STEP BY STEP GUIDELINES FOR ADAPTATION CHECK IN

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

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 ADAPTATION REVIEW after date of hire or begin-
ning of new job; ANNUAL REVIEW used fin consultation with HR
for a limited number of employees; or PERIODIC REVIEW sug-

Performance

gested every 3—4 months for most employees). In this exam-

Carcer

s ple, we are using the 6 month check in.

> OB @ R EPEMD

The indicates the start date and end date of the peri-
od being reviewed (even if it is longer than 6 months). Click on
SUBMIT.

Start Performance Review

Start Performance Review for Employee

This Pericdic Check In serves as a conversation between an employee and their manager about the
Period End Date refer to the start and end dates of the period of work being discussed.

st important aspects of their work and geals. The Pericd Start

Please answer all questions as completely as pessible. Both the employee and manager may attagh supporting decumentation to this check in.

Employee #| X Simmie McFadden -+

Review Template * | Search

Period StartDate # | < BYT¥Pe

6 Month Review

Period End Date  *

Annual Review >

Periodic Review >

enter your comment

)

This Periodic Check In serves as a conversation between an

Pericd End Date refer to the start and end dates of the pericd

Please answer all questions as completely as possible. Botl

Employee *

X Simmie McFadden J/ :E‘

y A

X Adaptation Review/ = ‘

Review Template *

Period Start Date *

Period End Date *

. enter your commygfit

/

Submit ( Cancel )




Awaiting Your Action . EMPLOYEE will receive a notice in their inbox about
a self evaluation. When the employee clicks on the

task , they can view the evaluation period. Click the
GET STARTED button to begin.

Self Evaluation: Adaptation Review: Simmie McFadden

Inbox - 13 second(s) ago

Complete Self Evaluation  Self Evaluation: Adaptatio . Simmie McFadden ¥ i3 — L]
Review Period  12/01/2022 - 01/15/2023 1 rminuste(s) ago - Effective 0105
Congratulations on the first six months in your new rok WTheck in provides an opportunity for you and your manager to discuss how well you are adapting to your role and to set some goals

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.

Q search

CHECK IN QUESTIONS

The EMPLOYEE answers each question in the space provided
sy o 0 — the space will expand if necessary as you type in the box.

1. Has your role met your expectations? Why/why not?

e OnFohr o et ot et e et 2. Do you have the tools you need to complete the job? If
o ST ‘ not, what do you need?
V)
‘‘‘‘ e 3. Tell me about your successes and frustrations so far?
“MT SRS ‘ 4. What are the favorite aspects of your position thus far?
e ﬂ 5. What else do you need? What additional help or support
Eoviree_ : do you need to be successful? What are you still learning
/‘ about your role?
e Tmmmm——————— It is important that you answer each question as honestly and
- ‘ RREAVEATI ‘ completely as you can. Click NEXT. Be sure to attach any sup-
< porting documentation you wish to share with your manager.
R Q search
" - GOALS
Complete Self Evaluation
o Eeskomion Adeptstion Upcoming Goals As an EMVIPLOYEE you can indicate one or more personal or

(aions)
12/01/2022 - 01/15/2023
=]

and add amy divisional o deparimertal gouls afer

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
d started to work toward the goal, or not started yet?
Employee
B . ’ 5. Add any additional comments in the text box.. Add any

additional goals by following these same steps.

Commm) o) 6. Add any supporting documentation if necessary.




Q seen SUPPORTING DOCUMENTATION
Complete Self Evaluation
e e s supporting Documens The EMPLOYEE should attach any supporting documenta-
B tion pertaining to the self-reflection or the goals that were
Enployee entered. The easiest way is to upload .pdf documents
o from your computer or mobile device.
w REVIEW AND SUBMIT

Complets Sell Exalustion I+ . . . .
P The last step is to review all of the information, MAKE

Ol - DDEINTT S
[

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

RMUTETT - ST

your check in to your manager.

The will receive the check in responses the
EMPLOYEE submitted as a task in their Workday inbox.
Click on the task to begin.

Awaiting Your Action

Manager Evaluation: Adaptation Review: Sj

Inbox - 11 second(s) ago

& Go to My Tasks (1)

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

L mplete Manager
Evaluation
Adaptation Review

Emgloyess who arenendy hired or new1a & positon are eigible for & ix morth check in evahuaton o assess how they are adagting 1o ther role, Please answer ol questions as &l as possible.
1200172022 O\ 1ev2aaa EMPLOYEE RESPONSES
(=] Question  Has your role met your expectations? How or why not?
O Adapration Review Manager Employee
& ——— Answer | Format B I UAv E S Answer  Simmie's response

o L —

O Adsptation Review Summary

© Review and Sl Question Do you have the tols you need 10 complete the job? If not, what do you need?
Manager Employee
Answer®|Fermi v (B I U A E * Answer  Simmie's response

Question  Tell me about your successes and frustrations so far?

Manager Employee

>
]
@

Answer | Format B I U Answer  Simmies response




ER T @ et CHECK IN SUMMARY

gor:-pal:ite Manager After the has completed the questions, they need
valuation
Manager Evaluation: Adaptation Review y to select a check in summary rating: Exceptional Perfor-
Adaptation Review: Simmie
McFadden Manager mance, Exceeds Expectations, Successful/Meets Expecta-
=
12/0172022 - V1572023 T i tions, Needs Improvement, and Inconsistent/Unsatisfactory.
select one
& ) I— The rating description will be displayed underneath the se-

Exceed Expectations

lection. The MANAGER should review all goals and any sup-

Inconsistent / Needs Improvemen porting documentation before clicking SUBMIT.

Unsatisfactory

Manager
Rating Successful/Meets Expectations

Rating Description  Performance either is building towards leaming a new role

enter your comment

¢}

Process History

Tama Spoerri
Complete Manager Evaluation for Performance Review~ Avaiting Action

( Send Back /C Save for Later )

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.

Adaptation Review Summary

Manager
Rating Successful/Meets Expectations

Rating Description Performance either is building towards learning a new role or fully meets the established job expectations and may on occasion exceed expectations

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.

All ltems Sieems Provide Employee Review Comments  Manager Evaluation: Adaptation Review: Simmie McFadden

Q  Search: All ltems fy
Evaluated By Mark A Dickey

1 minute(s) ago - Effective 01/15/2023
. Review Period  12/01/2022 - 01/15/2023
Manager Evaluation: 01/17/2023 Yy
Adaptation Review: Simmie

The employee acknowledges that they have met with their manager to discuss pertinent performance during the first six months in this role.
McFadden

Effective: 01/15/2023



oyeeReview |+

jon: & Month
022: Simmie

= MENU

Provide Employee Review
Comments

Manager Evaluation:
Adaptation Review: Simmie
McFadden

12/01/2022 - 01/15/2023
Evaluated By: Mark A Dickey
]

QO Summary

Q Adknowledgement

After the EMPLOYEE submits their acknowledgement, the

Sumi

the check in. The
ment ( just like the check in itself).

‘ Provide Manager Review
Camments
Manager Evaluation:
McFadden
12/01/2022 - MN15/2023
Evaluated By: Mark A Dickey

L.}

O Sememary

O Acknowiedgemen

Simmie McFadden

HR Coordinator

&b

Team

Pay

Time Off
Performance
Career

Feedback
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Six Month Check In

Question  Hae your role met your expectations? How or why not?

Manager Employee
Anarwes o fr— Answer e, resl ke role 83 HR Coornator since my b s ared 80 no1 baing
the b not
Q Search
Acknowledgement
Employee
Status  *| Search =
have met with my supervisor to
Comment in and have ? -

the sccompanying

Process History

k]
0

Mark A Dickey

Cassie Christie

Complete Manager Evalustion for Performance Review Submitted

Review Complete Manager Evaluation- Approved

SUMMARY AND ACKNOWLEDGEMENT

The EMPLOYEE may review all of the contents
of the check in including answers to questions,
goals and comments, and any supporting doc-
umentation. Click on NEXT to move to the
acknowledgement.

The EMPLOYEE may not agree with all of the
aspects of the check in. so there are three
different acknowledgements:

1. | have met with my supervisor to discuss
my check in and have read and accept the

accompanying comments.

I have met with my supervisor to discuss
this check in and my most recent perfor-
mance, but | would like to discuss further.

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

also receives a task in their Workday inbox to acknowledge

acknowledgement status and Comments box is presented alongside the EMPLOYEE acknowledge-

Acknowledgement

Manager

Process History

. Mark A Dickey
Corrciete Masaser Eosisation

e Pardzrrrance R g St

Employee

Starus

Comment

Acknawbedged By

Acknowledgement Date  01/17/202

< Individual Goals >r‘-'c'~»ed$cas

Take some advanced Excel classes o

SortBy.

| learn how to use Workday to bulk email certain grou

Development

hems Performance Reviews

View Goal

Goal * learn how to use Workday to bulk email certain groups of employees on campus
Description

Category  Departmental

Staws Incomplete/Not Started

Supports empty)

Due Date 01/01/2023

Associated Reviews 6 Month Check In - 06062022

Either the or EMPLOYEE can view
and/or print the GOALS expressed in the
check in, DEVELOPMENT items, or the check
in itself —PERFORMANCE REVIEWS. Goals
that have already been achieved are availa-
ble in ARCHIVED GOALS.

In this example, two goals were set in the
check in between the employee and manag-
er and details are available.



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.

Indnidus Gosls rchived Gosls
Simmie McFadden

Development ftems.

HR Goordintor

Parformance Reviews

Completed 1 item

N

Review Period

Revien StartDae EndDme ManagerRating
O summay
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You can continue to wait o chaose 1o be notified later

Notify Me Later

)3

Feedback

. . Individual Goals Archired Gaale Development ltems Performancs Reviews
Simmie McFadden
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Tum off the new tables view @D
Completed 1item
Review Period -
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B smmay
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The final print version includes all portions of the check in includ-

ing any goals, supporting documentation, comments, and
acknowledgements.

McFadden, Simmie
HEL Coaronator

Manager Tams S
Evausied By: Toms 508

Loesion: Nand
aovaiz2 - RNTHR

& Month Theck In Sumimary

huation
Manager Overal £v2 ptpets EXpaciBions
Ratng

aoaeant
Acknowledgeme

el
Manages - oae: e
Entered B Teme ““‘“""‘M”mmum&’wWm,‘,{mpa‘!m pr—
Statul fwwﬁwm.wmwmwm»m momee
Grest
Comment:
Lirlrctea]
Employse i st Wh:.:m"’“‘“w
3 ey MCFBEE " v
Enterad By wmn!wwm”“w“m?wm
s ¢ Fcrs frining.
Sttt comments " ciate tha cpperu 1 90
or =w..“.uwnw
Thanic you RrF
Cosmemnt:

ack In

six Month Ch

whvy not?
Haswurmmwrmw'?mﬂ ¥

Emglayse Evahuaton
Nanager Evaluator

o 59 HRE
syga, | rwaly o Y -
vty enaeg el el RORIIE oy g vaied and ot
Rasponen: | MOS8 DRE o el Yiou 60
P rous
;:ﬂn ey with i o ind that 7208
poation has becoms 00

Acamonsl Hgnaged Evahsston

¥ at naad?
P mhc,onmm,m do you
m;ounsnmmgwmedmwn b

Emgloyes Evaluation ———y
ot 1 have U
Misnages Evaiustion o0 08 ST Raspon
Fiosponse:  Flease it
else

poe al Manage’ Evahuaton

o 0 1af?
Tall mé about your SUCCRSINS and frusirat

Einghuyee Evabuation e

Wsrager Evabualion Raspoen Leaby
Tria is greatt

Rsponss




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




