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TAMU-Commerce Complete Performance Review —

Staff (Employee)

Overview

This job aid outlines the activities for an Employee to complete a Performance Evaluation using the
Staff templates. The employee MUST COMPLETE the self-evaluation before the manager will be
able to complete the evaluation. All steps of the evaluation should be completed by June 1,

2021.

Important Information:

e Your Manager has the option to Get Additional Reviewers. These individuals are typically those
who have worked with you for a significant portion of time during the evaluation period and
could add input to your performance evaluation. Additional Reviewers can provide comments
and ratings but only on the competencies section of the evaluation.

o Existing goals on the Employee profile are locked once the Performance Review is launched for
the system member and are no longer editable. However, goals can be added and edited from
within the performance review inbox task. Changes will populate onto the Employee’s worker
profile when the performance review is complete. You will not have goals from last year. A
different template was used due to the COVIC-19 pandemic. However, you may have goals

from previous years.
Steps
Get Started

Read the directions provided within the inbox
task in Workday. Click Get Started to begin

Complete Self Evaluation ¥ B ®
Self Evaluation: Staff Performance Review (Self Eval)
FY2020: Actions

Review Period  04/01/2020 - 03/31/2021
16 day(s) age - Due 12/25/2020; Effective 03/31/2021

INSTRUCTIONS FOR EMPLOYEE SELF EVALUATION: This self- is designed to help you perform a self-
assessment to identify your strengths and areas for development in relation to our core competencies, your position
responsibilities and your goals. Your feedback will be helpful for your discussions with your Manager during the
Performance Review process

INSTRUCTIONS FOR MANAGER: Upon completion of the Manager Evaluation, please ensure you meet with the
employee to discuss the performance review, provide feedback on strengths and areas for development in relation
10 our core competencies, the position responsibilities and their goals

In the event the Employee responsibilities require updating, a To Do step to Edit Position Restrictions will route to
your system member's designated security role: Primary Manager, HR Contact or HR Partner. Directions for

completing that task are provided within the To Do: Update Position Restrictions that will route after the Manager
has submitted their acknowledgement at the end of the Performance Review process.

Complete Self Evaluation

Attachments (Optional)

Employees have the option to add attachments
relevant to the performance review. You can
click Next to move to the next section of your
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self-evaluation if you have no documents to
upload.

BEST Practice: Keep a list of your
accomplishments throughout the year that you
can attach here for your manager to review.

1. Click Select files. Locate and select the file
you would like to upload to the performance
evaluation

Complete Self Evaluation

Self Evaluation: Staff
Performance Review (Self
Eval) FY2020:

(ctions )

Attachments
An attachment is not required. If you choose to attach a

document 1o the Performance Review, please upload ft here
in the Attachments section.

04/01/2020 - 03/31/2021

Employee

Drop files here

or

Select files
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2. Click Upload to select additional files if
. Status Complete v
desired
selectone
Completed On
Discontinued
Attachments Employee | Nt Started
PrrTmc B e ot Hov B e M . Rating In Progress
Comment
Employee
e m Note: If no goals are listed you can also
Successfully Uploaded! . . .
= ‘ click Add to add an existing or new goal
Comment

6. Rate yourself on each goal listed and

include comments

Employee
3. You may want to add a comment to provide Rating | Meets Expectations v
helpful information as to why this document comment | 5850 |
was added to the review Mot Applicable
4. Click Next Does Not Meet Expectations

Partially Meets Expectations

Soals
. RO Meets Expectations
Not all departments use this feature. If goals

. Exceeds Expectations
are not relevant for your performance review, g
you can use the Next button to move to the Ao
next section of the review

Significantly Exceeds Expectations

7. Click Next
Complete Self Evaluation -
e Competencies
Goals ” . .
All positions across the Texas A&M University
e ‘ System have competencies on which you are
- evaluated
“ Complete Self Evaluation
Due Date ‘m Self Evaluation: Staff
swpors | = :f;f)" e o Competencies
st DI;TPIHIEI‘ZOIH - 03/31/2021 T =
Employee ‘B'::"“"" b
Rating Ise\ecmwe Comment

5. Review each goal, update the Status and
Completed On date as applicable

8. Rate yourself on each competency and
provide comments

9. Click Next
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Supervisory Competencies

If this section is not relevant to your position,
you can use the Next button to move to the
next section of the review

10. Rate yourself on each competency listed
and provide comments

Complete Self Evaluation

11. Click Next

Responsibilities

Responsibilities vary across positions. Follow
the instructions provided to view the
responsibilities assigned to your position

Complete Self Evaluation

Self Evaluation: Staff Review of Responsibilities
formance Review (Self

Eval) FY2020:

(Actions )

04/01/2020 - 03/31/2021

Attachments

Goals

Competencies

Supervisory Competencies

Review of Responsibilities

Certification Question

Review and Submit

12. Enter a rating for your evaluation of your
performance in completing these
responsibilities and add comments as
appropriate

THE
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UNIVERSITY workday.
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annual pe
P select one

MANAGER
responsibil
these resp Partially Meets Expectations f
the Employ
comments| Meets Expectations [
the annual

Does Not Meet Expectations

Exceeds Expectations

Employee Significantly Exceeds Expectations

Rating/Answer select one v

1=
{
Il

Response/Comment | Fomat  ~ ' B I U

13. Click Next

Certification Question

This section is about required trainings you may
have been assigned during the evaluation
period

Complete Self Evaluation

04/01/2020 - 03/31/2021

Attachments

Goals:

Employee

Reting/Ansuer

14. Select the appropriate answer in the Rating
field

o Select Yes if you are past due on
required trainings

e Select No if you are not past due on
required trainings

Employee

Rating/Answer select one v

Response/Comment

No

Note: If you select Yes, you may want to
add a comment

15. Click Next
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Review and Submit

This section allows you to review the
information you completed in its entirety. You
can make edits if necessary

Complete Self Evaluation Attachments

Self Evaluation: Staff
Performance Review (Self Employee
Eval) FY2020:

(Acions)

04/01/2020 - 03/31/2021

Upload Date  01/04/2021 01:24 PM

Comment  (empty)

Goals

Goal Improve procedures

Description  Update Desktop Manual and procedure for Monthly Verification Process

16. Review the information and make any edits
17. Click Submit

Up Next

Your Manager will now receive an inbox task
that contains the information you provided in
order to complete their evaluation of your
performance

The Employee and Manager may meet at this
point or earlier, prior to submission by the
Manager, to discuss the performance
evaluation. Once your Manager submits the
performance evaluation in Workday, you will
be able to view all of the information
provided and acknowledge.

Employee Submits Acknowledgement

Your Manager has completed the your
performance review

1. Click Get Started

THE
TEXAS A&M
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Provide Employee Review
Comments

Manager Evaluation: Staff
Performance Review (Self Eval)
FY2020: Actians

o

Y M &

Evaluated By

Review Period  04/01/2020- 03/31/2021
8 day(s) age- Due 01/09/2021; Effective 03/31/2021

Instructions: Prior to submitting the Employee Acknowledgement, please
document the following items in the comments section:

« Date/time when you met with your manager to discuss the
performance review.

Get Started

2. You can review all information provided by
you in your self evaluation (if applicable),
your Manager and any Additional Reviewers
or Additional Managers that were added to
the review. Your overall rating will also be
visible

Provide Employee Review Summary o

Attachments

04/01/2020 - 03/31/2021 Employee

O Summay

|
[

Overall Rating
Manager

Rating Meets Expectations

Comment Manager comment

3. Click Next

Select the appropriate Status Option that
represents your agreement or disagreement
with the performance evaluation

Page 4 of 5



Last Reviewed / Updated April 5, 2021

Status *

Comment

Process Hi

Perform|
Evaluat|

Acknowledgement

Employee

Bearch

Option 1: | acknowledge | have
reviewed the po

n restrictions for

evaluation with my Manager and | P

AGREE with the evaluation

evaluation with my Manager and | DO
NOT AGREE with the evaluation.
m

Approv

Ty g
Manager— Net Required

T

5. Click Submit

Up Next

Your Manager

will submit their

acknowledgement of the performance

evaluation

Be Advised:

¢ If the Manager selects the option that
denotes an update to your position
restrictions is required, this process will
be routed to the appropriate person at
your member

e If your Overall Rating is Partially Meets
Expectations or Does Not Meet
Expectations, your Manager receives a
To Do to Complete a Performance
Improvement Plan

This completes the Complete Performance
Evaluation process for those using the Staff

template
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