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1. Introduction

1.1 Objectives

Upon completion of this manual, you will be able to:

e  Understand the Step 3: Annual Performance and Development Conversation.
e Successfully complete the required tasks in My HR Connection.

2. Annual Performance and Development Conversation Process

Manager
Reviews Second Manager Employee

and Level Completes Reviews
Self- Manager Final and Signs-

Employee

AT Completes

Schedules

R Assessment Provides Reviews Review Off

Rating

Figure 1: Annual Performance and Development Conversation Process
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3. Completing Step 3 in Rally2Gether

Action

Step to Execute

You will receive an
email to complete Step
3: Annual Performance
and Development
Conversation

Receive Email in Outlook

Log In to My HR
Connection and click on

Your Action ltems

the related task — Step 3: Due Dats

Annua| Performa nce and STEP 1: Goal Setting Conversation - EMAIL TEST 12/9/2018
STEP 2: Check.In #2 1212272018

Development STEP 3: Annual Performance and Development Conversation I 12/22/2018

Conversation

Read the Overview STEP 3: Annual Performance and Options ™

Scroll down and click
Get Started to launch
the Self-Assessment

Development Conversation

Kimberly West

. 7/13/2018 - 12/31/2018

an 0%

Overview

The Annual Performance and Development ¢ is an important part of the overall Performance and Development
program at UOIT. It is an opportunity to connect and reflect on the successes of the year and accomplishments to date. This
conversation is reflective of how well staff achieved established goals and aligned with the university's core values. An overall
rating is calibrated which will include the ratings for each of the staff's individual goals.

Please read each section carefully and follow the instructions in each step of the Annual Performance and Development
Conversation

Step 1 - Employee completes self-assessment questions and comments on goals and professional development plan.

Step 2 - Manager and employee have a meeting to discuss goals and professional development plan.

Step 3 - Manager will provide an overall rating of Does Mot Meet Expectations, Meets Expectations or Exceeds Expectations.
Step 4 - Second level manager reviews Annual Performance and Development Conversation.

Step 5 - Emplayee reviews manager comments and acknowledges completion of Annual Performance and Development
Conversation,

Step 6 - HR records compl of annual Performance and lop! Conversation.

Review Step Progression
¢ Manager Schedule Meeting o

©

Self-Assessment
: 12/22/2018

®

Manager Review and Rating

Second Level Manager

Review

Manager Review

Employee Review and Sign-

off

Get Started
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Action

Step to Execute

4| Review the comments
from the previous Step
2 — Check-in. This page
is view only.

Click Save and
Continue

STEP 3: Annual Performance and Options ¥
Development Conversation

Kimberly West

. 7/13/2018 - 12/31/2018
Checkin — 0%

Check-in

During these conversations, discuss completed tasks/outcomes to date, accomplishments, challenges, and additional support
needed

Use the section provided to summarize your conversation.

‘What has been working well?
VIEW 4 COMMENTS ¥

Jetf Miller (Manager) Review: STEP 2: Check-In #2 Time: 12/17/2018 2:11 PM
most stuff

Kimberly West (Self) Review: STEP 2: Check-In #2 Time: 12/17/2018 2:09 PM
everything

What challenges, obstacles or unexpected changes have you experienced?
VIEW 4 COMMENTS ¥

@ Jeff Miller (Manager) Review: STEP 2: Check-In #2 Time: 12/17/2018 2:11 #M
not much

Kimberly West (Self) Review: STEP 2: Check-In #2 Time: 12/17/2018 2:09 PM
none

Do you require any additional support to achieve your goals?
VIEW 4 COMMENTS &

Jeff Miller (Manager) Review: STEP 2: Check-In #2 Time: 12/17/2018 2:11 PM
doing great

Kimberly West (Self) Review: STEP 2: Check-In #2 Time: 12/17/2018 2:09 PM
no

Back Save and Exit

My HR Connection Individual Contributor — Step 3 Annual Performance and Development Conversation Page 6 of 12




1 OntarioTech

UNIVERSITY

Complete the Self-
Assessment questions
within the online

STEP 3: Annual Performance and
Development Conversation

rly West
018 - 12/31/2018

platforms.

Click Save and
Continue

Self-Assessment Questions

Options ™

List your
with your goals?

Comments: *

ing the past year. How do these achievements align

BIUSX¥ L =i +* Font - se - A-B@-
L2 BEE m=
+ Increased the interest in the FIERCE pragram
ontributing informa
iha Project Managemes
Al of the abave aligned directy with my goals.
What circumstances helped or hindered you in achieving your goals this past year?
Comments: *
BIUSK%xXx SI= == Fot - size - A-DO-
Y o«
Did not ask for support when needed
Learned to talk to other groups more effectively
What would you have done differently?
Comments: *
Font - size - A-D-

BIUSHXx

(2NN

Asked my manager for more help when it came to processes

Worked through the processes from the beginning instead of trying to start in the middle

Take more advantage of the programs that are given through HR-OD
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Action

Step to Execute

What additional skills or knowledge would help you be more effective in your role?

Comments: *
! Font - size - A-[Q-

BIUS®Xx L ;

k4 EEE

- continuing with Project Management courses
= more training on how to communicate with others more effectively.

How can your manager better support you?

Comments: ™
BIUS®Xx%xT Font - sSize - A-[@-

& H=

v o« [ERE]

» My manager is very supportive and | must leam to ask when needing help

List any additional topics you wish to discuss during your annual perf

Comments: *

BIUSRXx>Xx

Y o«

« would like to participate/have more meetings with other teams, to understand some of their processes

Back Save and Exit
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Action

Step to Execute

4| The Goal Rating section
opens to review
progress of your goals
and you are able to
comment on the status
of each goal.

Click the dropdown
arrow and select the
option that best
reflects your
performance on this
goal.

Click Save and
Continue

STEP 3: Annual Performance and
Development Conversation

Options ™

Kimberly West

. 7/13/2018 - 12/31/2018

a 75%

" Goal Rating

For each of the individual gosls idemified. ple

relzte to sach goal in the comments section o

ot the appropriate rating and document your accomplishments as they

increase the attendance of Fierce conversations by 10% Select

increase the attendance of Fierce conversations by 10%

Frogress: [N 1007
C d

Meets Expectations ™

Comments:
BIUSXx I == === Fo Sze - A- @-
L- 2R BEGE @B=

Wz were able to incraase stiendance in the fierce program.

Back Save and Exit Save and Continue

5| Once you have
completed the Self-
Assessment portion of
Step 3, you will be
prompted to review
your Professional
Development Plan.

Click Submit when you
have completed your
review of this section.

STEP 3: Annual Performance and
Development Conversation

Options ™

Kimberly West

. 7/13/2018 - 12/31/2018

o 100%

Professional Developm.

Professional Development Plan Review Add Objective

One of the ways to build institutional knowledge and organizaticnal capacity is through professional development. To ensure that
our institution keeps pace with the current standards, trends and changes in our profession, staff are encouraged to seek learning
opportunities for professional growth. Achievement of professional development goals also support staff in making meaningful
contributions to their team and in their efforts to progress their career.

Learning opportunities to support individual development may include: workshops, books, webinars, conferences, professional
development opportunities available through the UOIT Learning Catalogue, stretch assignments, cross-training, or Leadership
Development programming at UOIT.

Take a Project Course - (D

Objectives) -

Register for in class PD session
Due: Category: PD course available through the UOIT Learning Catalogue

Back Save and Exit Save and Contin

Progress: 0%
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Action Step to Execute

6| Once you click submit
: STEP 3: Annual Performance and Options ™

OI’.1 the prior page, you Development Conversation

will be prompted to

B . Kimberly West
submit again. . 7/13/201};;— 12/31/2018
P 100%
Summary
Summary Overall Rating @
' N/A
7| Once completed, you
STEP 3: Annual Performance and Options ™

can return to your
Action Items or Log
O ut. Kimberly West

. 7/13/2018 - 12/31/2018
- 1007

Development Conversation

Thank you for completing STEP 3: Annual Performance and Development Conversation.

Go to Action ltems

8| Once your Manager
has reviewed the
documentation. You
will receive an email to
return to the online
platform and review
your manager’s
comments and
assessment.

STEP 3: Annual Performance and Development Conversation 12/24/2018
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Action

Step to Execute

You are in the final
stage of Step 3.

You can review this
section multiple ways.
You can select Get
Started, to review what
has been entered by
your manager, or
simply click on Goal
Rating in the sidebar
menu.

Kimberly West
. 7/13/2018 - 12/31/2018
[ 60%

Qverview

Review Step Progression

Manager Schedule Meeting °

Self- Assessmen t o

Manager Review and xau..go
Second Level Manager o
Review

Manager Review o
é Employee Review and Sign- @
off

El;larlad
Once In Goal Ratlng’ STEP 3: Annual Performance and Options =
you can see your Development Conversation
manager’s comments @ R e

i 0,

and rating. a 60%
Click Save and Goal Rating
Continue.

For

each goal in the cor

increase the attendance of Fierce conversations by 10%

increase the attendan

progres:: [N 00

[
Back | Saveand Exifl EESELRRSRILITY
L
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Action

Step to Execute

Once in Summary, you
are able to view your
Overall Rating.

Click Next.

STEP 3: Annual Performance and
Development Conversation

Kimberly West

. T113/2018 - 12/31/2018

Summary

Summary I Cverall Rating @
Exceeds Expectations

Options ¥

80%

Ba

Select the Sign Off
checkbox beside your
name to acknowledge
that you have reviewed
the comments and
rating for Step 3:
Annual Performance
and Development
Conversation.

Click Submit.

Click Submit again.

STEP 3: Annual Performance and
Development Conversation

Kimberly West

. 7/13/2018 - 12/31/2018

Dateri2/19/2018 [

Dater12/10/2018

Options ™

‘80%’

Once you have Signed
Off, you have
completed your Annual
Performance and
Development
Conversation.

Click Exit.

STEP 3: Annual Performance and
Development Conversation

Kimberly West
711372018 - 12/31/2018

Sign Off

Dlease provide an e-signature to acknowiedge the completion of this step.

Datei12/19/2018

Options

100%,
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