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Define Criteria

Checkpoint

Finalize
Criteria

Self-
Evaluation

Manager
Evaluation

Acknowledge
& Sign

Timeline for 2022 Performance Reviews

What do employees
and managers do

during steps?

Employee sets up their
SMART Goals

Employee add, update
goals. Review comments
from Manager

Add or Edit Goals and
finalize

Employee will rate their
Competencies, Add
Development/Growth tab,
and any documents and/or
attachments

Manager will sit with the
employee and share
comments, ratings with
employee.

How long is the step

typically open? DUE Date

Dec 2022 — April 15,

2022 April 15, 2022

April 15,2022 —July 1,

2022 July 1, 2022
July 1, 2022 — November 15,
November 15, 2022 2022
November 15, 2022

thru January 15, 2023 January 15, 2023

January 15, 2023-

March 31, 2023 March 31, 2023

Comments

This is the first step of the evaluation process. This
step establishes the performance criteria that the
employee will be evaluated against.

The Checkpoint phase is when the employee and
manager meet to discuss performance year-to-date
and adjust performance criteria, if needed. Commonly
referred to as the “mid-point” meeting.

The Finalize Criteria step is the last opportunity to
adjust performance criteria and add comments on
performance year to-date.

Completing the Self Evaluation allows employees to
provide input and feedback on their performance.
Comments, ratings and attachments from a
completed Self Evaluation are visible in the Manager
Evaluation.

The manager will complete the evaluation and share
the document with the employee. Once the
document has been shared all comments, ratings and
attachments can be reviewed.

Verify you have reviewed the document with your
manager.

Performance Management Help



https://uwservice.wisconsin.edu/help/performance-management

EMPLOYEE — Entering your Goals in Define Criteria status

1. Login My UW Portal, you will find the Performance Management
tile below. Click on the Employee Icon.

Not a manager Get help

See all approval options Launch full app Launch full app Launch full app

Help with MyUW System  § My Bookmarks i Canvas Courses i Mandatory Training

- © 0
, ‘o = o\ Information Mandated
.'. .'. Security Reporter

Yar

[ ]
-
Sexual
Harassmen it
Launch full app Launch full app Launch full app View help resources

Performance

Management Well-Being Resources

v

Launch full app

Office of Human Resources ,\
UNIVERSITY OF

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




2. Click on UWPKS Annual Evaluation

N A UNNERSTY OF

W WISCONSIN SYSTEM Performance

PRICILLA PERFORMANCE ()
FINANCIAL SPECIALIST

My Current Documents My Current Documents

My Historical Documents

Nocument Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0

01/01/2021
o ] UWPKS Annual Evaluation Define Criteria 04/15/2021 b
Historical Evaluations of Others 12/31/2021

Office of Human Resources
Office of Equity, Diversity, and Inclusion

Title IX




3. Employee will see this.

N ALY UNIVERSITY OF

S W WISCONSIN SYSTEM

Performance Process

Office of Human Resources

Office of Equity, Diversity, and Inclusion
Title IX

Performance Process
Steps and Tasks

PRICILLA PERFORMANCE
UWPKS Annual Evaluation
01/01/2021 - 12/31/2021

~ © Deiine Criteria
Due Date 04/15/2021

© Update

T O Checkpaint 1
Due Date 07/01/2021

Update and Share

Review Manager Comments

~ O Finalize Criteria
Due Date 11152021

Update

~ O Complete Self Evaluation

Due Date 01/15/2022

Update and Complete

= © Review Manager Evaluation

Due Date 03/31/2022

Acknowledge

View

Overview

UWPKS Annual Evaluation Save | | Ready for Manager Review
Define Criteria - Update &jPrint | £ Notity | 1] Export

PRICILLA PERFORMANCE
Job Title FINANCIAL SPECIALIST
Document Type UWPKS Annual Evaluation
Template Crganizational Contributor '21
Status In Progress

Manager MICHAEL MANAGER
Period 01/01/2021 - 12/31/2021
Document ID 2050
Due Date 04/15/2021

1. Add the perfermance criteria (goals, etc.) that you plan to accomplish during the performance period, if applicable.

2. Once you have completed this step, select the Ready for Manager Review button to notify yeur manager.

3. Tip sheets on how to use the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
Management Help.

Mission Statement || Goals || Competencies || Mandatory Training

ission Statement

- Expand | » Collapse

Mission 1: Mission of the Universi

Description - Our M|

Qur Vision
The University of Wig
diversity, inclusion a
serving as a focal po|

Mission Statement:  This will not change

Cur Mission
The University of Wi
responsive to its dive

Goals: You will need to enter your goals

Competencies: Will not change

region and the world
- Atfract and retain a
- Foster a teaching 3
excellence.
- Utilize technology df
- Pranara ctiudenta t

Mandatory Training: Shared Services will send you an

email to complete.

UNIVERSITY OF
Wi




S.MAAR.T.

GOALS WORKSHEET

Crafting 5.M.AR.T. Goak are designed to help you identify f what you want to achieve is realistic and determine a deadline.
When wrifing 3.M.ART. Goak use concise language, but include relevant information. These are designed to help you succeed,
0 be positive when answering the guesfions.

SPECIFIC

ACHIEVABLE

RELEVANT

:
E.-Eg )

SMART

‘Wirite the goal you have in mind

‘What do you want to accomplish? Who needs fo ke included? When do you want to do thist Why is this a
acal?

How can you measure progress and know if you've successfully met your goal®

Do you have the skills required fo achieve the goal? If not, can you cbtain them? What is the meofivation for
this goal?® Is the amount of effort required on par with what the goal will achieve?

Why am | setfing this goal now? s it aligned with overall cbjecfives?

What's the deadiine and is it realistic 2

Review what you have written, and craft a new goal statement based on what the answers to the questions
above have revealed

Prior to setting up your
goals, you should
complete this sheet to
ensure you are following
the SMART rules.

SMART Goals

Development




5. To enter your goals, click on Goals

A J UNIVERSITY OF
Uﬂ' WISCONSIN SYSTEM Performance Process

Performance Process g «

UWPKS Annual Evaluation Ready for Manager Review
° Define Criteria - Updatg

PRICILLA PERFORMANCE PRICILLA PERFORMANC

UWPKS Annual Evaluation

Steps and Tasks 2 (v
&iPrint | £ Notify | @Export

ob Title FINANCIAL SPECIALIST Manager MICHAEL MANAGER
01012021 - 123120M Overview Docughent Type UWPKS Annual Evaluation Period 01/01/2021 - 12/31/2021
Template Organizational Contributor ‘21 Document 1D 2050

™ © Define Criteria Status In Progress Due Date 04/15/2021

DueDale  04/15/2021
1. Add the performance criferia (goals, etc.) that you plan to accomplish during the performance period, if applicable
2. Once you have complefgd this step, select the Ready for Manager Review bution to notify your manager.

3. Tip sheets on how to uge the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
Management Help.

© Update

™ O Checkpoint 1
Due Date  07/01/2021

Update and Share Mission Stategent | Goals || Compgtencies || Mandatory Training

Review Manager Comments Section 2 - Employee Goals

& Add Goal
™ O Finalize Criteria =

DueDate 1111502021

Audit Histo
Update Y

Created By ZACHARY HAAK 02/01/2021 12:19:29PM

*' O Complete Self Evaluation

Nuia Niata A4 E M

Office of Human Resources
Office of Equity, Diversity, and Inclusion

Title IX




5. Enter the Title of your Goal and Description

A J UNIVERSITY OF =]
Ul" WISCONSIN SYSTEM Performance Process
Performance Process &« UWPKS Annual Evaluation
Steps and Tasks £ sv  Add Your Own Goal

PRICILLA PERFORMANCE “Title < >
UWPKS Annual Evaluation Description
RA

010172021 - 12/31/2021 Overview b4 Font ~||sz -|B T U|E = A-B-M

[»
®E

= € Define Criteria
DueDate  04/152021

© Update

¥ O Checkpoint 1
DueDate 070172021

Update and Share Add

iaw M ~
Review Manager Comments Retumn

* O Finalize Criteria
DueDafe  11/15/2021

Update

~ O romnlete Salf Fualiatinn

NOTE: Enter at least three goals and ensure they follow the SMART goal rule.

Office of Human Resources RIS B
Office of Equity, Diversity, and Inclusion e

. WISCONSIN
Title IX




6. To add more goals, click on Add your own Goal and clickon  nex

A INVERSTY OF
L e e Performance Process

Performance Process ¢ UWPKS Annual Evaluation

Add Goal

Steps and Tasks _c B

PRICILLA PERFORMANCE
UWPKS Annual Evaluation
2021 - 123202 Overview
* © Define Criteria (O Copy Goal from My Documents
DueDate  04/15/2021
O iz I el Click Next to move forward

Refurn
* O Checkpoint 1

DueDale  07i01/2021

Update and Share

Office of Human Resources U
UNIVERSITY OF

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




or Save

A J UNIVERSITY OF
WISCONSIN SYSTEM

erformance Process
teps and Tasks
RICILLA PERFORMANCE

JWPKS Annual Evaluation
1012021 - 123172021

~' € Define Criteria

Due Date 04/15/2021

© Update

r O Checkpoint 1

Due Date 07/01/2021

Update and Share

Review Manager Comments

© O Finalize Criteria
Due Date 11/15/2021

Update

r O Complete Self Evaluation

Due Date 01/15/2022

Update and Complete

©' O Review Manager Evaluation

Due Date 03/31/2022
Acknowledge

View

Office of Human Resources

7. When employee has entered their goals, click on

Overview

Office of Equity, Diversity, and Inclusion

Ready for Manager Review

Performance Process

UWPKS Annual Evaluation e
Define Criteria - Update
PRICILLA PERFORMANCE

Job Title FINANCIAL SPECIALIST
Document Type UWPKS Annual Evaluation

Manager MICHAEL MANAGER
Period 01/01/2021 - 12/31/2021
Document ID 2050
Due Date 04/15/2021

Template Organizational Centributor '21
Status In Progress

Add the performance criteria (goals, etc.) that you plan to accomplish during the performance period, if applicable.

Once you have completed this step, select the Ready for Manager Review button to notify your manager.

Tip sheets on how to use the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
Management Help.

[

Mission Statement Goals Competencies Mandatory Training

Section 2 - Employee Goals

- Expand | (v Collapse | [F Add Goal

Goal 1: Trainings for Academic and University Staff
Description - Schedule Professional Development training for Academic and University Staff:

» Creating a Customer Service Culture
« Technology Training 101

Created By PRICILLA
PERFORMANCE

02/03/2021 10:18AM

Goal 2: Employee Engagement

Description - Update staff on employee engagement events

UNIVERSITY O
Wis




8. The employee will see this. At this time, the Manager is reviewing your

goals. The Manager will review and will respond under Manager
Comments.

UNIVERSITY OF
WISCONSIN SYSTEM

«
Performance Process © UWPKS Annual Evaluation
Steps and Tasks o

.= =~ | Define Criteria - Update &Print | 7 Notity | @) Export

PRICILLA PERFORMANCE PRICILLA PERFORMANCE
UWPKS Annual Evaluation Job Title FINANCIAL SPECIALIST Manager MICHAEL MANAGER
01/01/2021 - 12/31/2021 Overview Document Type UWPKS Annual Evaluation Period 01/01/2021 - 12/31/2021
Template Organizational Contributor ‘21 Document ID 2050
~' ® Define Criteria Status In Progress Due Date 04/15/2021
Due Date 04/15/2021 @ You have successfully saved this document.
© Update

1. Add the performance criteria (goals, etc.) that you plan to accomplish during the performance period, if applicable
2. Once you have completed this step, select the Ready for Manager Review bution fo netify your manager.

3. Tip sheets on how to use the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
- © Checkpoint 1 Management Help.

Due Date 07/01/2021
Update and Share

Mission Statement Goals Competencies Mandatory Training
Review Manager Comments

Section 2 - Employee Goals

= © Finalize Criteria

~ Expand | » Collapse
Due Date 11152021

Update Goal 1: Trainings for Academic and University Staff
Description - Schedule Professional Development training for Academic and University Staff: Y
» Creating a Customer Service Culture
= © Complete Self Evaluation . Tecnno%g\,- Training 101
Due Date 01/15/2022
Update and Complete
- O Review Manager Evaluation Created By EE}‘?CFIBE-AANCE 02/03/2021 10:18AM
Due Date 0313172022
Goal 2: Employee Engagement
Acknowledge ploy 929
Description : Update staff on employee engagement events &

View

Office of Human Resources UNIVERSITY O
Office of Equity, Diversity, and Inclusion e

. WISCONSIN
Title IX




EMPLOYEE - CHECKPOINT

1. Click on UWPKS Annual Evaluation

A UNNVERSITY OF
U

WISCONSIN SYSTEN Performance

PRICILLA PERFORMANCEY
FINANCIAL SPECIALIST

My Current Documents My Current Documents

My Historical Documents

Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 0 0012021

UWPKS Annual Evaluation Track Progress - Checkpoint 1 07/01/2021 )
Historical Evaluations of Others 1213112021

Office of Human Resources UNIVERSITY OF
Office of Equity, Diversity, and Inclusion e

. WISCONSIN
Title IX




At the Checkpoint 1 — Development — Growth area/tab (noted below) you will be
able to add comments information about required certifications, trainings,
professional development sessions, webinars, conferences (internal & external),
committees. Note: list dates of attendance

A J UNIVERSITY OF
L visconsi svsron Performance Process
0 « X -
Performance Process UWPKS Annual Evaluation i save | | Share with Manager
Steps and Tasks & ov :
= Checkpoint 1 - Update and Share @ Pt | £ Noty | ) Export
PRICILLA PERFORMANCE PRICILLA PERFORMANCE
UWPKS Annual Evaluation Job Title FINANCIAL SPECIALIST Manager MICHAEL MANAGER
01/01/2021 = 123172021 Overview Document Type UWPKS Annual Evaluation Period 01/01/2021 - 12/31/2021
Template Organizational Contributor '21 Document ID 2050
™ © Define Criteria Status In Progress Due Date 07/01/2021

DueDate 041572021 Your comments are currently not shared with your manager

View
1. Update your performance criteria (goals, etc.), if applicable
2. Enter comments on how you are progressing against your performance criteria
© . 3. When complete, select the Share with Manager button to save your work and notify your manager.
T ® Checkpoint 1 4. Tip sheets on how to use the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
DueDale  07/01/2021 Management Help.

© Update and Share

Review Manager Comments Mission Statement Goals Competenmesl Development - Growth I Position of Trust Mandatory Training Overall Summary

~ O Finalize Criteria Section 4 - General

Due Date 117152021 ~ Expand | » Collapse

Update .
Training and Career Development
Description - Examples: trainings, prefessional development, webinars, internal/external conferences, committee work, etc
~ © Complete Self Evaluation

Due Date 01/15/2022

Update and Complete Manager Comments [Manager has either not commented or has not shared their comments A

¥ O Review Manager Evaluation
Due Date 03/31/2022

Acknowledge

View

Employee Comments A
RA Cant — Civn  — D T 1] 1= e= A _ fA_ M s

Office of Human Resources

Office of Equity, Diversity, and Inclusion
Title IX




4. The employee will review any comments from the Manager.

5. Once employee reviews, they can save and/or send to share with Manager

A J UNIVERSITY OF
LAY VN Sren Performance Process

Performance Process o «

UWPKS Annual Evaluation ey
Steps and Tasks .8 =~ | Checkpoint 1- Update and Share Grit 1
PRICILLA PERFORMANCE PRICILLA PERFORMANCE
UWPKS Annual Evalustion Job Title FINANCIAL SPECIA Manager MICHAEL MANAGER

01012021 - 123172021 Dvarview Document Type UWPIKS Annual Evaluation Period 01/0 -
Template Organizational Contribuo: Document ID 2050
* @ Define Criteria Status In Frogress Due Date 07/0

DueDatz 04115721

Your comments are currently not shared with your manager

View
1 ur parformance criteris (gosls, eto ) bis
2 ments on how you 3re progressing aga
3 s=iect the Snare with Manzger bu % i -
> ® ch 4 =& the Performance Management tool and sdd =ip resources (SMART goal entry, eic.) can be found at Parformance
ckocint 1 to use the Performance Management tool 3nd sdditiansl help resaurces (SMART goal entry, efe.) can be faund st Parformance

DueDate Q70172

© Update and Share
Review Manager Comments. Mission Statement || Geals || Competencies || Development - Growth || Position of Trust || Mandatory Training || Oversll Summary

Section 2 - Employes Goals

alize Criteria

Due Date 1115/202 = Expand | » Collapse | [ Add Goal
Updaie Goal 1: Trainings for Academic and University Staff

Description : Schedule Professional Development training for Acaderic and University Staff:

™ © Complete Seif Evaluation = Creaiing a Customer Service Culture

= Technology Training 107

DueDatz 0115721

Updste and Complate

oF ) Manager Comments [lanager has eiher not commented or has not shared thair comments A
Review Manager Evaluation

Employee Comments | 5 >_

32 - Font ~jfs= -llB I U A-B- @ -] |

| want to add znatner goal fr training|

=d By PRICILLA 02/032021 10:184M
PERFORMA/

Goal 2: Employee Engagement

Description - Uipdate staff on employes engagement events PG

Office of Human Resources N
UNIVERSITY (

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




MANAGEMENT — DEFINE CRITERIA

1. This is the email sent from Shared Services to Managers to view activity in
My UW Portal

From: UWSystemHR@uwss.wisconsin.edu

Sent: Monday, June 22, 2020 3:04 AM

To: [manager’s business address in Modify a Person]

Subject: The Manager Evaluation step for your employee performance reviews is
due soon

[manager’s FIRST name]:

The Manager Evaluation step for the following employees is due soon:

e [EMPLOYEE NAME] due: 2020-06-26
e [EMPLOYEE NAME] due: 2020-06-26
e [EMPLOYEE NAME] due: 2020-06-26
e [EMPLOYEE NAME] due: 2020-06-26
e [EMPLOYEE NAME] due: 2020-06-26

Office of Human Resources D
UNIVERSITY OF

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




2. Login My UW Portal, you will find these tiles below.
Manager will complete the tile listed here.

Search for apps by keyword

HR, Payro’ilei.cg Benefits Time and Absence i Benefit Information i Payroll Information

Performance
America Saves Week, February 22 - February 26 Learn more o

UW System Announces Payroll Schedule and B. a n a g e ent
Earnings Update Direct

Updated Income Continuation Insurance Prem. Statements Deposit

Income Continuation Insurance Deferred Enr.

Showing 4 of 23 @

Tax Statements Update W4
Seeall Launch full app Launch full app Launch app —l
Manager Time and . Benefits and Payroll . ~ - . UW System Career .
Approval Resources Besngalieiaanon Opportunities

Employee Manager

@ O = = »

Not a manager Get help

View help resources

See all approval options Launch full app Launch full app Launch full app

Dlanlhrard Pallaharata

Office of Human Resources D
UNIVERSITY OF

Office of Equity, Diversity, and Inclusion
Title IX




3. Manager will see a list of their employees. Click on Pricilla Performance.

Team Performance

/' Current Documents
Current Documents
. & Delegated Documents
e 2 TOWS
% Historical Documents
v
1 T
{1 Administrative Tasks v Period
Name / Job Title Document Type g;tx;nent Begin / :2:: L
¢ View-Only Documents e 21
01/01/2021
m PRICILLAPERFORMANCE WK Annua Define Criteria 4512021
FINANCIAL SPECIALIST 12/31/2021
01/01/2021 —
PARKER PERFORMANCE %230’:1””“3' Define Criteria 4512021
FINANCIAL SPECIALIST 1213172021
—

Office of Human Resources B
UNIVERSITY OF

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




4. Manager will see Pricilla Performance’s Goals

UNIVERSITY OF
WISCONSIN SYSTEM erformance Process
Qo « .
Performance Process UWPKS Annual Evaluation Save Release to Employee | | | Approve
Steps and Tasks C (ov - PP
A Define Criteria - Update and Approve @rrint | 1Nty | B)Export
PRICILLA PERFORMANCE PRICILLA PERFORMANCE
UWPKS Annual Evaluation Actions =
01/01/2021 * 12/31/2021 Overview Job Title FINANCIAL SPECIALIST Manager MICHAEL MANAGER
Document Type UWPKS Annual Evaluation Period 01/01/2021 - 12/31/2021
~ ® Define Criteria Template Organizational Contributor '21 Document ID 2050
DueDate  04/15/2021 Status In Progress Due Date 04/15/2021

© Update and Approve

Review the performance criteria (goals, efc.) that the employee plans to accomplish during this performance period

Make any necessary adjustments to the performance criteria and review your changes with the employee

Qnce the performance criteria is finalized, select the Approve button to complete this step.

Tip sheets on how to use the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
Management Help.

* © Checkpoint 1
Due Date  07/01/2021

PR

Update and Share

Review with Employee
Mission Statement Goals Competencies Mandatory Training

~ © Finalize Criteria
Due Date 11/15/2021

Section 2 - Employee Goals

Update and Complete - Expand | » Collapse | [ Add Goal —_—
Goal 1: Trainings for Academic and University Staff
~ © Review Self Evaluation Description : Schedule Professional Development training for Academic and University Staff: @ f ﬂ

DueDate  01/15/2022 « Creating a Customer Service Culture

View « Technology Training 101

* © Complete Manager Evaluation
DueDate  03/31/2022

Created By PRICILLA 02/03/2021 10:18AM
Update and Share PERFORMANCE
z —
Pending Acknowledgement Goal 2: Employee Engagement
Description : Update staff on employee engagement events = 2 1l -

Office of Human Resources U
UNIVERSITY OF
WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




5. If the Manager wants the employee to edit their goals, the Manager
will make notes and  release to Employee

A J UNIVERSITY OF
LAY Wisonsisisen Performance Process
o « ' S Release to Empl A
Performance Process UWPKS Annual Evaluation | _Save | | ReleasetoEmployee | |  Approve
Steps and Tasks S ov ; taria -
o Define Criteria - Update and Approve GPrint | £ Notity | BR)Export
PRICILLA PERFORMANGE PRICILLA PERFORMANCE
UWPKS Annual Evaluation Actions =
01/01/2021 = 12/31/2021 Qverview Job Title FINANCIAL SPECIALIST Manager MICHAEL MANAGER
Document Type UWPKS Annual Evaluation Period 01/01/2021 - 12/31/2021
= © Define Criteria Template Crganizational Contributor '21 DocumentID 2050
DueDate 041572021 Status In Progress Due Date 04/15/2021

© Update and Approve

1. Review the performance criteria (goals, elc.) that the employee plans to accomplish during this performance period.
° i 2. Make any necessary adjustments to the performance criteria and review your changes with the employee
¥ & Checkpoint 1 3. Once the performance criteria is finalized. select the Approve button to complete this step
DueDate  07/01/2021 4 L\p sheets ur11 Duw to use the Performance Management tool and additional help resources (SMART goal entry, etc.) can be found at Performance
\ianagement Hel

Update and Share

Review with Employee
Mission Statement | Goals | Competencies | NMandatory Training

- O it teari . " N
Finalize Criteria Section 1 - Mission Statement
DueDate  11/15/2021

Updale and Complete ~ Expand | » Collapse
Mission 1: Mission of the University of Wisconsin-Parkside

~' O Review Self Evaluation Description : Our Mission, Our Vision, Our Values
DueDate  01/152022

Our Vision
View The University of Wisconsin-Parkside is a dynamic learning community grounded in academic excellence and focused on student success
: diversity, inclusion and community engagement. The campus will be a premier comprehensive public institution and a destination of choice,
serving as a focal point of local, regional and global progress
* O Complete Manager Evaluation Our Mission

Due Dat r The University of Wisconsin-Parkside is committed to high-quality educational programs, creative and scholarly activities, and services
ueDate 033172022 responsive to its diverse student population, and its local, national and global communities

Update and Share To fulfll this mission, the University of Wisconsin-Parkside will

- Offer high-quality academic programs rooted in the tradition of a liberal education in the arts, sciences and professions, responsive to the
Pending Acknowledgement occupational, civic and cultural needs of the region, and actively seek the continued input of all stakeholders

- Generate, disseminate and apply knowledge through research, professional and creative activity that benefits communities throughout the v

Office of Human Resources S
UNIVERSITY C

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX




6. Otherwise, Manager will approve and the next step will move to
Checkpoint 1.

AJ UNIVERSITY OF
BN Vo svrem Performance Process

(L

Performance Process @« UWPKS Annual Evaluation
Steps and Tasks S ov

- Confirmation - Performance Criteria Approved

PRICILLA PERFORMANCE © You have successfully approved and completed the Define Criteria step. No additional action is required unfil the next step in
UWPKS Annual Evaluation the evaluation process

01/01/2021 ° 12/31/2021 Overview:

~ © Define Criteria
Due Date 04/15/2021

View

Reopen

= © Checkpoint 1
Due Date 0710172021

© Update and Share
Review with Employee

~ © Finalize Criteria
Due Date 11/15/2021

Update and Complete

* O Review Self Evaluation
Due Date 01/15/2022

View

~ © Complete Manager Evaluation
Due Date 0313112022

Office of Human Resources

Office of Equity, Diversity, and Inclusion
Title IX




MANAGEMENT - CHECKPOINT

1. At Checkpoint the Manager is able to add comments for the
employee review then click on  Share with Employee

A J UNIVERSITY OF A Q f @
LAY W Performance Process () y
3 0 « _ 3 3 :
Performance Process UWPKS Annual Evaluation Skip Checkpaint | | | Share with Employes
Steps and Tasks S ov .
. Checkpoint 1 - Update and Share @it | ety | @jEen
PRICILLA PERFORMANCE PRICILLA PERFORMANCE
UWWPKS Annual Evaluation Acfions=
onotiz02t - 1212021 Oveniew Job Title FINANCIAL SPECIALIST Manager MICHAEL MANAGER
Document Type UWPKS Annual Evaluation Period (/012021 - 1231720
* © Defne Crterie Template Organizational Contributor'21 Document ID 2050
DueDatz (4502021 Status Iy Progress Due Date 70112021
View © You have successhully saved this document.
Your comments are currently not shared with your employee
Reapen
1. Review the performance critena (goals, ele.) updates made by the employee, T applicable.
2. Update the parformance criteria, i le.
* 0 Chagkacint 1 3. Enter your comments on the employee's progress against their performance eritena and review with the employes
BCqan 4. \When complete, sslect the Share with Employes button to save your changes and notify the employes. This can be done before or sfer you meet wih
Duelatz Q701202 the employee o discuss their progress.
5. Affer mesting with the emoloyee to review, select the Complete Checkpoint button to mark this step as complete.
@ Update and Share 8. Tip sheats on how to use the Performance Management tool and additonal help resources (SMART gaoal entry, efe. ) can be found at Performance
Management Help.
Revizw with Employes
* 0 Cinnlien Mribrrin Mission Statement || Goals || Competencies || Develooment- Growth || Position of Trust || Mandatory Training || Overall Summary

Office of Human Resources RIS B
Office of Equity, Diversity, and Inclusion e

Title IX




Performance Management Help

SMART GOALS

Questions, reach out to:
Human Resources

hr@uwp.edu or (262) 595-2204

Office of Human Resources U
UNIVERSITY OF

WISCONSIN

Office of Equity, Diversity, and Inclusion
Title IX



https://uwservice.wisconsin.edu/help/performance-management
https://www.uwp.edu/explore/offices/humanresources/performeval.cfm
mailto:hr@uwp.edu

Thank You!

Office of Human Resources

. . . . " UNIVERSITY OF
Office of Equity, Diversity, and Inclusion
Title IX WISCONSIN SIDE,



