STEP BY STEP GUIDELINES FOR A PERIODIC CHECK IN

Q  simmie mcfadden
- — logs into the Workday home page and types name of

Individual Goals  ArchivedGoals  Developmentltems  Performan

Simmie McFadden S employee in the Search bar.

HR Coordinator

clicks on Performance in the navigation pane and
then clicks on START PERFORMANCE REVIEW.

; selects the template to be used for this employee’s
' check in (initial 6 MONTH REVIEW after date of hire or beginning
of new job; ANNUAL REVIEW used In consultation with HR for a

- limited number of employees; or PERIODIC REVIEW suggested

every 3—4 months for most employees). In this example, we

Carcer

ook are using the periodi

B
B
&
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@
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check in.

The inglicates the start date and end date of the peri-
d (GENERALLY 3—4 months). Click on SUB-

Start Performance Review

Start Performance Review for Employee

This Periodic Check In serves as a conversation between an employee and their manager about the most important aspecyflof their work and goals. The Period Start
and Pericd End Date refer 1o the start and end dates of the pericd of work being discussed

Please answer all questions as completely as possible. Both the employee and manager may attach supporting docyfnentation to this check in

Employee * | X Simmie McFadden -

Review Template * | Search

By Type
Period Start Date * < ByTyp

6 Month Review

Period End Date *

e

Annual Review

enter your comment

Start Performance Review for Employee

This Periodic Check In serves a5 3 conversation between an employee,
e . and Pericd End Date refer to the start and end dates of the period of y
Submit ] ( Cancel )

I their manager sb:
rk being discussed,

fihe most important sspects of their work and goals. The Period Start Date

Please answer all questions as completely as possible. Both the egfployee and managgf may attach supporting documentation to this check in.

Employee *

X Simmie McFadden --- / A
y A V4
Review Template * { X Pericdic check in / / = |

07/81/2022 [ ‘

Period Start Date *

09/30/2022 [0

enter your commenl/ ‘

Submit | Cancel )

Period End Date *

¢




EMPLOYEE will receive a notice in their inbox about
Swew W e o o @5 gselfreflection. When the employee clicks on the
E) MyTasks - Allltems e f°’mv'“°5°" " < task , they can view the check in time period. Click
B e — . & J o the GET STARTED button to begin.

Self Evaluation: Periodic check 10/13/2022
in: Simmie McFadden

Review Period  07/01/2022 -08/30/2022

@

Filters
EFfctive: 09/20/2022

Enter Social Secuity Number.  10/13/2623 1y
Assistant Director - Band F -
Simmie McFadden

©

Archive

3 Bulk Asorove

‘and goals for the future. Employees and theic

The blue navigation pane on the left side of the screen assists the EMPLOYEE in following the steps of the check in: answer the
QUESTIONS for the check in, add personal and professional GOALS, attach any SUPPORTING DOCUMENTS, and REVIEW and SUBMIT

to your manager.

Complete Self Evaluation I+

checkin -V 1.0: Simmie Performance Check In
McFadden (o)

12/01/2022 - 03/01/2023 Please compiere each section of this performance review
L]

ctor
@ Performance Checkin Question  What s going well? What are the “wins" in this check-in period?

®© = Employee

O Supporting Documents ,.,,S“Q,.‘-:v—z B I U A =

|
| Employee’s responses and comments

O Review and Submit

Question  What didnit turn out for you the way you wanted or had hoped? Why?

Employee

@

Answer & | Nems B I U & =

Question  What can | do for you?

Employee

Answer | Nems B I U A TS

| K
Employee's responses and comments

Question  What else is going on? Do you have any additional comments to share?

Employee

( savetortater ) ( Close )
\
Complete Self Evaluation I+ Goals
Self Evaluation: Periodic
check in: Simmie McFadden ‘The manager will evien personal and profess and add any divisional frer
=
07/01/2022 - 09/30/2022
pm v (B I U Av|iEl %

(=] Goal *

The empioyee adds a personal or professional goal

O Performance Check In

Q sceals Description
|

O Supporting Documents
|

3
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-
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Due Date ‘12‘3\12522 (o

Category ‘ X Persanal EE‘

Status ‘ Partially Complete. v

Employee

Comment

CHECK IN QUESTIONS

The EMPLOYEE self reflects in the space provided — the
space will expand if necessary as you type in the box.

(] What is going well? What are the "wins" in this check in period?
(] What didn't turn out for you the way you wanted or had hoped? Why?
®  Whatcan | do for you?

®  What else is going on? Do you have any additional comments to share?

It is important that you answer each question as honestly
and completely as you can. Click NEXT. Be sure to attach any
supporting documentation you wish to share with your man-
ager.

GOALS

As an EMVIPLOYEE you can indicate one or more personal or
professional goals .

1. Typein the name and description of your goal.
2. Assign a due date for completion of the goal.

3. Select a goal category (e.g., professional development,
educational, etc.)

4. Addin the current status of your goal. Have you already
started to work toward the goal, or not started yet?

5. Add any additional comments in the text box. Add any
additional goals by following these same steps.

6. Add any supporting documentation if necessary.



Complete Self Evaluation - SUPPORTING DOCUMENTATION

Self Evaluation: Periodic
check in: Simmie McFadden Supporting Documents

= N The EMPLOYEE should attach any supporting documenta-

07/01/2022 - 09/30/2022

® tion pertaining to the self-reflection or the goals that were

ki entered. The easiest way is to upload .pdf documents
et from your computer or mobile device.
— 5 REVIEW AND SUBMIT
Carpit e bt e The last step is to review all of the information, MAKE

check in: Simmie McFadden

= ANY EDITS IF NECESSARY, and click on SUBMIT to send

07/01/2022 - 0973072022

your check in to your manager.

» o /

Employee

Comment et

Supporting Documents

The will receive the check in responses the
@ EMPLOYEE submitted as a task in their Workday inbox.
Click on GET STARTED .

@ My Tasks 1< All ltems Z0iems Complete Manager Evaluation 3B & o
Manager Evaluation: Periodic check in: Simmie McFadden s+
Q searen: Alltems "
All tems - ' .
B Review Period 07/01/2022- 09/30/2022 G s et oo
i periocic performance check in is Gesigogg®Be a conversation between an employee and their manager/supervisor 1o discuss the
- ost important tings about work agg® for he future. Employees and theif managers may attach supporting documentation.

B sukapprore

The ‘s screen has the same navigation pane on the left and remainder of the screen is split: there are text boxes for the
to respond to the same questions as the EMPLOYEE whose responses are displayed on the right. The has
one additional question to answer, may add, remove, and/or edit goals, and attach supporting documents

EMPLOYEE RESPONSES

Question  What s going well? What are the “wins” in this check-in period?

Manager Employee

Answer | o B I U4 Answae Emiopess responses and comments

Question What it turm out for you the way you wasted or had hoped? Why?

Manager Employee

Angwer # | Normal B r u a An € m

Question  What can | do for you?

Manager Employee

Answer ¢ | Normal B Iy A Answer  Employes’s responses and comments

Question What lse s going 017 Do you have any addiional comments to share?

Manager Employee

sevowes & [ B 1 U & Answer  Empiopess responses and comments
mana mpiopees




Complete Manager CHECK IN SUMMARY

Evaluation

Manager Evaluation: Periodic Periodic Check In Summary After the has completed the questions, they
check in: Simmie McFadden

Plezse z=sign 2n oversll rating 1o this employes performance for this mast recent periadic check in. need to select a ChECk in summary rat'ing: Exceptional
Performance, Exceeds Expectations, Successful/Meets

Manager X X
Expectations, Needs Improvement, and Inconsistent/
Rating * | Successful/Meets Expectations v
S Lot _— Unsatisfactory. The rating description will be displayed
Eroestons! Performance underneath the selection. The MANAGER should review
Exceed Expectations
e e all goals and any supporting documentation before clicking
O | E NN V—
Needs Improvement SU BM IT.
inconsistent/Unsatisfactory
Periodic Check In Summary
Manager
Rating Successful/Meets Expectations
Rating Description ~ Performance either is building towards learning a new role or fully mee
Process History
o Tama Spoerri
The check in / EMPLOYEE self-reflection is automatically forwarded to a Human Resources Performance Partner for re-
view. The Performance Partner can send the check in back to the for edits if necessary. Once the check in is approved,
the will receive a task in their Workday inbox to schedule a performance review meeting with the EMPLOYEE.
W Q search Cp é 0
@ My Tasks |« All ltems 20 iems @TO Do  Schedule Performance Review M@ F m o O
Q  Search: All items * 46 secondis) ago- Effective 09/30/2022
All ltems
" For Simmie McFadden
Schedule Performance Review 1071372022 .
Meeting: Manager Evaluation: Overall Process  Periodic check in: Simmie McFadden
£ Filters Periodic check in: Simmie
S — Overall Status in Progress
[  BukApprove Effective: 09/30/2022 Instructions Please schedule a face to face meeting with your employes to discuss the contents of this check-in. You may print out
a copy of the review in advance of and to prepare for your meeting. Important: Once you click Submit that you have
8 Manage Delegations completed the task of scheduling the meeting, the contents of this check in will be visible to the employee. Plan ac-
" Manager Evaluation: Periodic check 10/13/2022 cordingly!! We recommend that you meet with the employee BEFORE you click this Submit button to avert unexpected
in: Meredith W Haralson employee access to the check in contents and comments.
When the meeting is planned, the may print out a copy of the check in. IMPORTANT!! Once the clicks SUB-
MIT that they have completed the task of scheduling the face to face meeting, the contents of the check in are immediately visible
to the EMPLOYEE. The may want to meet with the EMPLOYEE prior to clicking SUBMIT to prevent unexpected employ-

ee access to the check in contents and comments.

The EMPLOYEE will have a new task in their inbox to acknowledge the recent check-in and they can view and print the check in.

@ My Tasks ks All ltems <items Provide Employee Review Comments # 5 R o8 o
Manager Evaluation: Periodic check in: Simmie McFadden
Q  Search: All hems Ty
All items )
Evaluated By Tama Spoerri
- 26 second(s) ago - Effective 09/30/2022
Manager Evaluation: Periodic  10/13/2022 'y Review Period  07/01/2022 - 09/30/2022
check in: Simmie McFadden
£ Filters v i i . . . .
Effective: 00/30,2022 This acknowledges that the employee met with their supervisor to discuss performance and the most important aspects of their work
over the last few months
©  Archive Enter Social Security Number.  10/13/2022 ¢

Assistant Director - Band F -




Provide Em loyeeReview 1+ [EESY SUMMARY AND ACKNOWLEDGEMENT

Comments
Manager Eval tion: Periodic .
checkin: Simi 2 McFadden The EMPLOYEE may review all of the contents
= Performance Check In .. . .
ovc12022- : of the check in including answers to questions,
el iy Question  What is going well? What are the "wins" in this evaluation cycle? N

& goals and comments, and any supporting doc-

Manager Employee
L @ By Answer  The manager uses this text box 1o reflect on and respend o the employee's Answer  The employee answers each one of these questiol Umentaﬁon. Clle on NEXT tO move tO the

| responses.

@ ==
acknowledgement.
. The EMPLOYEE may not agree with all of the

Provide Employee Review |+

Comments aspects of the check in. so there are three

Manager Evaluation: Periodic Acknowledgement .

check in: Simmie McFadden different acknowledgements:

(Actions) Employee

st siaws [ sen = 1. 1 have met with my supervisor to discuss

1hav ith my supervisor to
Comment s

v chedin and have 2 i my check in and have read and accept the

ept the sccompanying
comments.

ity et ) accompanying comments.
erformance but | would like 1o

sfeee o son oy chask 1 becese) 2. | have met with my supervisor to discuss
assessment, but | acknowledge that |

e reced i — this check in and my most recent perfor-

Process History

[ P mance, but | would like to discuss further.

Complete Manager Evaluation for Performance Review= Submitted

3. I refuse to sign my check in because | do
not agree with my manager’s assessment,
but | acknowledge that | have received it.

After the EMPLOYEE submits their acknowledgement, the also receives a task in their Workday inbox to acknowledge
the check in. The acknowledgement status and Comments box is presented alongside the EMIPLOYEE acknowledge-
ment ( just like the check in itself). I

Provide Manager Review I+

Comments

Manager Evaluation: Periodic Acknowledgement

check in: Simmie McFadden

(Actions)) Manager Employee

CELO L o Status  * | x |acknowledge that | have Status | have met with my supervisor 1o discuss this check in and my

Evaluated By: Tama Spoerri

discussed this check in with

most recent performance but | would like to discuss further.
my employee

= Comment | appreciate meeting with you 1o discuss my performance.
Comment | Momal B I U A v 2 % "
Acknowledged By Simmie McFadden
It is great to have you on my team!
Acknowledgement Date  10/13/2022 04:55 PM
A
e enter your comment
Process History
° Tama Spoerri 12 minutes ago
Complete Manager Evaluation for Performance Review— Submitted
S wetons oemrens pafomnes v Either the or EMPLOYEE can view
Immie vicraaden [E—
e s ¢ and/or print the GOALS expressed in the
check in, DEVELOPMENT items, or the check
. 7 initsef—PERFORMANCE REVIEWS. Goals
View Goal . .
S St e T , 7 that have already been achieved are availa-
- R I Goal * The employee adds a personal or professional goal
B Description ble in ARCHIVED GOALS.
= Category  Personal < . . .
H  overiew some Parian come In this example, a single goal was set in the
[ == check in between the employee and manag-
8 Personal Due Date 12/31/2022 i 3
Iﬂ ¢ . Associated Reviews  Periodic check in er and detalls are avallable.
ompensation
8
O] Benefits
B Pa
B Time Off
] Performance




B

To view or create a printable PDF copy of the check in, click on the Performance Reviews tab and select VIEW or CREATE NEW PDF.
You may receive a processing notification while the PDF copy is being created — this is normal, click on Notify Me Later. When the
screen refreshes, click on the document in the Review PDF column.

Simmie McFadden

Assistant Director - Band F

Individual Goals Archived Goals

Developmens hem: Performance Reviews

Completed 1tz

eriod
Review Start Date Date Manager Rating
Periodic check in: Simeia McFadden 070172022 m&m SuccessfuliMests Expactations )
O —
B8
=]
[ overview
[ contac
&  personal Your request is being processed
[ compensation
You can continug 1o wait of choose 1o be novified later
©  Benefns
B P Notify Me Later
B  Timeoff
[[]  rerformance
. . Individual Goals #Archived Goals Development ltems Performance Reviews
Simmie McFadden
Assistant Director - Band F

Completed 1item

Review Period
Review Start Date End Date Manager Rating iew PDF
Periodic check in: Simmie McFadden | 07/01/2022 093072022

Successful/Mests Expectations

McFadden, Simmie
Pes

. S

10_13_2022 pdf
The final print version includes all portions of the check in including any goals, supporting documentation, comments,
acknowledgements.
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PRINTING A PERFORMANCE REVIEW WHILE IT IS IN PROCESS (NOT FINALIZED)

Individual Goals

In Progress 1 itemn

Review

Performance Reviews

Archived Goals Development [tem

Review Period

Start Date End Date Status

Employee and managers may craft their
responses to questions outside of
Workday and then copy and paste
them in, or may respond directly in
Workday. In order to print responses
before the check in is completely final-

Periodic check in: Cindy Bessmer

01/01/2022 09/30/2022

Review Complete Manager

ized, follow these steps. Navigate to

Evaluation the Performance tab and locate the
check-in in progress.
Click on the related actions ellipsis e .
gress 1item
(...) next to the action in process to Réview Period
reveal another menu Review Start Date End Date Status Awaiting
\‘ Periodinn e Cincdu Rasemar n1/01/2022 nos/aninnno Raviaw Mamnlata Mananar Cassie Christie
[<]
. Actions ”
Click on the Talent tab to reveal Employee Review T
the option “\liew Printable Employ- bt 2 Periodic check in: Cindy Bessmer
. ” Business Process >
ee Review.
\ - : Subject Cindy Bessmer
Integration IDs >
Overall St3
. . orting >
When you click on the Printable Initintnd A 1010512099 02: 5080 PM
) . I Talent View Printable Employee Review
option, you have the option of Effective Date  UY/30/2022
printing an Excel file or a pdf.
\\

View Printable Employee
Review

Manager Evaluation: Periodic

check in: Cindy Bessmer

Performance Check In

EXCEL FORM

PDF FORMAT

I

Performance Check In

11:54 AM
10/28/2022
Page 1 of 3

i Question  What is going well? What are the "wins" in this evaluation cycle?

01/01/2022 - 09/30/2022
A B C D E F

1 |Performance Check In
2 |Save for Later

3 |Question What is going well? What are the "wins” in this evaluation cycle?
4 Manager
5 |Answer Manager response
6 |Employee
T |Answer Employee self-reflaction
8 |Question What didn't turn out for y
9 |Manager
10 |Answer Manager response
11 Employee
12 |Answer Employee self-reflaction
13 |Question What else is going on? Question

What is going well? What are the "wins" in this evaluation cycle?

Manager

Manager response

Employee

Employee self-reflection




