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1. Introduction

1.1. Objectives

Upon completion of this manual, a Manager will be able to:
® Understand the Check In Components.

® Successfully complete their required tasks in My HR Connection.
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2. Check ins and Reviewing Goal Progress

2.1. Check In Meetings

Regular Conversations are a critical component of the Goal Setting and Performance Development Process. It is
one of the critical success factors to ensure critical dialogue, feedback, and support necessary to accomplish the
goals are provided.

Managers are required to set two Check In Meetings as part of the Goal Setting and Performance Development
Process. In advance of the pre-scheduled meetings, employees are expected to have updated their goal progress.

Some suggested items for discussion during the Check In meetings include:
® List most significant accomplishments/ achievements with respect to your goals
® What challenges, obstacles, or unexpected changes have you experienced?
® What has been working well?
® What would you do differently?
® Do you require any additional support to achieve your goals?

® How can | better support you?

2.2. Check In Business Process

Employee Manager

Employee

Completes
Check-In

Completes

Check-In Signs Off

Figure 1: Check In Business Process
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2.3. Completing the Check In Task in My HR Connection

Step Steps to Execute

1| Manager Receives Manager Receives Email in Outlook
Notification to Complete
the Check In Step.

2 Log into My HR Your Action ltems
Connection and select -

Due Date

the related task for your
. Complete STEP 2: Check-In #1 for Joe Employee 1071372018
direct report.
3| Read the overview of the
task. STEP 2: Check-In #1 - Job Guides Options ™
Select the link and click Q© o . [oe Employes
Get Started to launch the 1/1/2018 - 12/31/2018 0%
task.
Overview

Regular conversations are necessary for a successful Performance and Development Cycle. Once goals are set, continual dialogue
and support are necessary to ensure goals are accomplished,

During check-in meetings, a manager and employes meet to provide feedback, discuss progress, and modify goals as needed to
ensure they are still relevant and meeting overall unit objectives. The purpose of the check-in meeting is to provide uninterrupted
time for the staff to address guestions and concerns with their manager to ensure that they are on track to meet their goals at the
end of the Performance

and Development Cycle,

This is the first of the two check-ins to be completed during the Performance and Development cycle,

STEP 1 - Employee completes check-in questions and updates progress of goals and prefessional development plan.

STEP 2 - Employee and manager meet to discuss responses te questions and progress.

STEP 3 - Manager comments on responses to check-in guestions 2nd progress.

Review Step Progression
¢ Employee Check-in o
é) Manager Check-in @
: 10/12/2018
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Step

Steps to Execute

4| The Goal Rating section
opens to review progress
of the employee’s goals
and comments.

Enter any feedback in the
comments section.

loe Employee
nstructor, ELC
1/1/2018 - 12/31

2018

O
Q -

@ Goal Rating "

Select Save and Continue.

Goal Rating

For each of the individual goals ident
refate 1o gach goal in the comments sec

0%

ct the appropeiate rating and document your accomplishments as they

Additional Performance Goal
metric for exampls use

Progress:

Status: On Track

Start Date: /120128
Due Date: 12/31/2012

Comments:

BEI US %X x" I =i 4 =

'y BEHE @=

Sample Smart Goal

Sample Metric relzting to smart geal

ck
Start Date: 1/1/2013
Due Date: 12/31/2012

Comments:
BIUSGXx"L :=:=

To. BHE M=

m

(Great progress on yeur goal so far.

| koo forward o seeing the end result

Back

Save and Exit
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5| Review and provide
feedback on the Check In
Questions answered by
the employee.

An answer is required for

ZJ-\
each question. () o

This could be as simple as
initials, or a complex
answer.

* Reminder — These
conversations should
have already taken place
outside of the tool.

Once each question has
been answered, Submit.

STEP 2: Check-In #1 - Job Guides

Joe Employes

Check-in

Optiors ™

50%

WL hick Ban working well?
- Jovin Ernpiloryei (S0 Risdisn: STER 2: Chiack In 7 b Guidis T B P
| have paeied the necessarny funding for T goaks | am wning to achis
BILUESXSLST == CEE R A- -
F| w B EE BE
glad that N e
Log e Ly e ek greal hat m = g =
a
What challnges, obsladks of Wrakpicled chailges B you apaticed?
Jovin Erniploryei (Sl R nw i G B P
1 arn Tirclineg dren thera is o Wi o e | i L nicing e Tk
B ILUESXSSTL =<2 EE N A- -
W ow EEBS
= Let's a
a
Do tyou regquing sy adtional SUPPort 10 sdhisv your goals?
Jovin Erniplery [Sal) Roview ]
= niexd addigional halp with t
B ILUES®XSST 1 CEEN A- @
Fl * i 5 E B&
T ¢ hatting e ko
s ta ik infis B sarming Catabog io s ARG,
Fl
Back Saax and Exit m
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Step Steps to Execute
6| Once you click submit on . .
the prior page, you wil Submit Review
be prompted to submit
again.

Once you are satisfied
with the check in, please
Submit.

Once the Check In has
been Comp|eted, you can STEP 2: Check-In #1 - Job Guides Options ¥
return to action items
and repeat for all other
direct reports.

Joe Employee

. Instructor, ELC
1/1/2018 - 12/31/2018 1000/
i /

©00

Thank you for completing STEP 2: Check-In #1

If there are further questions, please reach out to your Manager or HR Partner,

Go to Action ltems

Table 1: Check In Task
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