macigjewski
Document Type Performance Document Peried 10#01/2018 - 093042019
Template GSA Annual Performance Plan Document ID 33347
Status Completed Due Date 11/14/2019
Reviewer Michelle Lee Role OCther Participant

Group box 15

Rating History

he document status is Completed

= Expand All | » Collapse All | TAB Format | ©y Reopen

Section 1 - GSA Elements
~ Expand » Collapse | lﬂ'EDrganizaﬁonalGuals& Chbjectives

Operational Excellence (Technical)
Customer Relationship

8 Click Confirm to reopen the evaluation.

Reopen Evaluation

You have chosen to reopen this document. Select confirm fo have the
document sialus set back to Evaluation In Progress.

Confirm Cancel

TOPIC 3.4: REVIEW EMPLOYEE SELF-ASSESSMENT AND PARTICIPANT
EVALUATIONS

This topic will explain reviewing employee self-assessments as a part of the employee’s evaluation. HR
Links offers employees the opportunity to submit a self-assessment to their supervisor during the mid-

year and final evaluation process.

9 Navigate to the employee’s performance document by returning to the Manager Self-Service

fluid page.
10 Click the Team Performance tile.

11 Click the employee’s performance document.
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< Manager Self Service

Team Performance

Current Documents 1
Current Documents Create Documents
Historical Documents
v
Period Begin |
HName [ Job Title Document Type Document Status Pericd End Next Due Date
10012007
Jasse Fenner 45 Evaluation in Progress 1M4/2018 >
Program Manages Performance Document L /[ 02/30/2018

12 If the employee has completed his/her self-assessment, the circle next to Review Employee Self-
Assessment will be green. Click the link to expand the Review Employee Self-Assessment section.

13 Click View to view the employee’s self-assessment.

Performance Process o

Steps and Tagks

Progress Review Employee Data

Note: The employee’s completed self-assessment will open in a new tab or window. Make sure that any
pop-up blocker is disabled.

14 Review and/or print the employee’s self-assessment in preparation for completing the employee’s
evaluation.
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Performance Document

Self-Evaluation - Completed
Jesse Fenner

Actions =

Job Title
Document Type
Template
Status
Employee Data

Program Manager
Performance Document

GSA Annual Performance Plan
Completed

7 Notify | @& Export

Manager Thomas Schneider
Period 10/01/2017 - 09/30/2018
Document ID 46
Due Date 11/14/2018

Empl ID 00046080
Department 10PRAA Contracting
Location 0000000001 ANCHORAGE FED BUILD
Position 00016506 Job Code 100975 Occ Series 0340 Bargaining Unit 8888
Pay Plan GM Plan/Grade 0000 15 Step 0
Years of Service 1 Years 1 Months
YearsinJob 1 Years 1 Months
Rating History
The document status is Completed.
« Expand All | » Collapse All | TAB Format | €% Reopen
Section 1 - Position Description Review Certification
-« Expand | » Collapse
Position Description Review Certification
Section 2 - GSA Elements
=« Expand | » Collapse | Organizational Goals & Objectives
Custom Element Title
Leading People
GSA Elements Summary
Employee Rating Level 4 Above Fully Successful 04.00 FI%

15 To review completed Participant Evaluations, click Review Participant Evaluations from the left

Steps and Tasks menu.

16 Click View.

| Performance Process 9w
 Steps and Tasks o

Jesse Fenner
Performance Documenl
100012017 - 02030/2018 Overview

* @ Estabhsh Performance Plan

Due Date 1073

v a Complate Mid-Year Progress Review
Due Date 053122018
Nominate Participants
Due Date 111472018

[Roview Pariicipant Evaluations|

iew

L] Review Employes &

f-Assassment
Due Date 111472

View

Performance Document
Manager Evaluation - Update
desse Fenner
Achions =
Job Title
Document Type
Template
Status
v Employee Data

Empl ID
Department
Location
Paosition

Pay Plan

Years of Service

Years in Job

Evaluation in Progress Due Date 11/14/2018
00046080
10PRAM Contracting
0000000001 ANCHORAGE FED BUILD
00016506 Job Code 100975 Ccc Series 0340 Bargaining Unit 8223
GM Plan/Grade (000 15 Step 0
1 Years 1 Months
1 Years 1 Months
Rating History

w Other Participants
Coco Keith - Program Analysis Officer

Entar ratinee and rammante fine sach cartinn in thic

Save | | Submit for Approval

and Submit EGPnnt | = Notity | W) Export

Program Manager Manager Thomas Schneider

Perfarmance Document Period 10/01/2017 = 03072018

GSA Annual Performancs Plan Document ID 46

s if annlicabla Ab sy anint in fise uai san saus thic b salactin the Save hittan
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17 From the Participant Evaluation pop-up, click the name of the participant for which you want to
review their evaluation of the employee.

Participant Evaluation

Help

Participant Evaluations

Participant Role Status Due Date
Coco Keith Other Participant Completed 11/14/2018

1l Return

—

18 The completed participant evaluation will open in a new tab or window. Make sure you turn off
your pop-up blocker. Review and/or print the participant evaluation in preparation for completing
the employee’s evaluation.

Performance Document

Other Participant Evaluation
Jesse Fenner

i

Document Type

Status

Job Title Pre

Template 5

Reviewer C

lormance Plan

Manager T
Period 10/01/201
Document ID 46

Due Date 11/14/20
Role Other Participant

Group box 15

Rating History

= Expand All | v Collapse All _fz-:, TAB Format | % Reopen

Section 1 - GSA Elements
= Expand | » Collapse | ¥ Organizational Goals & Objectives
Custom Element Title

Leading People
GSA Elements Summary

Rating Level 4 Above Fully Successful 04 00 B

Comments
esse has done a greal job as the Team Lead for the XYZ intative, He s thorough n all of the actions he lakes on and
consistently challenges emsell Lo leam and practice new skills.

TOPIC 3.5: SUBMIT EVALUATION

This topic will cover submitting an employee evaluation, after tracking employee progress and reviewing
both the employee self-assessment and participant evaluations, if applicable.

1 Return to the employee’s performance document by accessing the Manager Self-Service fluid
page.
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2 Click the Team Performance tile.

3 Click to open the employee’s performance document.

Note: If you are already in the employee’s performance document and you would like to begin finalizing

the employee’s evaluation, use the sidebar navigation. Click Complete Manager Evaluation, then click

Update and Submit. If you are returning to HR Links to begin finalizing the evaluation, you will

automatically be directed to this page.

Performance Process 0o «
| Steps and Tasks c ov

Performance Document

Manager Evaluation - Update and Submit
Jossa Farver Jesse Fenner

| Performance Docinment

1000472017 - 097302018

Actions =
Overview Job Title Program Manager
Document Type Performance Document
Template GSA Annual Parformance Plan
Status Evaluation in Progress

* @ Establish Parformanca Plan

Due Date  1N312017
i * @ Complete Mid Year Progress Review Employee Data
Due Date 052018

Empl 1D DOD4G080

Save | | Submit for Approval

g Print | =7 Notity | B8] Expant

Manager Thomas Schneider
Period 10/0172017 - 097302018
Document ID 46

Due Date 11/1472018

Mominate Participants

1142018

Due Date

Review Participant Evaluations

Due Date 11142018

View|

D Review Employes Sall-Assaessmeant
Due Dale 111472018

View

‘Compiote Manager Evaluabon

I Uipdate and Submit I

Panding Approval

Department 10PRAA
Loeation COO0000001
Position 00016506

Job Code 100075

Conftracting
ANCHORAGE FED BUILD

Occ Series 0340  Bargaining Unit B388

Pay Plan GM Plan/Grade D000 1% Step O
Years of Service 1 Years 1 Months
YearsinJob 1 ‘ears 1 Months

Ratng History

w Other Participants
Coco Keith - Program Analysis Officer

Enter rabngs and comments for each secton m this evaluation, ! applicable. Al any ponl in ime you can save this evaluation by seleching the Save bullon

= Expand All | '» Collapse All | [ TAB Format | [ Calculate All Ratings | (@) Cancel Evaluation

Section 1 - Position Description Review Certification

» Expand | » Collapse

Shara wilh Employse # Position Description Review Certification

Pending Acknowledgement

4 Select specific measure and element ratings for each performance element. Enter text in the

Manager Comments textboxes, as applicable.

Note: You are required to enter a rating for all specific measures and elements. If you are unable to rate

an element or sub-element, use the “NR — Not Rated” or “Unrateable” rating options as appropriate.

Leading Change [Leadership]
Muasuremant :
= Criticat: Yes
* Streich Goak No
Aligns To
Organizational
Goals & Objectives

Specific Measure

Standard Measure

Process Improvement, Innovation, Transpanency, Instiutionalizing ExceSence

oiganizaticnal boundaries

additional pasitive res

Measure Rating] ¥ |

00,00 [,

Lavel 3: Level 3: Conducts inlemal assessment of assigned onganization i kenbfy opportunities and proposs strabegies for mone effecive desvvory, and
remayal of barrers, improved efficiency and performance efc, Implements straleghes as applicable within assigned organttation

Lavnl d: Levl o In addition io beved 3, confributes io biaader efiorts beyond one's ofganization, ia Mentify opportunities and propose strabegies for moane
effective dellvery, remaval of barrers, Improve efficlency and pedormanca, efc. Uses influences 10 implament strategies a5 appicabls beyond

Lavial 52 Level B: In addithon o bevel 4, implementation of stralegees and scthan plans Wy the Mundatian for fuluie sficences/elfacivensess and generabe
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5 Enter comments in the Manager Comments textbox.

6 Click the calculator button to calculate the employee’s Summary Rating.

GSA Elements Summary

Manager Rating Level 4 Above Fully Successful 04.00 %I = IOVerride
Manager Comments

EF’
IR N Font -l sze ~-EB 1 UNIE = A- B-

-~
Jesse is an all around highly performing employee and a great asset to our team. This year he achieved a
Summary Rating of Level 4 - Above Fully Successful which is reflective of how hard he has worked to grow
his skills throughout the year. Jesse and | have identified ways in which he can exceed expectations in the
coming year by becoming a subject matter expert on the HR system we have recently rolled out, and by

7 If desired, enter additional comments in the Manager Comments textbox in the Development and
Training section.

Section 3 - Development and Training
-« Expand | » Collapse

Development and Training
Description : Indicate professional growth needs and venues to meet those needs.

Manager Comments

¢ Font s

Size || B I U

e
()
4
1
i

Jesse completed training on the new HR System and has initiated a Team training session to share his
knowledge with our Team.

Created By lemplate 02/10/2018 3:02PM

8 Click Save to return to the evaluation at a later time.

9 If you have finalized your comments and are ready to submit the evaluation, click Submit for
Approval.

rmance Proc o
Parformanca ProGess Performance Document Sk m
Steps and Tasks S o : - t
Manager Evaluation - Update and Submit @ Print | =9 Notty | ) Expor
Jesse Fenner Jesse Fenner
Pesformance Document Actions =
10012017 © 09302018 Owarview Job Title Program Manager Manager Thomas Schneider
o Document Type Period 10/01/2017 = 093072018
» o
E*"‘F ot p"'h’"“““: Plan Template Document ID 46
Jue Data 103172017
Status Eval Due Date 11/14/2018
* @ Complete Mid-Year Progress Review Employee Data
Due Date 3172018
Empl 1D 00T
- Nominate Participants Department
DueData 1111 Location 000 E FED BUILD

10 On the Submit for Approval page, modify the performance period begin and end dates by
clicking the calendar icon, if necessary.

11 Select the appropriate rating type by reviewing the rating type descriptions.
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Note: The following rating types require the employee to be on a performance plan for 120 days
(beginning the date the Supervisor signed the employee’s performance plan) prior to submitting: Rating
of Record (Annual), Summary Rating (Interim), and Off-Cycle Rating of Record.

12 Review the information provided about the rating approval process. In summary, if the employee
has received a Summary Rating of Level 1 or 5, the evaluation will automatically be routed to the
employee’s 2" level supervisor (the employee’s supervisor's supervisor) for approval. See Section
4 for instructions on approving/denying a rating.

13 If the employee has received a Summary Rating of Level 2, 3 or 4, you are required to share the
evaluation with the employee immediately after clicking Confirm on the Submit for Approval page.

Submit for Approval

Validate Dates
*Period Begin Date fi0:012018 [}  *Period End Date [09/3022019 [

Identify Rating Type

L Rating of Record (Annual)
TRis i the performance rating prepared at the end of the rating period for performance on all the elements in the performance plan over
irge entine period and the assignment of a summary rating. The rating period ks nommally 12 months.

Aperformance rating may Inclede the assignment of a summary rating of all the elements when an employee has served a minimum of
Ofays on a plan. A performance summary rating is used for interim appeaisals (issued during the performance cycle) and should be
sidered when issuing an annual rating of record.

Summary Rating (Interim)

IC)otcycie Rating of Record

ermination for performance of agency-assigned duties during the rating period with the assignment of a summarny rating. This type of
mmary rating s required to support personnel actions assoclated with within grade increases. Additionally, it should be considered
en tssulng an annual rating of record.

;ljs Is a rating of record that is only prepared to document less than fully successful performance or an acceptabde level of competence
5

H

Igl.l‘nrnl:anbh[laﬁ than 120 Days)

The appraisal of performance compared 10 the performance standard(s) for the critical element(s) which there nas DEen an opportunity
o perform for the minimum perioed.

!

14 If the employee received a Summary Rating of 2, 3 or 4, or if you have received a notification that

the 2nd level reviewer has approved the Summary Rating of Level 1 or 5, click Share with
Employee.

Note: If the 2" level reviewer denied the Summary Rating of Level 1 or 5, you will be required to return
to the system to modify, if applicable, and resubmit the evaluation.

L]
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Performance Process Qo %
Steps and Tasks o

Jesse Fenner
Parformance Documont
100272017 © OW302018 Overdew]

* @ Estabish Performance Flan
DusDals 10312017

* B Compiots Ma-Yaar Progress Reviaw - Scpped

DuoDate 052312018

Mommnate Paricipants
Dus Date 1142018

Review Patcipant Evaations

DueDote  f142010

Review Employaa Selt-Assassmant
DuoData  Mt42010

Compata Manager Exaluation

122018

© Update and Submit

Pending Acknowledgement

Performance Document

Confirmation - Approval Submitted

8 Yew haes suecasstily submiftad this desiment far approval

Retum to Current Documents]

15

Click Share with Employee.

Performance Process o =«
Stops and Tasks 0 o~
Jesse Fenner

Performance Document

10022017 © 09302018 Overview

* @ Establish Perdormance Plan

s Dot AT

* O Complate Mic-Yaar Progress Revew - Skippad
Due Data (STIO01R

Neminate Participants.
DusDate 11942018

Review Pasticipant Evaluations
nelas  H43018

Review Employes Sell-Assessment
h Dby W28
Compete Manager Evaluation

@ Update and Submit
© Pending Agproval
Share with Emplayee

Pending Acknanledgenent

Parformance Document

Manager Evaluation - Update and Share

Jesse Fenner
Job Titie
Document Type
Template
Status
+ Employes Data

EmpliD
Departmant
Location
Position

Pay Plan

Years of Service

vears in Job 1

Pregram Managar

Parformance Document Period 100272017
Document ID 48

Due Date 11/142018

GEA Annual Perfarmance Plan
Approval - Approved

Manager Thomas Schnaidar

FRetum 10 Curment Documants

& Print

= 093072018

DOOSE0R0

10PRARA L= ]

DOOO00G001 ANCHORAGE FED BUILD

00016506 Job Code 100375 Occ Series 0340 Bargaining Unit 6888
GM PlaniGrade 0000 15 Siep O

1 Years 1 Months

Yoars 1 Months

Rating History

Share

[ Notify | ) Export

= Expand All | s Coliapse Al

|} TAB Farmat

¥ Saection 1 - Position Descrption Review Certification

= Expard | v Collapse

 Position Description Review Certification

16 Click Confirm.

Share with Employee

Select Confirm to share this evaluation with the employee. The
employee must acknowledge the evaluation before this document
can be considered Completed. If the employee is unavailable to
Acknowledge, or refuses to do so, use the Override Employee
Acknowledgement feature to complete this evaluation.Upon selecting
confirm your electronic signature will be added to this document.

Cancel

I .:fl

SECTION 4: APPROVE/DENY RATING

TOPIC 4.1:

Performance

APPROVE/DENY RATING
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If an employee has received a Summary Rating of Level 1 or 5, the evaluation will automatically be
routed to the employee’s 2" level supervisor (the employee’s supervisor's supervisor) for approval. To
approve or deny a Summary Rating of Level 1 or 5, the employee’s 2" Level Supervisor must follow the
instructions below.

1 Access the Manager Self-Service fluid page in HR Links. Click the Approvals tile, shown below.

Note: If there are one or more documents pending approval, a number will be shown in the lower right
corner of the Approvals tile.

+* Manager Self Service

Company Directory

(TaT2)

Employee Snapshot Team Performance Manage Matrix Teams

gl 4
a

- : on—

15 Exceptions 1 In Progress Documents

2 On the Pending Approvals page, click the document with “Performance” listed above the
employee’s name.

Note: If you have multiple approvals, click Performance on the left menu to filter to only performance
management approvals.

< Manager Self Service Pending Approvals A Y = 0
View By @ Type ¥ A 4
L]
@& A 1
All 1 row
Z Performance 1 Performance Routed
Jesse Fenner 2017-10-01 - 2018-09-30 02/12/2018

3 Review the employee’s Rating in the Performance Summary section.
4 To view the employee’s detailed evaluation, click the View Performance Detail link.

5 If you are ready to Approve/Deny, enter comments in the Approver Comments section, as
applicable.

6 If approving, click Approve.
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Performance

< Pending Approvals

Jesse Fenner
Program Manager

Performance Summary
Document Type Performance Document

Period Begin Date 10/01/17

Rating_
Level 5 Outstanding

Approver Comments

Approval Ghain

&PPWW( | Deny |

Manager Thomas Schneider

Period End Date 09/30/18
View Performance Detail

7 Enter or finalize your Approver Comments. Click Submit.

Cancel

Approver Comments

You are about to approve this request.

—
submit

Approve

Approved!

8 If denying the rating, click Deny.

9 Enter or finalize Approver Comments and click Submit.

< Pending Approvals

Jesse Fenner
Program Manager

Performance

Performance Summary

Document Type Performg
- | Cancel
Period Begin Date 10/01/17 -

Rating

You are about to deny this request.

Deny

Approver Comments
Denied. Based on my evaluation of the evidence provided to

Approver C
support this rating, Jesse is performing at a Level 4. |

Approval Chain
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