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1. Introduction

1.1. Objectives

Upon completion of this manual, an Individual Contributor 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 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

Log Into My HR

Connection to view Due Date
your Task STEP 2: Check-In #1 10/13/2018
Step 2: Check In

Select the Hyperlink to

continue.

The Check In form Opens
STEP 2: Check-In #1 - Job Guides Options ™

Once you have read the

Joe Employee

i Overview
overview, o o || . Instructor, ELC
1/1/2018 - 12/31/20718 0)
Select Get Started. - 0%

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, 2 manager and employee 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 questions 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 professional development plan.

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

STEP 3 - Manzger comments on responses to check-in questions and progress.

Review Step Progression
@ Employee Check-in @
: 10/13/2018

Manager Check-in

Get Started
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Step

Steps to Execute

Update the progress of
the goal by selecting the
arrow in the corner of the
goal.

Click — Manage Goal.

Q
©

Goal Rating

STEP 2: Check-In #1 - Job Guides

Joe Employee
Instructor, ELC
1/1/2018 - 12/31/2018

Goal Rating

or each of the individual goals identified, plea:
relate to each goal in the comments section p

Options ¥

0%

t the appropriate rating and document your accomplishments as they

Additional Performance Goal
metric for example use
Progress: 0%

Status: On Track

Start Date: 1/1/201

Due Date: 12/

Comments:

BIUSXx I, =21

i
[0
i
il
1

= @6 G

Fent - | Sze -

Sample Smart Goal

Sample Metric relating to smart goal

Progress: 0%
Status: On Track
Start Date: 1/1/2018

Due Date: 12/31/2018

Comments:

BIUSXx I, =: EEEZEEE

v @E@E M=

My HR Connection Individual Contributor — Step 2 Check-in 1 and 2

7 of 10




1 OntarioTech

UNIVERSITY

Step Steps to Execute

Update the progress of
each task and outcomes
associated with the goal.

Manage Goals

Sample Smart Goal
Status: On Track Due Date: 12/31/2018

The goal’s overall
progress will be
automatically updated
once you have updated Start Date: 1/1/2018
the progress.

Metric:
Sample Metric relating to smart goal

Tasks & Outcome

Start Date:  Due Date: [ Progress:
018

- Description:
\, Improve ems in department by 1/1/2018 12/31;
implementing a new system 0

H Description: Target: Start Dater  Due Date: Actual:
Red means in danger Of @ Improve departmental statistics 55 % 17172018 1272172018 -
not completing.

Green means on track.

Yellow means off track.

Add comments if Comments
necessary. Add Comment

Done

Click Done to move back

to the Goal Rating Screen.

Once the goal has been Q
updated, you will see the

progress bar change to b Goal Rating
reflect the percentage of
goal that has been
completed.

Sample Smart Goal hd

Sample Metric relating to smart goa

The status will tell you if
you are on track based on
the end date of your goal
and the progress made to
this point.

A box is available and
optional for comments.

Click Save and Continue.

Progress: _ 37%

Status: On Track
b—

Start Date: 1/1/2013
Due Date: 12/31/2018

Comments:

BIUSXx I == EEEEE

£ BEEE E=

4

Save and Continue
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Step

Steps to Execute

The check in questions
will open.

There are 3 check-in
questions that require an
answer.

These questions should
be answered in a
discussion with your
manager, and the results
should be summarized in
the question boxes.

When completed, click
Submit.

@ Chack-in

loe Employee

. nstructor, ELC
1/1/2018 - 12/31/2018

50%

Check-in
During these conversations, disouss completad tasks/outcomes to date, acoomplishments, challenges, and additional support
neaded.

Use the saction providad to summarize your conversation.

What has been working well?

Comments:

BIUS®=®ux" I =i kB E S

5 EEEE

1]
=
i
w
]
i
>
2

What challenges, obstacles or unexpectad changes have you experienced?

Comments:

BIUSG®wx I, =i I & == == fm - Sz - A B-

k3 BEIE B=

Do you require any additional support to achieve your goals?

Comments:

BIUVUS=® = I, ;X2 2

m=

EExAE Ffm - Sz - A- @3-

k- [CERGEE

a

Sawve and Exit Iml

Back
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Step Steps to Execute

A pop up box will appear
asking you if you are sure Submit Review
you want to submit the
review.

When you are satisfied
with the check in, click

Submit.
e [

Step 2: Check-in has been
completed STEP 2: Check-In #1 - Job Guides Options ¥

Joe Employee

You can return to action
items, or log out of the
system.

. Instructor, ELC
1/1/2018 - 12/31/2018 1 Oocy
— 4

©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 Items

Table 1: Check-in Task

My HR Connection Individual Contributor — Step 2 Check-in 1 and 2 10 of 10



