Bl UNIVERSITY OF DENVER

Performance Evaluation and
Development System (PEDS)

PEDS: Year -End Performance Reviews

Participant Packet:

1) PEDS Proces®ver vi ewéeéeeeéee. e. 2

//////

//////////

4) Supervisoros Evalwuation
5) Signatureand Compl eti onéé. .
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Recommended

Phase 3: Performance
Review

Phase 2: Quarterly
Discussions

Phase 1: Goal Setting

Enters PERFORMANCE EVALUATION AND DEVELOPMENT SYSTEM PROCESS FLOW
e Essential Duties
»[ * JobGoals | Todayods Focusé.
e Competencies |
e Development Objectives A Stage 3: Performance Review---------
Changes status of I
9 l hsa"e each element;and | Completesselt
> changes notes status of | assessment
;Q Defines Weighting of accomplishments : (dutlef, go_als,& Applies
w e Duties(must = 100%) Save C?ﬂ@\?(jl(?;rg:st > el.ectronic
e  Goals(must = 100%) changes objectives) signature
e Competenciefmust = 1 Send to Send to
100%) ! Mgr Mgr
e Each Sectiorimust = 100%) :
Save 1
____________________________________________ o e e R AURMRSERRS ROt
close
Discussion: v :
e Essential Duties
1
o3 Standards Managlger and I Manager and
o > e Job Goals employee | employee hold
229 meet for ;
c o e Competencies ! evaluation
< E "pe quarterly I discussion
= u e Weighting discussion I
3 e Development 1 vy
Objectives Sendto
next step |
1
"""""""""""""""""""""""""""""""""""""" [ <=1 T e A N
| to Send to
v | Self A 4 employee
Checks off I Assess | Rates each duty, goal Reviews
y applicable I - ment & competency; & edits / v
_ Reviews, edits discussion 1| [Initiates comments on comments Applies
<A Save ! period in PEDs 1| evaluation progress toward electronic
g changes : | . de-V6|Opment Signature
S ! Save | objectives and overall
= ! changes | performance
! 1 v
! 1 Save
| | changes Sends form
! 1 to
I ! completion
[ 1
! I
! 1
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Il n Getting Started,

ALog In & System Overview
A Goal Setting & Planning

A Quarterly Discussions

Now, Vyou are about

AYear-End Performance Reviews

W e
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Login to PEDS

A Open Internet Explorer

A Go to the Human Resources web page at www.du.edu/hr

A Click on the PEDS login link

.] UMIVERSITY O

Account Login

This will take you to the
PEDS login Page

Apo pl udigitPw ur
ID number.

Enter yourPassword.
When both your username

and password have been
entered, clickLogin.
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Username:

> Please enter your login information
username and password are case sen

Userllq

Password: | |

Forgot Your Password?

% Bookmark this page

paoonono: (DU ID)
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http://www.du.edu/hr

Supervisor : moving from quarterly discussions into self assessment

Hi ! | 6m Alex, O
the Seffssessment step by moving tt
and scheduling a meeting with Carol

I
or m.

First, | O
Carol 60s f

0g
-

UNIVERSITY OF Welcoms, Aew Anderson  Options

DENVER

Home REONUEGW:R Development  Company Info Employee Files  Reports

Review

My Forms

ltems per page: Showing 1-1 of 1 ®a O My Direct Reparts

[ Create Mew Form l

Step
— Date Due Form Due Jl Last
s Form Title Employee Step Assigned Date Date Modified Sent From
.7 2008/200% PECS Carol Clark =, Quarterly 12/18/2008 10/09/2009 12/18/2008 Alex
Discuszsions Anderson

Performance

Management Form for

Carol Clark

Al ex (supervisor
PEDS form
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Supervisor : send to employee for self -assessment

Next Alex will click thefi S e n d !
Sel-A s s e s shuteom &t the top:
of Carolds form,

Development Company Info  Employee Files  Reports A pop-up window will appear,
allowing Alex to enter comments
that will only be reflected as text ir
an email message to Carol. In thi
tutorial, Alex uses this section to I¢
Carol know that the form has beer
moved to her inbox, and that she

1
;
should now assess her own E
;
;

Review

2008/2009 PEDS Performance Management F¢
Carol Clark

Quarterly Discussions B

| > E» Send to Self-Assessment

Forward Form to Carol Clark

performance by a specified date.

After clickingthei Send -t o;
A's s e s shmteomon this screen !
the form is movi
inbox and into ;

Comments by Alex Anderson

~J

This iswhere Alex can advise Carol the form is now in her inbox. She should now assess her performat
by (a specified date).

Comments provided here will be included in email notificationis).

send to 55”'*55555“5“” @ Once all Quarterly discussions are held, click "Send to Self-Assessment” so the employee can provide a self evaluation

for the end of vear performance review, The form has

been sent to
Carol with an

email
notification
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Supervisor : view en route information

Self- Assessment E::"

UMNIVERSITY OF '.l.'c_lzome._ Aeo Anderson Dp‘.:‘l"i LDE’DL:
DENVER

Home BEEROLnENGEE Development Company Info  Employee Files  Reports

Review
My Forms

ltems per page: | 19 ¥| Showing 1-1 of 1 ®a O My Direct Reports

Create Mew Form ]
Step 4
Currently Due Form Due Last
Form Title Employee Step With Date Date Modified Action
1572008/2009 PEDS Performance Carol Clark 8, self- Caral 10/09/2008 12/1s/z008 @ X

Assessment Clark

S

Shows thathe form
wassent to
employee for self

assessment

Management Form for Carol Clark

Fromthei Per f or maAlex eaa clitckhbn R dousseedhat the form has bee
sent to Carol for selissessment. The form will no longer be in his Inbox.

He will then logout of the system pending the return of the form from Carol.

Next, we will switch to Carol. The form is now in her inbox waiting for her self
assessment.

NEXT: From the Empl oy
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Employee: begin self

-assessment

/Hi ! IMy mpe@@

Alex has asked me §3 asgp«
own performance.

| 01 | begin Db

completed

PEDS system and opening

form. /

UNIVERSITY OF

DENVER

Home WEENGWGEUGCE Development | Company Info

Employee Files

Performance  Development

Company Info  Ei

Home

.....

v To-Dos
v Evaluate Performance
" Goal Setting/Planning
L4 Quarterly Discussions
Self-Assessment beginning
Year-End Review/Discussio
Employee Signature
Note that the Home a b -DibToo | i st

completed steps with a checkmark. The currg
step is highlighted.

Reports

Welcome, CarolClark  Options

Review

My Forms

n Frogress
Inbox
En noute

Create Mew Form

Form Title
.7 2008/200% PEDS

Performance

‘ Management Form for

Carol Clark
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Employee
Caral Clark 2

Items per page: Showing 1-1 of 1

Step

Self-
Azzeszment

@ Al O My Direct Reports

Step
Date Due Form Due Last
Assigned Date Date Modified Sent From
12/18/2008 10/08/2009  12/18/2008 Alex
Anderscon
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Overall Rating Scale

Scale Value Description Detailed Information

1.0 Unsatisfactory Performance must improve substantially within @ reasonable period of time if the
Performance individual is to remain in this position. The employee is not meeting the job requirements.

Performance is noticeably less than expected. The employee generally meets most job

2.0 hlaads requirements, but struggles to fully meet them all. The need for further development and
Development | , ,
improvement is clearly recognized.
Performance clearly and fully meets all the requirements of the position in terms of
Fully Meets ; , . . X ; .
3.0 \ quality and gquantity of work. It is described as good, solid performance. While minor
Expectations - . .
deviations may occur, the overall level of performance meets all position reguirements.
Performance frequently exceeds job requirements. Accomplishments are regularly above
Exceeads ) ) ; ; . ;
4.0 : expected levels. Performance is sustained and uniformly high with thorough and on-time
Expectations
results.
Performance levels and accomplishments far exceed normal expectations. This category
=0 Exceptional is reserved for the employee who truly stands out and clearly and consistently

Performance demonstrates exceptional accomplishments in terms of quality and quantity of work that
is easily recognized as truly exceptional by others.

Scale walues run from 1, Unsatisfactory Performance, to 5, Exceptional PerforniBimseable details what the various
ratingsmean.

A discussion between supervisor and emplamgeeclarify what this might look like fdr h e e mppecific ple 16 cther
words, what might constituterating of 4 or 5 versus a 3.
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Employee: enter ratings for each duty, goal, and competency

&

Self-Assessment 5

] >
Description: Start Date: Status:
Carol considers how she ha
Desired Results: i performed each essential
Duta A results . duty and job goal, and enter:
b) Evi ) ' theselfassessment rating
) Evidence of accqmpllshment Rating by Carol Clark: ! bv selecting an option from
(220 FEEe) Employee Rating | 4,0 - Exceeds Expectations v ! Y J b :

. the dropdown menu.
Unrated

Too Mew To Rate

1.0 - Unsatisfactory Performance
2.0 - Needs Development

3.0 - Fully Meets Expectations
4.0 - Exceeds Expectations
5.0 - Exceptional Performance

Weight: |55 [ (0.0-100.0) +

s by Caral Clark:

| have consistently completed and submitted this function prior to deadline. Accuracy has beg

a) Select rating

+ She should give evidence or the reason for her ratittgeicomment box This might include listing accomplishments, particular !
i challenges, or problems encountered outside her control. i

Check and Legal Scan option is provided. Text may be copied and pasted into the form from another document.

! Next, Carol will consider how definebmpetenciedave helped her achieve rdsyuthen rates them accordingly.

i Note that he employee selissessment ratings do not populate the form in the summaiiy thisavill happen when the Supervisor ente

The selfassessment is repeated for each duty and goal.
: hisratings.
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Employee: overall comments, then send to supervisor

Self-Assessment 5
Cverall Comments

' form is sent to Alex, her

i supervisor, by clicking
i then Send to WM

Save and El:-s:—” Close Without 53'-ing] [E;/ Send ::-.h'.anagsr]

' button[#2].

Comments by Carol Clark: dispell check.. =Flegal scan...
U . Crverall comments may be written here. Remember: comments may be viewsd by others! (Use spell check and legal scan) <: #1 :|
. When finished rating ! & =
i each element, Carol can : Note that comments may be viewed by
i enter general comments i Employee: the Supervisor and others. Use the “Spell
in the fASec! Carol Clark Check” and “Legal Scan” options to assist [
. | 3
rComment O[#13. e i you. Text may also be cut-and-pasted #2
E Manager: from another document.
. When completed, the Alex Anderson 4 9
1
1
1
1
1

. A Comment popup screemwill appear. The comments that |
. Carol enters will be put into a system generated email messé
! notifying Alex that the SelAssessment step is now complete.:
i Comments entered here will not remain on the form for viewi;
' by otherd#3].

You're about to send this form to the next personis) specified in the warkflow.

email by clickingh Send t o o«the pomue scredid].

@ Form to Alex Am .
/ o

Comments by Carol Clark

i When Carolcomplee t he comments, sh;

The form has
been sent to
Supervisor

v

N Comments entered here will be in the email message
O#

Comments provided here will be included in email notification(s).

with an email
E #4 > [ 5end to Manager ] 4@ Once the self-assessment has been completed, click "Send to Manager.” notification
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Employee: view en route information

Home Development Company Info  Employee Files

Feview

My Forms

ltems per page: | 10 % Showing 1-1 aof 1

Year-End Review /Discussion B

Reports

® a1 O My Direct Reports

In Progress Create New Form
Inbox £
I
En Route Currently [
— Form Title Employee Step With |
5.7 2008/200% PEDS Carcl Clark 2L Year-End Alex
Review/Discussion Anderson
Performance Management
Farm for Carol Clark A~
Shows that
form was sent
to supervisor
"%
Welcome, Carol Clark  Optigfs  Logout > 'From the nPerfor mamEao RtdaskhedhatGhe fonmlhaé
N ——— been sent to Alex The formhas moved fronher Inboxt o A En. Rout !

Shethenlogouts of the system.

S 1

NEXT: From the Supervisord s
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Steps In supervisor review and form completion

There are several steps for the supervisor to consider inplait of the evaluation process

'Review of e mpdsseysenend s .

Adding an additional signer (optional)

' Feedback from other employees (optional) .

Employee and supervisor signatures
Filing the form

' Evaluating form elements in the system '

e The first step, to add an addial signature, is
optional. This is a signature other than the
employee or supervisor. As this can cause seri
delays in the process, it should be carefully
considered.

' Employee / supervisor discussion . A
The review portion is shownabove | . On this side are thesteps forsignature and i
i form completion: :
e First is the revi-aessassmefnt.thei

e Before completing his own review, the supervisor may Walé
to obtain feedback from other employees. We will discussg
pros and cons of this practice.

e Thenthesper vi sor 6s ratings ar

PEDS system. e The form is then routed to the employee for

signature, then back to the supervitr

e This is followed by a facéo-face discussion with the completion.

employee.
ploy e The last step is filing the form in a completed

folder.
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Supervisor: Revi ew ofassesam:ehtoyeec”)

Year-End Review /Discussion =

.] UMIVERSITY OF Welcome, Aex Anderson

DENVER

Home QRESyilyuEnte:-8 Development | Cempany Info  Employee Files  Reports

Review
My Forms
Items per page: Showing 1-1 of 1 ®al O My Direct Reports
"1 FrOgrESS Create New Form l a
‘ Inbox Step
—— Date Due Form Due Last Sent
Farm Title Employves Step Assigned Date Date Modified From Action
L7 2008/200% PEDS Carol Clark 5= Year-End 05/21/200% 10/09%/200% 05/21/2008 Carol @ M
‘ Performance Review/Discussion Clark
Management Form for
Carol Clark

Al ex Ander son, h@saecavedias emailfrpne Caroliinglicating that she has completed kesssdtment.

L After logging into the PEDS system from the Human Resources web page, Alexawdln Car ol 6s f or m

i After reviewing herself-assessment ratings and commentalex will consider obtainind e edback on Car ol 6s

Note that the form shows in the Yeand Review/Discussion step.
. another employee.
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Why obtain feedback?

Within the divisi

t hat can provide

initiate.

AManager so. Thi s
the overall review.

Potential pitfalls and key points to remember:

A Obtaining feedback delays the procesis care should be taken to ensure specific deadlines
Feedback providers will see the form, including employeself-assessmerand comments

Feedback providers may only enter comments no other edits are possible

s

The employee and the supervisor will be able to view any comments entered by the feedback provider

YearEnd Performance Review HandduRevisedd/2010

onds ¢

perfomance. This is an optional step that the
employee may request, or that the supervisor may

Employees with dotted line or multiple reporting
relationships can receive feedback from multiple
feedb:
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Supervisor: search & select for feedback

Review

2008/2009 PEDS Performance Management Form for =] =
Carol Clark

Year-End Review/Discussion |57

Y 5end To Caral Clark

#1) select
B 5end to Signature

Find: Al Employeses W

Al Divisions b
Filtered by: .

Al Departments Custom Select »» |Al Locations Custom Select =»
With: First Mame | and

h

Last Name [orew #2) define criteria &

Using: —— search users
@)  David Drew #3) Se'ﬁlﬂ fromlist | N/A

#4) and click fAS

N

[ Select & Continue ] [

In this tutorial, Alex is '
requesting feedback from Davic
Drew who worked closely with ;
Carol on a special project.

To begin the process, he selecti
thed Get F e dudtdnatc k
the top of[#lCar

Alex can identify David by
searching userdased on
defined criterig#2 & #3].

He willclickiin Sel ect &
Continueo [#4].

( continueto popup screen next page

|

YearEnd Performance Review HandduRevisedd/2010
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(Supervisor: search & select for feedbackc o nt 6 d)

(pop-up screen)

Youre about to send this form to the next personis) specified in the workflow.

Forward Form to David Drew

to ask for Comments

Comments by Alex Anderson

David, please provide specific feedback regardi |
special project that was assigned to y®eturn form to me by next week. Be specific!

Camments provided here will be included in email notificationis).

Send To David Drew <= ]

ar

Cancel & Return to Form

......................................................................................................................................................................

' A comment popup screewill appear. The comments that Alex enters will be added to the email text notifying David that feedbaq‘
i been requested. A time frame and specifics on what Alex wants feedback on should be provided in this section.

! When comments are completed, Algill click i Send t o David Drewo.
Once the supervisor has received the form back from David, this process may be repeated to include feedback fromssdditional u
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Supervisordos evaluation of
Vear-End Review /Discussion ©

1.1 Duty A

Description:
Duty A description

Desired Results: = mp | @y
rating
Duta A results
Rating by Alex Anderson: Rating by Carol Clark:
Manager Rating: | 4,0 - Exceeds Expectations w Employee Rating: 4.0 - Exceeds Expectations
Weight: |55 [ (0.0 - 100.0) Alex selects his rating and comments
Comments by Alex Anderson: for each element

|I commend Carel on how consistently she performs above expectations.

................................................................................................

After the face-to-face discussiomegarding performance, Alex can enter hi§
. final evaluation ratings i

—

Save form

i Alex logs on to the system and s!
ipage. The emtmgshoweandhe rigistahle supervisor now
! enters his rating on the left and enters comment®r each essential duty, ;

ijob goal, and competency. =E [=(El(EE B O (e

'Once all rati ngs hav egrebnedisknsava isogni g
't he upper right corner. This wi!
i Ratingodo in the surnmmaextpagsecti on a:
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Super vi svauabos summary

Year-End Review /Discussion G

Use this section to summarize the emplovee’s performance during the review period.

Crverall Form Rating: 3.6 / 5.0
Rating —

L e =

Essential Duties and Responsibilities

Calculated by the

system

655

25%
10%

207

Duty A 4.0 - Exceeds Equmbdhis
Duty B 3.0 - Fully Meets Expectations
Duty C 3.0 - Fully Meets Expectations
Job Goals 3.2 /5.0

Job Goal A 2.0 - Needs Devegum -

Job Goal B 4.0 - Exceeds Expectations

Job Goal C 3.0 - Fully Meets Expectations

4
41

Competencies 3.55 /5.0

Budgets/Cost Control 4.0 - Exceeds Eﬁﬁﬁ:ns
Customer Service 4.0 - Exceeds Expectations
Project Management 3.0 - Fully Meets Expectations
Decision Making/Judament 3.0 - Fully Meets Expectations

Overall Comments

#2) Note the overall comments that
were added by Carol and by David
Drew are visible

Comments by Carol Clark:

Comments by David Drew:

Alex may now add hisverall

i Comments by Alex Anderson:
commentsabout the evaluatiofr—

25%
3l
15%
0%

Carol was a pleasure to work with - | hope | have another opportunity in the future.

#1) By saving the
form, the summary
rating section is
populated

The system calculates ;
each secti o
and the overall rating
fromthes uper vi
weighted ratings.

evaluation ratings are
only shownin the upper !
sectiong they are not
usedin the summary
section

Thee mp | oselé e o

Overall comments may be written here. Remember: comments may be viewed by others! {Use spell check and legal scan)

dizpell check.. =Jlegal scan...

' Next, Alex may opt to have Carol review the ratings and comments prior to moving to the né

YearEnd Performance Review HandduRevisedd/2010

: or route it to additionak i gner s, or

go directly
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Evaluation discussion

Year-End Review /Discussion 5

After reviehwiantgi nCasr odndds Davi dos feedback, Al ex <odagesi d:
discussion to compare thoughts.

This i s an opportunity to | ook t

Consider examples of how each duty, goal and competency was successtidiyonstrated in the past
(recognize and reward success)

and also to |l ook toward

And look for opportunities for improvement in the future -these wi I I be entered
when the next cycle begins.

(devdop personal development goals)
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