FUNDAMENTALS OF
PERFORMANCE MANAGEMENT
& THE SAP PERFORMANCE
EVALUATION

A Washoe County Learning Center eBook

INSTRUCTIONS

Complete this eBook learning by simply clicking through the slides at
your own pace. To move forward, click the right arrow in the lower
right corner. To move backward, click left arrow on the lower left

corner.




4




AT THE END OF THIS eBOOK
YOU WILL BE ABLE 10...

* Define and use the performance
management process to manage
your direct reports.

e Explain the key elements that
contribute to performance.

e Set and communicate clear
expectations for performance to
your direct reports.

* Prepare for and deliver effective
performance evaluations using
SAP online.




OUT OF 5

L.S. workers are dissatisfied with their performance reviews.
2009 Reuters Poll







Because....

Performance Evaluation
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PERFORMANCE MANAGEMENT
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Performance Management is a Cycle
NOT an Event
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Performance Management
Requires...

PLANNING

e Performance goals & expectations are set and communicated

e Development goals are established for employee to acquire new

skills/knowledge and/or improve enhance proficiency

e Proficiency standards for performing job related tasks are

communicated

e How competencies will contribute to success during the upcoming

review period are communicated
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Performance Management
Requires...

EXECUTION
e Work is performed; tasks, duties, & responsibilities carried out

COACHING, DEVELOPING, MONITORING

e Performance & behavior observed and documented

Performance Performance
i Execution
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e Feedback, coaching and mentoring provided

e Opportunities for development provided

REVIEW E\:;Y_

e Evaluate goal achievement measured against results expected

e Assess proficiency in competencies used to achieve results

e Assess development needs

4 Measure and rate performance; summarize feedback ’



http://www.sap.com/index.epx

Why Manage Performance?

e Give direction to employees.

e Give feedback to employees.

e |dentify obstacles to performance and formulate
strategies for addressing them.

e |dentify development needs.
* Foster on-going, open communication.

 Provide a basis for compensation decisions.

e Serve as a basis and legal defense for promotion,
discipline and dismissal.

e EEE——



What is PERFORMANCE?

The exnecution Or
ACCOMPLISHMENT of a given task
measured against preset known
STANDARDS.




Performance is dependent upon 2
interlocking factors

The “WHAT"

How does this position
contribute to the achievement of

strategic objectives? The “HOW®
What are the value-added What knowledge,
results of the work done by skills, & abilities are
those in this position? used to get the job
What specific functions and done?
tasks must be accomplished by What behaviors
incumbents? contribute to success

in the position?
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The “WHAT" & j

Accomplishment of Goals
Value-Added Results
Achievements

Execution of Tasks, Duties, Responsibilities
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The Performance Puzzle

The “HOW"

Knowledge
Skills
Abilities
Behaviors




The “HOW?” = Competencies

)b Performant

‘/'irl

Knowledge,
Information,
Understanding

Behaviors,

“Characteristics;

Attitudes, Traits




Washoe County Core Competencies

Functional/Technical Proficiency
 Knowledge, Skills, & Abilities

e Organizational/Departmental
Knowledge

Interpersonal Effectiveness
e Communication
e Customer Service
* Personal Relationships
e Teamwork

Organizational Systems Awareness
e Action and Results
e County Knowledge
e Ethics and Integrity
e Quality Improvement

Personal Development
e Accountability

e Adaptability

* Continuous Learning

Managing Others

(for Supervisors & Managers)
e Decision Making
* Developing Organizational Talent

* Financial and Resource
Management

e Leading and Inspiring Others
e Planning and Organizing
e Values and Leverages Diversity
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Performance
Review
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Log onto ESS
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Employee Self Service

Record Working Time Benefitz and N orking Time =onal Information Performance Management

Record Working Time

| History, Back Forward
L

Name: Schmidt Laura K Personnel Humber: 00002303

Current Pay Period: 17 Start Date: End Date:  8M5/2010 Time Card Typs: Z0M - No Cost Assignment

acation Leave: 160.07 Hours Sick Leave: 29.™w Comp Leave:  0.00 Hours Holiday Comp:  0.00 Hours Perzonal Leave: 0.0 Hours
¥ Hide Calendar

4 June 2010 Juby 2010 August 2010 ]

M Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mgz Tu We Th Fr Sa Su
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ST y——— Click “Manager Self Service”
oy vew Tab
Week from [4][@r272010 to [amzot0 ] [eo]

Working Times Recorded from Monday, August 2, 2010 to Sunday, August 8, 2010.

Attfabs. type Wage Type WiWesk Int. meas. unit Total MO, 0802 TU, 0803 WE, 08/04 TH, 08/05 FR 08/06 SA, 08/07 SU,
Plan 40 8 8 2 8 8
Act

Regular Hours ... =
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View Evaluations Due

Overview | Service Map

Talent Management | Higtory Back Forward E
A
Detailed Navigation (<] Evaluations Due =0

' _ February 2013 Date=/Tazk for All Employees

I Services E Date Event Name
1712013 | Performance Appraiza * | Roehl Danigl F

Shows all evaluations due for
the selected month

Talent Management

P oo & -
. Performance Management 112002013 | Performance Appraiza * | Howard Carrig A

26/2013  Performance Appraiza | Roehl Danigl F

@ 2152012 Performance Appraiza * | Franzen Vance O

I Portal Favorites
: 292012 | Performance Appraiza | Howard Carrie A

JM7/2012 | Performance Appraiza | Franzen Vance O

(][] =] mow] 1]ofé [~ ] =] =] /
Dizplay Month Previous | Next
* Reminder Date \l CI'Ck “ PreV|OUS” OI‘ “ Next”

to change the month
< N >




Manager Self Service (MSS)

Overview | Service Map
Talent Management
A
Detailed Navigation (<] Evaluations Due
' _ February 2013 Date=/Tazk for All Employees
I Services E Date Event Name
1772013 Performance Appraiea *  Roehl Danigl F
Talent Management

112002013 Howard Carrie A

Roenl Daniel F

Performance Appraiza *

» Performance Management

20612013

Performance Appraiza

ce Appraiza * | Franzen Vance 0

Portal Favorites =
I : @ Carrie A

2182013

JM7/2012 | Performance Appraiga

(2] 2] - Row[ t}of -] -]

Dizplay Month Previous | Next

* Reminder Date

| Higtory Back Forw

Click “Performance
Management” to enter your
Performance Management
dashboard

ard E




Manager Self Service
Dashboard

Performance Management

View all Employee Performance
Evaluations you have currently in
process or completed in the past

)
Employee Documents

Status Overview(3) New (D} Planning(0) Performance Review (3) Completed(D}

|b Show Quick Criteria r.1aintenance| \

Change Query Defing New Query Personalize

Viewistandard |V| | |Create| IE L J Fiter Seftings
Review Status Next Step, Employee Nan Review Document Name Period
Performance Review Emply Simpzon Daniel E Qformance Review 020172013
Performance Review Simpzon Daniel E VW 02122013
Performance Review Simpzon Daniel E Perform ——

View only finalized
evaluations

View only
evaluations you have
completed and sent
to employees for
acknowledgement

View only evaluatro
you have begun but
not released to
employees

Y

Last Refresh0211412013 08:50:26 PST Refrezh )

< >




Create a new evaluation

Performance Management | Higtory
4
Employee Documents tio

Status Overview(3) | New (D) | Planning(0) | Performance Review (3) | Completed(D}

[} Show Quick Criteria Maintenance | Change Query Define New Query Personalize
Vie\ﬂ standard |V| | | Create | Display | | [Dekte | Expart 4 | Fiter Seftings
Review Statuz Employee Name Review Document Name Period I:I
Performance Review Emplo ledgement Simpzon Daniel E Performance Review 020172013
Performance Review Employee Ack Simpzon Daniel E Performance Review 02122013
Performance Review High Level Manager Simpzon Daniel E Performance Review 021&2013

Click “Create” to
build a new
Performance
Evaluation for an
employee

Last Refresh0211412013 08:50:26 PST Refrezh )
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Create a new document

Select the employee

you are reviewing Click “Create

for system to
prepare the
evaluation

- document

Create Multiple

iCategory 1D Wa crformance Review |«

/
Appraizal Template: P70 #Mmance Review 7
/ \

alid Fram: A2 452012 \l?//é
/=

Enter review perj
beginning and en/ A

0232

e raizee D

Q0003223
Qo009055
oy “Appraisal Temp
Click Drop Down Arrow box will auto-po
]S
and select Washoe
Performance Review 00002354

i_reste | | Cancel




Document created

Click on "Close”

Create Multiple

Appraizal prepared successiully

.-"'-- 7
- iZlose




Manager Self Service Dashboard

Just created review

Performance Management | Higtory Back Forward
’ .
shows in New status
Employee Documents Heb
Status Overview (1) | New (1) I Performance Review(0) | Completed(0)
¥ Show Quick Crieria Maintenanp?” Change Query
Vie | [2t] |/ isplay | | [Dekte | | [Export ] Fiter Settings
Next Step Employee Name Review Document Name Period n
New Simpzon Danigl E Performance Review 12142012
Click on the applicable
document
o
n] bl

Last Refrezh02/24/2013 14:06:29 PST Refrezh

[m
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Complete document creation

Check that all of the
information is correct

| History =
Appraisal Document

Appraisal Document for Simpson Daniel E Help

I%| /% Supervisor Completes Review ¥ Employee Acknowledges Review || High Level Manage

L]

[ save | [ Attachments (0} | [ Print |

Process Description Administrative Data =]
INfe  \yashoe Performance Review and Plan/Performance Review | Review Period: [02/14/2012 To:* (021132013 [
Status: New
= sppraizal Period

The appraisal period is 364 days, from the Manager: * [Schmidt Laura K [l
current position's start date to one year
minus one day. Example: Begin date in
poseition of 3212 would have appraizal
period of 32M2 - 3MM3.

|Sim|:|5c|n Daniel E || Info

< Pushbuttons above wil:
*Save: saves the appraisal without exiting
the document

*Afttachmentz: prompts on how to attach
supporting documents to the appraizal

Make sure you have entered
the correct review dates

*Print: prints the appraizal or emailz it az a
PDF to another user

*Managers' Toolbox, Job Specifications and
Core Competencies: directs you io
additienal information regarding those topics

How would you like to continue?

(® Save and Exit Document

' Begin Review

Click on “Add” to add the

High Level Manager




Add High Level Manager

Type last name of the
High Level Manager

Search Help for Additional AppZF

High Level Manager: Schimict]

~tart

k|| Cancel

Click on “ Start”




Add High Level Manager

| Search Help for Additional Appraisees

High Level Manager: | =chmict

=tart

High Level Manager
Further Paricipants
=chmict Laura K

Click “OK”

Further P. ID
QO00z303

[ Ol

Cancel

Select the High
Level Manager




Appraisal Document

| History =
Appraisal Document =17
Appraisal Document for Simpson Daniel E Help
% A& Supervizor Completes Review # Employee Acknowledges Review || High Level Manager Closes Review | =l DD
Process Description Administrative Data =]
M0 ashoe Performance Review and Plan Performance Review | Review Period: | 021142012 ({7 To:® 02132013

Status: N
= Appraisal Period atus: e

The appraizal period is 364 days, from the Wanager: * |Schmidt Laura K ]
current position's start date to one year

minug one day. Example: Begin date in Employee: |5|m|:5c|n Danel £ || Infe
position of 3212 would have appraizal
perind of 3/2/12 - 311113, High Level Manager
|
< Pushbuttons above wil: f I I
*Save: zaves the appraizal without exiting Further Participants Ver I y a

the document Schmidt Laura K

information
IS correct

vAttachmentz: promptz on how to attach
zuppoerting documents to the appraizal

*Print; printz the appraizal or emailz it az a
POF to another user

Click “Save and Exit
Document” to return
to Manager’s
Dashboard

*Managers’ Toolbox, Job Specifications and
Core Competencies: directz you to
additional information regarding thoze topicz

How would you like to continue?

(& Save and Exit Document

Click “Begin Review”
to start employee

(" Begin Review —

evaluation

[ Continue |
€ oo




Appraisal Document

| Hietory =

Appraisal Document

Tabs for each part
of the Review

I%| /A4 Supervisor Completes Review (¥ Employee Acknowledges Review

Appraisal Document for Sim) Help

L]

Status changed to "Planning’ (next step "Manager enters geals, ratings, commenta")

“Pushbuttons”

| Save || Attachments (0) || Managerz' Toolbox || Job Specifications || Core Com|

Process Description Administrative Data
Info

. . GM:&Aclieveméntsl’ Core Competencies | Managing Others (If Applicable) | Comments - Final Rating
@ Appraisal Period

The appraizal period is 354 days, from the

current position's start date to ene year Goals & Achievements

minus one day. Example: Begin date in Supervisor: Provide feedback on goals and achievements for the employee's review period.

position of 3212 would have appraizal

period of 3212 - 3113, *Mote: Thiz box will be populated with the Additional Supervisor Comments from the previeus year, if available.

i Employee Goals & Acheivements:
= Pushbuttons above wil:

*Save: saves the appraizal without exiting
the document

Provides a short
description of the

*Attachments: prompts on how to attach
supporting documents to the appraizal

*Print: printz the appraizal or emailz it az a
POF to another user

*Managers' Toolbox, Job Specifications and
Core Competencies: directs you to
additienal information regarding those topics

Click “Save and Exit Document”
to end this session: enables you
acknowmeagement to re-open and continue at

How would you like to continue?

another time




Begin Performance Review: Goals & Achievements

Appraisal Document

Appraisal Document for Simpson Daniel E

| History )
I%| /4 Supervisor Completes Review | #| Employee Acknowledges Review || High Level Manager Closes Review |=|

Help
Status changed to "Planning’ (next =tep "Manager enters geals, ratings, comments"}

Save e I=NTs (U}

[{[]
Click “Save”

Managers' Toolbox || Job Specifications || Core Competencies |

Process Description

Click “Core

Administrative Data

Competencies”
Info
. . Goals & Achievements |’ Core Competencies | Managing Others (If Applicable) | Comments ©  Final Rating
@ Appraizal Period
The appraizal period i= 364 days, from the .
current position’s start date to one year Goals & Achievements
minuz one day. Example: Begin date in Supervizor: Provide feedback on goals and achievements for the employee’s review period.
position of 32/12 would have appraizal
period of 3212 - 3113, *Mote; Thiz box will be populated with the Additional Supervisor Comments from the previeus year, if available.
® Pushbutt b il Employee Goals & Acheivements:
ushbuttons above will:
*Save; saves the appraizal without exiting
the document
sAttachments: prompts on how to attach
suppoerting documents to the appraisal

*Print: printz the appraizal or emailz it az a
PDF to another user

*Managers’ Toolbox, Job Specifications and
Core Competencies: directs you to

additienal information regarding those topics

How would you like to continue?

) Savi

= and Exit Document

d To Employee For
ledgement

Provide feedback on accomplishment of

goals and other achievements that
occurred during the review period




Core Competencies: All Employees

Appraisal Document

Click “Core Competencies”
for the full descriptions

Appraisal Document for Simpson Daniel E

I# /% Supervizsor Completes Review |#| Employee Acknowledges Review |#| High Level Manager Closes Review

| Save || Attachments (0} | | Managers’ Toolbox || Job Specifications || Core Competencies \
Process Description Administrative Data =]
Info
. . Goals & Achievements Core Competencies |’ Managing Others (If Applicable) | Comments | Final Rating
L—% Appraisal Period
The apprai=al period is 354 days, from the .
current position's start date to one year Core Competencies
minus one day. Example: Begin date in Supervisor: Rate proficiency in €ach competency and provide specific examples, as appropriate.
position of 3212 would have appraisal E 5 A :
unctional/Technical Proficien
period of 3212 - 313, ey
* Job Knowledge, Skills & Abilities . .
= Pushbuttons above will:
*Save: saves the appraizal without exitin Supervisor Rating: VI I g r
the document P g Mo value Exceeds Regquirements Meets Requirements Needs Improvement Inexperienced/Cant Rate
c o - L - |
=Attachments: prompts on how to attach . . eaC h C 0 I I I p et e n Cy
supporting documents to the appraisal * Organizational/Departmental Knowledge
) . _ o Supervizor Rating: - -
+Print: prints the appraisal or emails it as a Mo value Exceeds Regquirements Mests Requirements Needs Improve: I a I C a e
PDF to another user @ o o
*Managers’ Toolbox, Job Specifications and 1 =
nterpersonal Effectiveness | Add
Core Competencies: directs you to P -
additional information regarding thoze topics « Communication
Supervisor Rating:
. . Mo value Exceeds Reguirements Meets Requirements Meeds Improvement Inexperienced/Can’t Rate
How would you like to continue? = 'S 'S 'S 'S Walue Description
e Descrip
® Save and Exit Document « Customer
" Send To Employee For Supervizor Rating:
Acknowledgement Mo value Exceeds Reguirementz Meels

gorovement Inexperienced/Caa
- o e e 7
* Personal Relationships
Supervisor Rating:
Mo value Exceeds Reguirementz Meets Requirements Needs Improvement,
I - - -

Leave at “No Value”
If not rating that
competency

* Teamwork

Supervisor Rating:
Mo value Exceeds Requirementz Meets Requirements Needs Improvement Inexp
c (- (- (-

Organizational Systems Awareness
= Action and Results

Supervizor Rating:

Mo value Exceeds Reguirements Mests Reguirements Needs Improvement Inexperienced/Can't Rate
[ [ [ [

Ic

Wale Nescrintinn
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Washos County Vision and Values
Our vivion ix that Washoes County ix the hest place in the country to bive, wwork, recreate, vimi and invest,

T O Conmis J I'qlan]r Communities.

Transparency

WASHOE COUNTY CORE COMPETENCIES FOR ALL EMPLOYEES

FUNCTIONAL /| TECHNICAL PROFICIENCY

Knowledge, Skills, and Abilities: Demonstrates the required knowledge, skills and abilities to perform the
essential functions of the job.

Environmental/Procedural Knowledge: Demonstrates a clear understanding of the work environment and follows
the processes, procedures, standards, and regulations required to perform work duties and assignments.

INTERPERSONAL EFFECTIVENESS

decisions. Uses multiple channels to ensure effective communication {email, phone, meetings, memos).

Communication: Expresses information correctly, clearly and effectively in writing and speaking. Actively listens;
attends to non-verbal cues and uses clarifying questions to ensure understanding. Keeps management informed of

Customer Service: Knows who the customer is. Assesses and understands the needs and expectations of internal

proachable, friendly, and easy to do business with. Manages complaints with tact and respect. Takes ownersh
problems to find solutions. Acts as an ambassador of the County in all interactions.

\ d external customers. Handles all interactions promptly. Is responsive, pleasant, professional, courteo

-

|D|:une |_|_|_|_|_|_|§‘-_J rknown Zone




Core Competencies

Appraisal Document

Appraisal Document for Simpson Daniel E

I#| /i Supervizor Completes Review (% Employee Acknowledges Review % High Level Manager Closes Review |=|

[ Save | [ Attachments (0} |

[ Managers' Toolbox | [ Job Specifications | [ Core Competencies |

Process Description

Info

E& Appraizal Period

The appraizal period iz 354 days, from the
current position's start date to one year
minug one day. Example: Begin date in
posttion of 32012 would have appraizal
period of 3212 - 3113

= Pushbuttons above will:

*Save: saves the appraisal without exiting
the document

Attachmentz: prompts on how to attach
supporting documents to the appraisal

*Print: prints the appraizal or emails it as a
PDF to another user

*Managers’ Toclkox, Job Specifications and
Core Competencies: directz vou to
additional information regarding those topics

How would you like to continue?

(& Save and Exit Document

"' Send To Employee For
Acknowledgement

Administrative Data

Goalz & Achievements

Core Competencies |’

Managing Others (If Applicable|

Core Competencies

Supervizor: Rate proficiency in each competency and provide specific examples, as appropriate

Functional/Technical Proficiency [Add |
* Job Knowledge, Skills & Abilities

Supervisor Rating:

Mo value Exceeds Reguirementz Meets Requirements Needs Improvement Inexperienced/Can’t Rate

IO . .

* Organizational/Departmental Knowledge

Supervisor Rating:

Mo value Exceeds Reguirementz Meets Requirements Needs Improvement Inexperienced/Can’t Rate

IO . .

Interpersonal Fffectiveness

*» Communication

Supervizor Rating:

Mo value Exceeds Reguirements Mests Reguirements Needs Improvement Inexperienced/Can't Rate
o -

Ic

* Customer Service

Supervizor Rating:

Me value Exceeds Reguirements Mests Reguirements Needs Improvement Inexperienced/Can't

(& o -

* Personal Relationships
Supervizor Rating:

Mo walue Exceeds Requirements Meets Requirements Needs Improvement Inexperienced/Ca

(a o -

L .

-

L .

1<

|

[ -

[ -

€

Value Description

Value Description: (Supervisor Rating)

Evaluation

Exceeds Reguirements

Meets Requirements

Meeds Improvement

Inexpetienced!/Can't Rate

upel
@
Organizational Systems Awareness

* Action and Results

Supervisor Rating:

Mo walue Exceeds Requirements Meets Requirements Needs Improvement Inexperienced/Cant F{ate\
o -

“alue Description

Performance is
conzistently
exceptional. Thizs
perzon iz a rale moadel
far this

compentency .

Perfarmance meets
and petiodically
exceeds
expectations. This
personis a

strong contributar.

Perfarmance does not
consistently meet
reazonable
expectations and
standards. Steps
must be taken to
improve inthis area.

Performance in this
area iz unknowen or
untested. This person
needs the
opportunity to
demonstrate ability .

[y R -

W

Mo value Exceeds Reguirementz Meets Requirements Needs Improvement Inexperienced/Can’t Rate

IO . .

[ .

Walie NDezcrintinn
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L
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Core Competencies

- = , . 3 : e 1]
e EmployesiioEnmeniaas AT eV eaveTao i W i owE it ern et plorer JJ E

| History B 1 =]
- Appraisal Document ==
Appraisal Document for Simpson Daniel E Help B
I#%| /@ Supervizor Completes Review |#| Employee Acknowledges Review |#| High Level Manager Clozes Review |=l [a] ]
[ save | [ Attachments (0) | [ Print | [ Managers® Toolbox | [ Job Specifications | [ Core Competencies |
Process Description Administrative Data =l

Info

@ Appraizal Period

The appraizal period iz 354 days, from the
current position's start date to one year
minug one day. Example: Begin date in
position of 32M2 would have appraizal
period of 3/2M2 - 3MM3.

= Pushbuttons abowve will:

*Save: gaves the appraizal without exiting
the document

=Attachments: prempts on how to attach
supporting documents te the appraizal

*Print: print= the appraizal or emails it as a
PDF to another user

*Managers’ Toolbox, Job Specifications and
Core Competencies: directs you to
additional information regarding those topics

How would you like to continue?

(® Save and Exit Document

i Send To Employee For
Acknowledgement

Goals & Achievements Core Competencies |’ Managing Others (If Applicable) | Comments | Final Rating

Core Competencies
Supervizor: Rate proficiency in each competency and provide specific examples, as appropriate.

* Job Knowledge, Skills & Abilities

Supervizor Rating:

Mo value Exceeds Requirementz Meets Requirementz Meeds Improvemsel
(w

Functional/Technical Proficiency

* Organizational/Departmental Knowledge

Supervisor Rating:
Mo value Exceeds Requirements Mests Reguirementz Neesds Improvement Inexperienced/Can’t R
(= - L - -

Click “Add” to open a
comments box for

Comments

Supervisor Comments:

\ each competency

family

Interpersonal Effectiveness

* Communication

Supervisor Rating:
Mo value Exceeds Requirements Mests Reguirementz Neesds Improvement Inexperience
(w - [ (- -

* Customer Service

Supervisor Rating:
Mo value Exceeds Requirementz Meetz Requirementz Meeds Improvement Inexperienced/Can
Iy - o . .

Provide comments for
your ratings as needed

* Personal Relationships

Supervisor Rating:
Mo value Exceeds Regquirements Meests Reguirements Neesds Improwvement Inexperienced/Can’t Rate
(w - [ (- -

* Teamwork

Supervisor Rating:

Mo value Exceeds Requirements Meetz Requirements Meeds Improvement Inexperienced/Can’t Rate -
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* Customer Service [«]

Supervisor Rating:
Mo value Exceeds Requirements Meets Requirements Meeds Improvemsnt Inexperienced/Cant Bak
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= Personal Relationships

Supervisor Rating:
Mo value Exceeds Requirements Mests Requirements:
I L o

Scroll to bottom of page to add
additional competencies that
are unique to your department

* Teamwork

Supervizor Rating:
Mo value Exceeds Requirements Mestz Requiremsl
L o

ey

Organizational Systems Awareness
= Action and Results

Supervizor Rating:
Mo value Exceeds Requirements Mests Requirementz Needs Improvement Inexperie
I L o L o

= County Knowledge

Supervizor Rating:
Mo value Exceeds Requirements Mests Reguirements Needs Improvement Inexperienced/Can't Rate
a L o L o

Walue Description

* Ethics and Integrity %
Supervizor Rating:
Mo walue Exceseds Regquirements Mests Regquirements Needs Improvement Inexperienced/Can't Rate
& = C = C Walue Description

ality Improvement

Click “Add” to
add your own

gr Rating:
eeds Requirements Mests Requirements Needs Improvement Inexperienced/Can’t Rate

- . = Walue Description

Walue Description

. . o Walue Description

* Continuous Lé

Supervizor Rating:
Mo value Exceeds Requiremsa
I L

Mestz Requirementz Needs Improvement Inexperienced/Can't Rate
e = e Malue Description

Additional Competencies
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| History
Appraisal Document
* Teamwork
Supervisor Rating:
Mo walue Exceeds Requirements Meets Reguirements Needs Improvement Inexperienced/Can’t Rate
= - = - - Walue Description

Organizational Systems Awareness

* Action and Results

Supervisor Rating:
Mo value Exceeds Reguirementz Meets Reguirements Needs Improvement Inexperisnced/Can't Rate

@ - - - - Walue Description

* County Knowledge

Supervisor Rating:
Mo walue Exceeds Requirements Meets Reguirements Needs Improvement Inexperienced/Can’t Rate

@ - - - - Walue Description

* Ethics and Integrity

Supervisor Rating:
Mo walue Exceeds Requirements Meets Reguirements Needs Improvement Inexperienced/Can’t Rate

® - - - - Walue Description
* Quality Improvement %

Supervisor Rating:
Mo walue Exceeds Requirements Meets Reguirements Needs Improvement Inexperienced/Can’t Rate
(-

elopment

Type a description of the
competency and any
applicable comments

inuous Learning

Provide arating for
the added competency

ementz Mests Requirements Needs Improvemsnt Inexperienced/ N
- - [

equirements Meets Requirements Needs Improvement Inexps
Walue Description

Supervisor Rating:
Mo walue Exceeds Requirements Meets Reguire
Iy

provement Inexperienced/Can't Rate

- - Walue Description

upervizor Rating:
o value Excesds Reguirements Mests Reguiremsnts Needs Improvemsnt Inexperienced/Cant Rate

@ - - - - Walue Description

mpetency Description and Comments:




Core Competencies:. Supervisors/Managers

= Employee Document oS ARIN e T

Appraisal Document

Appraisal Doc

I% % Supervisorj

57 Click “Save”

for Simpson Daniel E

Click

Sawve | [ Attachments (0) |

[ Managers’ Toolbox | [ Job Specifications | [ Core Competencies |

Process Description

Info

@ Appraisal Period

The appraisal period is 354 days, from the
current position’s start date to one year
minus one day. Example: Begin date in
position of 3/2/12 would have appraisal
period of 3/2/12 - 3/1/13.

= Pushbuttons abowve wrill:

*Save: saves the appraisal without exiting
the decument

Attachments: prompte on how to attach
supporting documents to the appraisal

*Print: prints the appraisal or emails it as a
PDF to another user

*Managers’ Toolbox, Job Specifications and

Core Competencies: directs you to
additional in formation regarding those topics

How would you like to continue?

(e Sawve and Exit Document

" Send To Employee For
Acknowledgement

Centinue

Administrative Data

“Comments” Tab

fics Review ® Employes Acknowledges Review ® | High Lewvel Manags

Goals & Achievements | Core Competencies Managing Others (If Applicable) |’ Comments | Final Rating

Managing Others (If Applicable)
* Decision Making
Supervisor Rating:
No value Exceeds Requirements Meets Requirements Needs Improvement Inexperienced/Can't Rate

@ C - o o Malue Description
* Developing Organizational Talent
Supervisor Rating:
No value Exceeds R ents Meets Requirements Needs Improvement Inexperienced/Can't Rate

@ < Malue Description
* Financial and Resource
Supervisor Rating:
Mo value Exceeds Requirements Meets Req = Improvement Inexperienced/Can’'t Rate

@ Walue Drescription %

* Leading and Inspiring Others

Supervisor Rating:
Mo value Exceeds Requirements Meets Regquirements Needs Imp
& (" . [

* Planning and Organizing

Supervisor Rating:
Mo value Exceeds Requirements Meets Reguirements Needs Improvement I

=

* Vfalues and Leverages Diversity

Supervizor Rating:

Mo value Exceeds Requirements Meets Reguirements Needs Impro
iy

Comments

Supervisor Comments:

Malue Description

Rate and provide comments
as with Core Competencies

on previous Tab




Supervisor Comments

Appraisal Document

i
g
MEL

Click “Final Rating”
Tab

Click “Save”

el Manager Closes Review =1

Appraisal Document f

I | /i Supervisor Completes

[ save | [ Attachments (0} | Managers' Toolbox | [ Job Specifications | [ Core Competencies

Process Description Administrative Data =l
Info
. N Goalz & Achievements | Core Competencies | Managing Others (If Applicable) p.- Comments |’ Final Rating
@ Appraizal Period
The appraizal period iz 364 days, from the . . . N . N -
current position’s start date to one year Supervizor: Provide additional comments that have not been stated previously. Geals for the next appraisal period may be referenced here as well.
minus one day. Example: Begin dats in . _ _ N
position of 212 would have appraisal Employee: Provide comments in regards to your performance ratings and Supervisor's comments. Respond to the gquestions below.

iod of 3V2M2 - 3M1M13
period o *MNote: All Additional Supervisor Comments below will be copied to next year's appraisal to the Goals & Achievements section.

= Pushbuttons abowve will:

*Save: saves the appraizal without exiting
the document

Additional Supervizor Comments:

=Attachments: prompts on how to attach [%
supporting documents to the appraizal

Employes Comments:
*Print: prints the appraizal or emailz it as a
PDF to another user

*Managers’ Toolbox, Job Specifications and

Core Competencies: directs vou to
additional information regarding those topics = have read and discussed this review with my supervisor.

Add additional
comments for this

Choo=se from the following

Mo walue Yes Mo
O

Howr would you like to continue?

(& Save and Exit Document *| agree with the contents of this review.
" Send To Employee For Cheoose from the following:
Acknowledgement Mo value Yes Mo L

review period and any
known goals for next
review period

*| have received and reviewed the Washoe County Walues and the Code of Conduct with my =
Choose from the following:

Mo value Yes Mo
O

* have received and reviewed the Washoe County Workplace Wiolence, Sexual Harassment and Haras:
rights and responsibilties under these policies and how to file a complaint.

Choo=e from the following:

Mo walue Yes Mo
O

*| have been subject to workplace violence and/or sexual harassment/discrimination during this evaluation period.
Choo=se from the following

Mo walue Yes Mo
0




Final Rating

| History Back F
. Appraisal Document =l
Appraisal Document for Simpson Daniel E Help
I%| /T Supervisor Completes Review % Employee Acknowledges Review ¥ High Level Mana: I:":l
[ save | [ Attachments (0 | [ Managers’ Toolbox | [ Job Specifications | [ Core Comp ap p | i C ab I e
Process Description Administrative Data | | A =l
overall rating
. . Goals & Achievemen able) | Comments Final Rating
@ Appraizal Period
The appraisal period is 364 days, from the N N o >
E:urrEIflpDUSi‘liﬂfl'S =tart date tu%meyear Supervisor: Provide an r the Employee for the review period.
minus one day. Example: Begin date in
position of W22 would have appraizal High Level Mana e additional feedback to the Employee.
period of 3212 - 3113 Final Review:
. Select a value * Exceeds Expectations * Meets Expectations * Below Expectations *
= Pushbuttons above will: @ e s e
*Save: =aves the appraizal without exiting
the document Comments

=Attachments: prompts on how to attach High Level Manager Fesdback:

supporting documents to the appraizal

=Print: printz the appraizal or emails it as a
PDF to another user

*Managers’ Toclbox, Job Specifications and
Core Competencies: directs yvou to
additional information regarding these topics

How would you like to continue?

(= Save and Exit Document

Click “Value Description”
for drop down definitions
of rating scale

" Send To Employee For
Acknowledgement




Final Rating

Appraisal Document

Appraisal Document for Bo

My Supervizor Completes Revie Employee Ackn

7]
=1}
i}

£

ave and Exit

Send To Employee For

knowledgement

Value Description

Value Description: (Final Review)

Evaluation

Exceeds Expectations

Meets Expectations

Belowy Expectations

Yalue Description =

Goals achieved.
Performance
conzsistently above
requirements.
Demonstrated all
requisite skillz and &
wilingness to
continuously improve
self and work
pProcesses,

m
(0]

Achieved goals.
Demonstrated reguisite
zkillz, knowledge and “Ihere
ahilties and

applied themn to achieve Tployes.
goals. Performance
consistently aligned with

the requirements of the
position.

Achieved some goals,
but missed significant
others. Demonstrated
SOME

requisite skils,
knowvledge and abilities
but lacks significant
others.

Performance below
accepted levels for the
time in the position.

Final

m
m

il
=]




Final Rating

@ =] E3

| History Back Forward

Appraisal Document EIE
Appraisal Document for Simpson Daniel E Help
|’| /B, Supervisor Completes Review |’| Employee Acknowledges Review |¢| High Level Manager Closes Review |-| DD

[ save | [ Attachments (0 |

[ Managers® Toolbox | [ Job Specifications | [ Core Competencies

P Description Administrative Data =l

Info
Goals & Achisvements E/ Core Competencies r Managing Others (If Applicable) E/ Comment= /Lﬁ

Supervisor: Provide an overall rating for the Employee for the review period.

@ Appraizal
The appraizal

iz 364 days, from the
current pos=ition date to one year
minus one day. - Begin date in
position of 3/2M12 w ve appraizal
period of 3212 - 317

High Level Manager: Provide additional feedback to the Employee.

Final Review:

. Select a value * Exceeds Expectations * Meets Expectations * Below Expectations *
= Pushbuttons above will: @ e s e
*Save: =aves the appraizal w'

the document

Malue Description
Comments

High Level Manager Feedback:

=Attachments: prompts on how to a
=supporting documents to the appraizal

=Print: printz the appraizal or emails it as a
PDF to another user

*Managers’ Toclbox, Job Specifications and
Core Competencies: directs you to
additional information regarding these topics

Click “Save”

How would you like to continue?

(= Save and Exit Document

" Send To Employee For
Acknowledgement




Share Review Click “Print” to print out or

print to a PDF for sharing

| History
- Appraisal Document
Appraisal Document for Simpso,
I /& Supervisor Completes Review || Emplo ges Review |®| High Level Manager Closes Review | =] E":I

[ save | [ Attachments (0) | [ Print | [ Managers’ Toolbox | [ Job Specifications | [ Core Competencies |

Process Description Administrative Data
Info

. ) Goalz & Achievementz | Core Competenciez | Managing Others (If Applicable) | Comments Final Rating
[3? Appraisal Period

Help

The appraizal period iz 354 days, from the
current position's start date to one vear
minuz one day. Example: Begin date in
positien of 3/2M112 would have appraizal

Supervizor: Provide an owverall rating for the Employee for the review period.

High Level Manager: Provide additional feedback to the Employee.

peried of 32M2 - 3113, Final Review:
= Pushbutt b i Select a value * Exceeds Expectations * Meets Expectations * Below Expectations *
ushbuttons above will:
® C C C Value Description

*Save: saves the appraizal without exiting

the document Comments

*Attachments: prompts on how to attach High Level Manager Feedback:
supporting documents to the appraizal

*Print: prints the appraizal or emails t as a
POF to another user

Click “Save and Exit
Document” and
schedule a meeting
with the employee to
discuss the review.

*Managers’ Toolbox, Job Specifications and
Core Competencies: directs you to
additional information regarding those topics

How would you like to continue?

(= Save and Exit Document

" Send To Employee For
Acknowledgement

k.

(i
Ll |

Click “Continue”




Send for Employee Acknowledgement

@ EmployeeloEumET S AENNE ISV EavE TR DTl S owsa mern i ploren Jdﬂ‘
| Higtory Back Forwarg E

- Appraisal Document ElE

Appraisal Document fo, . Help

After meeting make
I%| /% Supervizor Completes Review W5 ager Closes Review =] DI:‘
any changes
Aﬂachments (0) | [ Print ] [ Managers' Toolbox | [ Job Specifications | [ Core Competencies
Process Description Administrative Data [m]
Info

. . Gxﬂs&.ﬁdimmenisr Core Compstenciez °  Managing Others (If Applicable) © Commentz | Final Rating
% Appraizal Period

The appraizal period iz 354 days, from the

current position’s start date to one year Goals & Achievements

minus one day. Example: Begin date in Supervizor: Provide feedback on goals and achievements for the employee’s review period.

position of 3212 would have appraizal

period of 32012 - 31/13. *Mote: This box will be populated with the Additional Supervisor Comments from the previous year, if available.

. Employes Goals & Acheivements:
= Pushbuttons above will:

Save: Saves the apprasal without exiing Dan headed up the project team to implement the re-designed

Attachments: promets on how £ attach SAE—Performance Management process. The .prOJect came in

supporting documents to the appraisal on time and on budget. Rollout has begun and is expected to X
*Print: prints the appraizal or emails it as a be Completed by yea‘r end'

POF to another uzer /

*Managers’ Toolbox, Job Specifications and
Core Competencies: directs you to
additional information regarding those topice

Click “Send to Employee
For Acknowledgement”

How would you like to continue?

—

@ Save and Exit Document

" Send To Employee For,
Acknowledgement

Click “Continue”




Manager Self Service Dashboard

Click “Close”

Performance Management History
)
and log off
Employee Documents teo
Status Overview(3) New (D) Planning(0) Performance Review (3) Completed(D}
[} Show Quick Criteria Maintenance | Change Query Define New Query Personalize
Viewistandard |V| | | Create| Il Display | [Dekte] | Fiter Seftings
Review Status Next Step Employes Name Review Document Name Period
Performance Review Employee Acknowledgement Simpzon Daniel E Performance Review 020172013
Performance Review Employee Acknowledgement Simpzon Daniel E Performance Review 02122013
Performance Review High Level Manager Clogg Review Simpzon Daniel E Performance Review 021&2013
Performance Review now shows
Employee Acknowledgement as
After employee acknowledges, “Next Step”

Review will show “Next Step”
as High Level Manager Review

Y

Last Refresh0211412013 08:50:26 PST Refrezh )

>




Rest of the Process

e Employee receives email to acknowledge review

e Logs on to ESS and selects Performance
Management and current Review

* Reviews document & any attachments

e Adds comments on Comments Tab and attachments
if desired

 Answers ALL mandatory questions on Comments Tab

e Clicks “I Acknowledge This Review” and sends to
High Level Manager for final review and completion
of process

|




Additional Informatinon Available

 To view eBook on Employee Acknowledgement of
Performance Review click here:

Employee Acknowledgement eBook

* To view eBook on High Level Manager
Acknowledgement of Performance Review click here:
High Level Manager Acknowledgement eBook

e To view SAP User Procedures for these topics or for
Performance Management Reports and
Miscellaneous Procedures click here:

Performance Management User Procedures

|



http://www.washoecounty.us/humanresources/workforce/development.htm
http://www.washoecounty.us/humanresources/workforce/development.htm
http://wctrain/winnet/User Procedures/Performance Management/PM User Procedures.htm

Need Assistance?

Email your question to Kathy Hart at

Khart@washoecounty.us

or

Call 328-2093



mailto:khart@washoecounty.us
http://www.washoecounty.us/humanresources/workforce/development.htm
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