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|‘|Q What Is the Year-End Review?

COMMUNICATE

L

An assessment of your performance throughout
the year

i

An opportunity for both you and your supervisor
to rate your performance and provide comments
{0 support these ratings

« A continuance of the discussions held during the

planning/goal setting stage and the mid-year
review

« Atime to discuss future goals and development
opportunities
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HR: How to Prepare

COMMUNICATE

« Review your form, paying special attention to
your goals

« Review the notes you have taken throughout the
year; add additional notes If necessary

« Glve yourself a rating and provide comments to
support your ratings

« \Write down particular items that you might like to
discuss and/or questions you might have
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The Ratings:

\What do they mean?

DEVELOP
LY0ddns

« Requiring Significant Improvement
An immediate action plan is required
« Approaching Expectations

Additional support and attention is necessary to achieve expectations;
an employee may be learning

» Successfully Achieving Expectations

Fully achieving expectations in a consistent manner; the majority of
employees are expected to fall in this category

« Consistently Exceeding Expectations
Performance consistently and significantly beyond expectations

Employee is viewed as a role model; few employees are expected to
fall in this category
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What do | need toe do In
SuccessFactors?

DEVELOP
LY0ddns

« . |Vlake sure that your form has been returned to you from your
SUPEIVISOr SInce your mid-year review

« Update the status of each of your goals (on track, completed, etc.)

«  Enter the ratings that you feel reflect your performance in the
competency area

= Ifyou select any rating other than a “3”, comments are required

«  Provide comments supporting your ratings
« Use the Writing Assistant tool if you need help

«  Send the form to your supervisor



You will enter your ratings and comments first and then your

Enter Your Ratl ngS supervisor will enter their ratings and comments. Ratings are

entered from a drop down menu. Click on what rating you
believe that you are performing that particular goal.

) SuccessFactors: Performance Development Form for Yolanda Young - Microsoft Internet Explorer,

File Edit Wiew Favortes Tools  Help

@Back - -\) @ @ \/_h pSearch “-;\L{‘Favorites @ 8' .,{_; - |_J ﬁ

Address |@ https: fiperformancemanager, successfactors, comfacme Pbplte_company=batescalegedfbacme_n=my_formsiinbo:_os=listadnboy_Fbfl_flist_act=open_Formadnba:_fBA_Flist_Frid=848inbox_FBFl_frype=Reviews
RevTEw — HElp & TTamng

Performance Development Form for Yolanda Young SIEIREE:
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Flanning complate whid-Year Complats Year-End Review E’> 2nd-Level Manager Review Dizcuzsion Employee signs Completed

[ltf'l Send To Henon Handruszki]

Core Competencies
This section defines core competencies that are essential to the achievement of the organization's business goals.

Commitment to Continuous Growth and Learning

Seeks out and accepts feedback, i a proactive learner, takes on tough assignments to improve skills, keeps knowledge and skills up-to-date, turns mistakes into learning
opportunities,

ing by Yolanda Young:

Rating: | Choose One... v
Comments by Yolanda Young: ant

I~
| Unable fo Rate d_.spellcsck... Jlegal scan...

- Requiring Significant Improvement \ |
- dpproaching Expectations
- Achiewving Expectations

- Exceeding Expectations
Communicates well both verbally and in writing, crestes accurate and punctual reports, e Exceptional

Communication and Service

ers, has good listening skills,

Rating: | Choose One... A4

Comments by Yolanda Young: [ wiriting assistant..  4ispell check.  <Jlegal scan..

Cooperation and Teamwork

Meets all team deadlines and responsibilities, listens to others and values opinions, helps team leader to meet goals, welcomes newcomers and promotes a team atmosphere,

Rating by Yolanda Young:

2 D mnternet




You can also enter comments for each competency or goal. |If
Enter Comments

you need help, use the Writing Assistant (next page).

<} SuccessFactors: Performance Development Form for Yolanda Young - Microsoft Internet Explorer
File Edit View Favorites Tools Help
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Performance Development Form for Yolanda Young
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Thiz zection defines core competencies that are essential to the achievement of the organization's business goals,

Commitment to Continuous Growth and Learning

Seeks out and accepts feedback, is a proactive learner, takes on tough aszignmentz to impraove skills, keeps knowledge and zkills up-to-date, turns mistakes into learning
opportunities,

BEE ¥

Employes signs Completed

Rating by Yolanda Young:

Rating: | Choose One...
Comments by Yolanda Young:

( [ writing assistant... wspell check...

“Jlegal scan...

Communicates well both verbally and in writing, creates accurate and punctual reports, delivers presentations, shares information and ideas with others, has good listening skills,

Rating by Yolanda Young:

Rating: | Choose One...
Comments by Yolanda Young:

v]

[Fwriting assistant..  gispell check.. <JFlegalscan...

Cooperation and Teamwork

Meets all team deadlines and responzibilities, listens to others and values opinionz, helps team leader to meet goals, welcomes newcomers and promotes a team atmosphere,

Rating by Yolanda Young:

S @ ntermet



The writing assistant screen will appear as below. You will see the competency or
goal that you are currently working on. There are three levels to choose from,
Improve, meets or exceeds. Also you can make the comment more or less
positive. As you click, the comment appears in the box below. Once finished you
click on the Place Text button at the bottom.

Using the
Writing Asst

r

] () W
A https://performancemanager.successfactors.com - Writing Assistant/Coaching Advisor - Microsoft Int... |__||E||Z|
e

Cooperation and Teamwork select another competency...

e Worlks with others in a cooperative manner to accomplish mmutual goals and foster tearmwork and collaboration.
e Seeks opportunities to offer help, ask for and accept the help of others.

WwWriting Assistant | Coaching Advisor

Improve Meets Exceeds

could interact more often

does not request feedback

does not welcome new members

communicates with team members

able to resalve conflict

delivers on team commitmments

generally works well in groups

doesn't meet responsibilities

inadeguate listening skills

misses tearm deadlines

needs to share more information

helps create team spirit

helps leader meet goals

always a team playver

alwavs reguests, gives feedback

can handle disagreement

clear on responsibilities, deadlines

excellent listening skills

promotes tearn spirit, inclusion

needs to support team leader provides accurate data

relies on own opinion

sometimes excessively critical

works alone, tries to do it all

communicates with team members

less positive (O3 (13 (23

Zachary effectively communicates ideas and information in the team setting. He expresses himself
diplamatically and distributes information in a timely manner.

more positive

3rd Person (&)

AN
Qee Text ] [ ) Close Window ]
b

2 & Internst

1st Person ('  2nd Persan )




Send Form to When all of your ratings and comments are finished then you will

send the form to your supervisor. Your supervisor will then enter all
Su perV|Sor of their ratings and comments.

Al SuccessFactors: Performance Development Form for Zachary Zuboy - Microsoft Internet Explorer
File Edit ‘Wew Favorites Tools  Help
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Performance Development Form for Zachary Zubov

e e
Year-End Review 5

[I‘L'f! Send To Henon Kandruszki]
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Thiz section helps wou set work goals over the next vear in consultation with vour supervisor, Thiz section will change from year to year and may be modified throughout the vear.
1.1 Learn about menu planning.
Goal : Learn about menu planning.

Description : Lean about menu planning for breaskfast.
Comments by Zachary Zubov:

drspell check.. =Jlegalscan...
| have spent 4 hours with the Executive Chef and watched how menus are planned.|

Add Mew Goal
Mid-Year Review
Manager and employvee meet to review emplovee progress on business and development goals and document the date and results of this discussion in the 'Comments' section

provided, The manager and emplovee should discuss any changes in goal priorties, potential barriers to goal accomplishment, strategies for overcoming those barriers, as well az any
rezource allocation changes that may be reguired.
Mid-Year Review Date: 12/31/20038

Comments by Xenon Xandruszki:

| found our discussion of wvour Perfarmance very productive. | believe that wour are currently on track and doing a 2ood job,

[Saue and Close] [ Cloze Without 5 \ring] [Itf! Send To Xenon Handruszki]

Copyright & 2008 SuccessFactors, Inc. All rights reserved. Thesze online zerwices are SuccessFactors confidential and proprietary and for use by authorized SuccessFactors customers only.
Uzage may be monitored. Releaze 10 build (BO20T, rc22) - 61dcisfappl2Cluzte r01 405 - Z008-02-12T13:25: 06, 186-0400




HRi' 2nd |evel Manager Review

COMMUNICATE

« Your supervisor will'send your form to their
manager, for what is known as the “2"9 |evel
manager review

« The 279 level manager may review your form
and give feedback to your supervisor

« The 274 level manager will then send the form
back to your supervisor
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‘HRi' Year-End Discussion Tips

COMMUNICATE

« Participate in the meeting — both you and your
supervisor should talk and listen

« Make sure that you allow time to focus on the
future, not just the past

« Collaboratively set future goals & objectives

= Discuss training and development
opportunities
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HR: What To Discuss

COMMUNICATE

Goals and results

L

i

Competency. strengths

i

Training and development needs

i

The overall rating of your performance

i

New goals for coming year
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FR! Signature and Final Steps

COMMUNICATE

« After discussing your review, your supervisor will
moyve your form to the signature step

« Both you and your supervisor will “sign” the form

electronically.

« As the signature paragraph indicates, your signature
does not Imply your agreement, but rather an
acknowledgement that your supervisor reviewed your
form with you

« Once signed, the completed forms will be printed
and placed in your personnel file
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'_h \Where can | go for help?

TThe HR Managers will Mary. Main
pe visiting departments . Ken Emerson
and are available via
telephone or
appointment at
extension 6140.

= Shirley Govindasamy
= Melani McGuire
Amie Parker

Ray Potter
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R What's Next?

COMMUNICATE

« At the conclusion of this year's performance
development cycle, Human Resources will be

conducting an evaluation of the performance
development program

« After an evaluation Is completed,
recommendations will be made to the senior
staff members about the performance
development process



