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1. Introduction

1.1. Objectives

Upon completion of this manual, you will be able to:
e Understand the process for Step 3: Performance and Development Conversation from the role of a
Manager.
e  Successfully complete the required tasks of the Manager in My HR Connection.

2. Annual Performance and Development Conversation Process

Manager

Reviews Emplayes

Reviews

Second Manager
Completes i Level Completes

Self- Prevides Manager Final

Assessment ; Reviews Review
Rating

Employee

Manager

Schedules
Meeting

and Signs-
Off

Figure 1: Annual Performance and Development Conversation Business Process
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3. Steps for completing the Annual Performance in My HR Connection

Action

Steps to Execute

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

Receive Email in Outlook

2 Log into My HR
Connection and
select the related
task for your
Staff Member.

Do Date

on - EMAIL TEST
—

12018

IEnRnCe Anc DuvelOpment Cofmersalion for Kimoedy Iumu

sed Questians (FAGs] About the Parformance and Develapmant Cycle

= SMART Goats: Quick varview

« Gullek Tipa for Satting SMART Geala

= UOIT Strategic Plan
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Action

Steps to Execute

3 Read the Overview
of the task.

Scroll down and
click Get Started to
launch the task.

STEP 3: Annual Performance and Options ™
Development Conversation

Kimberly West

. 7/13/2018 - 12/31/2018
o 0%

Overview

The Annual Performance and Development Conversation is an important part of the overall Performance and Development
program at UQIT. 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 questicns 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 Not 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
Coenversation.

Step 6 - HR records completion of Annual Perfermance and Develof t Conversation.

Review Step Progres:

@ Manager Schedule Meeting
: 12/22/2018

Self-Assessment

Manager Review and Rating

Second Level Manager
Review

Manager Review

Employee Review and Sign-
off
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Action Steps to Execute
4 Setting up the
Planning Meeting STEP 3: Annual Performance and Options ™

Development Conversation

Check the box
indicating that the

Kimberly West

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

Planning Meeting

O,

meeting is ah 0%
scheduled with the
Staff Member.

Planning Meeting
Click Submit.

Schedule time for a discussion with Kimberly West. After this discussion has occurred, return to this task and confirm you have

scheduled a meeting with Kimberly West below.

A meeting has been scheduled with the employee.
Back Save and Exit Save and Continue m
5 You will be

prompted to Submit Review

submit again.

Click Submit.
Cancel m
6 Once you are done STEP 3: Annual Performance and Options ™
you can click Go to Development Conversation
Action Items. This
. Kimberly West
will take you back . 7/13/2018 - 12/31/2018
. . O
to the Action List to ah 100%
setup meetings for
other Staff
Member’s
Perfo rmance and Thank you for completing STEP 3: Annual Performance and Development Conversation.

Development

Conversations.
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Action

Steps to Execute

Once the Staff
Member has
completed their
Self-Assessment,
you will receive an
email to return to
the online
application and
complete your
portion of the
Annual
Performance and
Development
Conversation.

When you return
to My HR
Connection, click
on the task in the
Action Items which
corresponds with
the Staff Member
your need to
review.

Click Get Started.

UNIVERSITY
§ 0F ONTARIO

INSTITUTE OF TECHNOLOC

Welcome, Jeff

S B e e

Dus Date - UGHT Laaming Cataiogus

. . L Loco + Lynca.com
I Complelo STEP 2: Asnual Performance and Devalopment Conversation for Kimiberty e I + Froquantly Asked Questions (FAGE] About the Performance snd Developmant Cych
West -

= SMART Goals: Quick Cvarview

+ Gukch Tips for Sefting SMART Goals
+ UGHT Swategic Pian
Overvizw )
Kimberly West \

7/13/2018 - 12/31/2018
17%

Overview

The Annusl Performan
program at UOIT. It

sation is
ting is calibratad which will include t

a1t of the oversll Performance and Development
25 of the year and accompli e. This
sligned with the university averall
375 individual goals.

atings for each of th

h section carefully and follow the instructions ir

=ach step of the Annual Performance and Development

vent questions and comments on gosls and professionsl development plan

eting 1o discuss geals and professionsl development plan.
=cuations or Exceeds Expectations.
Conversation

iews mansger comments and scknowledges compietion of Annusl Performance and Development

Conversstion,

Step 6 - HR records completion of Annusl Performance and Development Corversation.

Review Step Progression

Manager Schedule Meeting a

Self-Assessment 0

Manager Review and RAting@

2 127232018

Second Level Manager
Review

Manager Review

Emplayee Review and Sign-
off

Get Started
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Action Steps to Execute

8 This step is a
reminder that you STEP 3: Annual Performance and Options ~
have setup the Development Conversation

Performance and

Q Kimberly West \
Development 7/13/2018 - 12/31/2018

° Planning Meeting I o
Conversation. - 17%

Click Next.
Planning Meeting

Schedule time for a discussion with Kimberly West, After this discussion has occurred, return to this task and confirm you have
scheduled a meeting with Kimberly West below.

A meeting has been scheduled with the employee.

Back Exi m

9 In this section, you
can review the
Step 2: Check-in # P ~
Conversations you @ e 179%
have completed (] ’
during the cycle
with your Staff Check-in
Member.

STEP 3: Annual Performance and

Options >
Development Conversation

onversations, discuss comp

utcomes to date. accomplishments, challenges, and additional support

ction provided to summarize your conve

Click Save and
Continue.

What has been working wellZ

VIEW 4 COMMENTS +

@  Jeff Miller (Mansger) Review: STEP 2:Chack-In#2 Tims: 12/17/2018 2111 P
R most stuff
. erly West (Self]) Review: STEP 2: Check-In #£2 Time: 12/17/2018 2:09 PM
- ing

What challenges, obstacles or unexpected changes have you experienced?

VIEW 4 COMMENTS

@  eff Miller (Managsr] Review: STE? 2: Check-In#2 Time: 12/17/2018 2:11 PM
M rotmuch

@  Kimberly West (Self] Review: STEP 2: Check-in 2 Time: 12/17/2018 2:09 PM
;| rone

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

@  Jeff Miller (Manager) Review: STER 2: Chack-In #2 Tims: 12/17/2018 211 A
& doing grest

Kimberly West (Self) Review: STEP 2: Check-in 22 Time: 12/17/2018 200 PM

[ ]
- o
Back | | Saveand Exit [| JELICELETEI LTS |
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Action

Steps to Execute

10

Review the Self-
Assessment
questions
completed by the
Staff Member to
help inform your
overall assessment.

Click Save and
Continue.

STEP 3: Annual Performance and Options ™
Development Conversation

Kimberly West

a - 50%

Self-Assessment Questions

List your most signi i or contribiutions during the past year. How da these achievements align
with your goals?

Kimberly We
¢ s

2018 B:57 AW

What would you have done differently?

® Kimberly West (Self) Review: STEP 3: Annual Performance and Development Conversation Time: 12/18/2018 8:57 AM
Y * Asked for more help when it came to processes.

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

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

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

[ ] Kimberly West (Self) Review: STEP 3: Annual Performance and Development Conversation Time: 12/18/2018 9:02 AM
- s continuing with Project Management courses
= more training on how to communicate with others more effectively.

How can your manager better support you?

[ Kimberly West (Self) Review: STEP 3: Annual Performance and Development Conversation Time: 12/18/2018 9:02 AM
Y * My manager is very supportive and | must learn to ask when needing help.

List any additional topics you wish to discuss during your annual performance and development conversation.

[ ] Kimberly West (Self) Review: STEP 3: Annual Performance and Development Conversation Time: 12/18/2018 1:24 PM
Y s 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 Steps to Execute

11 This is the Goal .
Rating page. a it =
In this section you
will review the self- Goal Rating
assessment by the s of o i g = sppreprisce rating v dosument yeur sczorplshrants 3 ey
Staff Member and
their comments. R e
You are able to o —
select from the
dropdown the B[O
rating you would Comments .
like to give the . -
Staff Member on Biusxsr in - v |y
each completed =1 e ) -
goa. Provide L4 s by oy o . s v

comments to
support your
rationale.

Click Save and
Continue.

Back | | Saveand Exiffl EESCELETSLILTEY

12 The Professional

STEP 3: Annual Performance and Optiors ™
Development Plan Development Conversation
. #
Review page shows """b’" ke -
v /208
the status of the = 67%
v
Staff Member’s
v
professional : :
" Professional Development Plan Review Add Objective

development plan.

Review this

section.
Take a Project Maragemert Course - (Development Objectives) -
Click Save and & o i dscros SO
. Progress: [
Continue.
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Action Steps to Execute
13 In thIS SeCtIOI’l, you STEP 3: Annual Performance and Options ™
will see your Development Conversation
overall rating for Kimberly West
this Staff Member. & 839%
Click Next.
Summary
Owerall Rating @
Exceeds Expectations
14 In thIS section you STEP 3: Annual Performance and Options ¥
can add any Development Conversation
. # X
addltlonal & . 515!."3:?;;#1;'31 /2018
comments from 83%
o o
the Performance
L
Development
. & Sign Off
Conversation.
) Plesse provide an e-signature o acknowledge the completion of this step.
. L
Click the check box
to sign off on the
Performance =
Development Comment
Conversation and fresn/py o9
Complete Step 3 for Viery happy with the progress that Kim has shown. She is a vital part of the organization and of this dept
this Staff Member.
After checking the
sign off box, click e [
Submit.
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Action

Steps to Execute

15

Click Submit again
if you are happy
with the outcome,
or Cancel to start
again.

Once you are done,
you can select Go
to Action Items.
This will take you
back to the Action
List to complete
tasks for other
Staff Members.

Submit Review

s

STEP 3: Annual Performance and Options ¥
Development Conversation

Kimberly West

‘ 7/13/2018 - 12/31/2018
& 100%

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

Go to Action tems

16a

16a to 16d of this
guide provides
direction for
Second Level
Managers within
the unit.

As a Second Level
Manager, your role
in Step 3
Performance
Development
Conversation is to
review the goals
and rating of the
indirect reports in
your area.

Click Get Started to
review the goals
and rating of the
indirect report in
your unit.

STEP 3: Annual Performance and Optians ™
Development Conversation

@ == I Kimberly West
a TH132016 - 1273912016 -

Overview

Seep 1. Em
Step 2 - Maruge
Step 3 - Mana

Step 4 - S

Step 5 = Employes revimn Hrge

Sy £ - W rcori comuletions o Ayt hommance and Deveiosmmard Cpsversition
I Review Step Progression

Manager Schedule Meeting O
Self-Assessment o

Manager Review and Raungo

Second Level Manager @
Review

©-

Manager Review

Employee Review and Sign-
off

My HR Connection Manager - Step 3 Annual Performance and Development Conversation Page 13 of 16




1 OntarioTech

UNIVERSITY

Action

Steps to Execute

16b | You are able to
view the goals of
the Staff Member
and the rating
provided by the
Manager in your
area. Review
comments made
and add additional
comments as

appropriate.

Click Submit when
finished.

Kimberly West

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

|3§§ Goal Rating

Goal Rating

For each of the individusl goals identified. pl
relate to exch goal in the comments section provide

0%

ct the appropriate rating and document your accomplishments 25 they

increase the attandance of Fierce conversations by 10%

increase the attendance of Fierce conversations by 10%

progress: [N 1007

Due Date: 12/31/2018

Comments:

[Manager] Rated: E E
n Time: 12/19/2018 £:52 AM
u did an excallent job by in

BIUSXx I 5=:=

AR

EBEEG@E m=

Greatjob Kim!

Back Save and Exit

ce and Development

wed Fierce it was an increase of

3: Annual Performance and Development Conversation

16¢c | Once you have
submitted your
comments, you can
click Go to Action
Items which will
return you to the

Home page.

STEP 3: Annual Performance and
Development Conversation

Kimberly West

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

000

Options ~

100%

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

Go to Action Items

16d | At the Home page,
you can continue
the process for
other staff in your

area.

Welcome, Jeff

Your Action ems

Duw Date

ICQMPIHI STEF 3: Annual Performance and Developmaent Conversation for Kimberly West I

1zerng

12242008
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Action Steps to Execute
17 As a first level

manager, you are
now in the last step
of the Manager

review.
Clicking Get Started
will take you e e

different phases of
Step 3 so that you
can review the
comments of the
Second Level
Manager in your
area.

Click Goal Rating in
the sidebar menu.

18 In the Goal Rating ° eyt
section you are P—S 83%
able to see what

the Second Level
Manager has
entered.

Goal Rating

rating and dozument your accomplishments as they

When you are
finished reviewing
this information,

Click Submit. s tpectai. ~ |

Comments:

Due Date:

@  Cheryl Austin (indirect Mansger] Review: STEP 3: Annusl Performance and Development Conversstion Time:
@R 12/19/2018 1:01 M

Click Submit again.

@  Kimberly West (Self) Rated: Mests Expecta

STEP 3: Annual Performance and Development Conversation

Font - sz - A-B-

v FERIEE

I believe you did an exsellent job by increasing the attendance for Fierce. Onoe we reviewed Fieroe it was an increase of

25%

Back || Saveand Exit || Save and Continy m
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Action Steps to Execute
19 You have now
STEP 3: Annual Performance and Options =
completed your Development Conversation
review of Step 3. @ .
Click Go to Action o S

Items. This will take
you back to the
Action List to
complete other
Staff Member Step
3 Performance
Development
Conversations.

00000000
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