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APT Performance Evaluations

» Create expectations and complete
evaluations on-line:
— https://www.pers.hawaii.edu/hrin/pes/

 Intent: facilitate and promote
communication between employee and
supervisor

» Standardized evaluation period:
— November 1 - October 31




APT Performance Evaluations (Cont.)

* Three (3) categories to rate
— Competency

— Quiality
— Productivity

» Three (3) levels of performance
— Exceptional
— Meets 4 A
— Does Not Meet

Performance Factors

» Factors to consider when evaluating employees
— Problem Solving & Decision Making

— Planning, Organizing & Implementing Tasks or
Projects

— Dependability

— Cooperation

— Effort & Initiative

— Communication Skills
— Interpersonal Relations




Evaluation Time Periods

« Initial Probationary Period is 3 Years

— Evaluation “on or before” 12th month
— Evaluation “on or before” 24th month J
— Evaluation “on or before” 36th month \ l-

* Employee with Employment Security
— Evaluation every year

» Employee who Accepts another APT Position
— New Probationary Period is 6 months
— Evaluation “on or before” 6th month
— May be extended an additional 6 months

References

BORP Chapter 9, Section 9-15

Executive Policy E9.203

Admin Procedure A9.170

Articles 9 & 10 of the BU 8 CB Agreement
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Process

* Beginning
— Develop Performance Expectations
« Middle

— Coach/mentor employee
— Provide feedback

* End
— Evaluate employee
— Conduct a summary meeting

Phase 1. Creating
Expectations




Create Performance Expectations: A
Five Step Process

o Step 1 — Review position description

» Step 2 — Create measures for essential/critical
responsibilities

» Step 3 — Review measures together

» Step 4 — Create performance expectations
(generally 3 or more, as deemed appropriate)
that incorporate measures identified in Step 2

» Step 5 — Joint sign-off; employee agreement is
not required

Review Position Description

» Review essential functions of the position
» Review program functions and priorities

» Consider specific essential/critical
assignments and functions
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Key Components of Expectations

« An “Action Verb”
« An appropriate “Outcome or Product”

« An appropriate statement of the “Quality
and/or Frequency” standard to be applied
to determine if an expectation is satisfied

ﬁ
i@

Create Expectations
e Things to consider

— Consistent with & supportive of unit mission, goals
& objective

— Focus on achievement of critical task & assignment
— Identify important job responsibility
— Specific - state end results & time expected

— Provide for measurable & verifiable results

-

— Realistically attainable
— Achievement within control of employee | ;
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Develop Expectations

* Two (2) methods to create expectations in
the Performance Evaluation System

— Enter expectation statement in text box

» Key stroke or cut and paste from a word
processing application

— Use the Performance Expectation Generator

13

Performance Expectation Generator

» Facilitates the creation of expectations

» Select one item from each of the 4
screens of the Performance Expectation
Generator to create a “preliminary”
performance expectation

— Supplement the “preliminary” performance
expectation with additional details to create a
refined performance expectation.

14




Performance Expectation Matrix

Action Outcome Quality and/or Frequency Standard to be
Applied to Determine If an Expectation is
Satisfied
Verb Outcome/Product Quality Frequency

Administer Budget _ %__ complete of total |By _ (date)___
Allocate Contract
Assign Compliance decrease of __(e.g.) __ | Daily
Audit Curriculum by _ (%)__ as measured
Conceive Database fromabase__ froma | Weekly
Draft Document baseof
Initiate Facilities Monthly
Investigate Findings quality to be measured
Lead Guidelines by or using Upon request
Negotiate Plan standard of to |within days
Monitor Policy satisfy
Organize Proposal By ___ months
Recommend Report witha__ %or$)__ prior to the end of
Research Rule reduction in resources the rating period
Solicit Strategies requiredusing_____ as
Train Study the base or starting point | By the end of the
Write Work Teams to satisfy expectation rating period

15

Example of Expectation

* “Preliminary” performance expectation

— “Prepare . . . administrative procedure . . . in

draft form to satisfy expectation . . . by (date).”

» “Refined” performance expectation

— “Prepare in draft form an administrative
procedures relating to recruitment and
selection of BOR personnel by March 1, 2010
to satisfy performance expectation.”

16




Review Expectations

e Supervisor meets with employee to discuss
performance expectations

— On behalf of the employer, the ’ ‘
supervisor has authority to establish
expectations that are:

» Job Related

* Reasonable

» Supervisor and employee should strive for
agreement on expectations

— An employee need not agree but must comply
17

Discuss Employee Growth Plan

» Discuss how current expectations may be
expanded in future evaluations or result in
other more challenging expectations

» Discuss where the employee may want to
pursue development during the evaluation
period

18




Signatures

Once supervisor and employee discuss performance
expectations, supervisor signs-off (electronic
acknowledgement) on performance expectations as
discussed

Automatic computer generated email notification sent
to employee that performance expectations have been
created

Employee has 7 calendar days from date of email to
acknowledge expectations

Employee may acknowledge discussion and notice of
performance expectations and measures via electronic

acknowledgement; no agreement required
19

Using the On-Line Performance
Evaluation System

20
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Options Scree

University of Hawai'i
Performance Evaluation System

n

Performance Evaluation
ES Options

i

@ Create/Acknowledge Performa
) Forsupenizors to document performance §
Sections For employees to draft, wiew, request far

Performance Evaluation System - Options

ce Expectations
wpectations of an employes.
ication, andfor ack led

reate Expectations

expectations.

reate Feedback
reate Evaluation

@ Create/Acknowledge Feedback

Forsupenisors to document feedback of pgrformance during the evaluation period.

For employees to view, respond andfor ad ledge feedbad:.

Logout of System

@ Complete/Acknowledge Perforance Evaluation
Relstad Links Forsupenisars to rate employees for the efraluation period.

Foremp o wiew, t andfor ah ledge the evaluation.

PT Broadband Home

e I
upervisor Tutorials Click first option to begin the
process to create expectations.

mployee Tutorials

@June 01, 2001 University of Hawai'i
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Position Listing

University of Hawai'i
Performance Evaluation System

Petformance Performance Expectations: Position Listing
Click an the appropriate button below.

|__Employee lstatus__Jaction __lISulOTEL

Evaiuation
Sections Test Position #4

Exp: Prid Record
Create Expectations 7654371 Evzk pndgg _CiesleEnp | (shaded)
Create Feedback IS HIHE
Create Evaluation -
T Saamnr | B Creaetn | Subordinate

Ll Eval: Frdg P

Logout of System ESHIME T Record
Reiated Links

APT Broadband |
Home

ESl@nainekinaining Click “Create Exp” on employee
upervisor Tutorials . .
expectations being created for.

Employee Tutorials

@June 01, 2001 University of Hawai'
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Review Official Duties & Responsibilities

University of Hawai
Performance Evaluation System

Perf Expeciations Duties and Responsi iew: 7654321, UH PERSONNEL

Duties and OFF
Responsibilities Click here for Printable Version
Create Expectations

Preview of
Expectations

Approved Date & Time: 101172006
Effective Date: 4/22r2002

Duties & Responsibi

) ies
Navigation

Position List

Ferforms purchansing/procurement activities such as ordering parts and
components, and maintains stocks of essential spare pans

Logout of System

Related Links research instruments, sample handling technigues and data acguisition

.

Trainsg, supenises and evaluates undergraduate and graduate students
and visiting personnel of industrial sponsors in the use of scientific

APT Broadband and interpretation

Modifies, repairs, operates and maintains high-yield charcoal pilot plan
and high-yield laboratory reactor to praduce charcoal

Constructs, modifies, reparis, operates and maintains supercritical
Employee Tutorials biomass gassifier to canvert biomass into hydrogen and other gasses
Records and performs preventive maintenance procedures on scientific
instruments

.

Develops and maintains internal manual docurmenting operating and

Continue

@une 01, 2001 University of Hawai'l 23

maintenance procedures on scientific instruments

Option 1 - Enter Expectations in Text Box

University of Hawai'i
Performance Evaluation System

Perf Expectations Performance Expect: ns Generator

Duties and Choose the method you wou e 10 use to create your expectations.
Responsibilities Option 1
= 1. "Cut and Paste” or type one expectation statemert in the box below.
Create Expectations (im=tios e B85 Creresiems per ke
e a2 Please click the “Save” button sfter each expectation is created.

[ you do not elick on “Save,” the infarmation that you entered will not be retained.)
3. When all expectations are created and saved, click "Cortinue” to proceed.

o)

Navigation

Develop administrative procedure for recruitment =
in final form by end of rating period.

Iﬁ

ogout of System

Related Links

PT Broadband Home =
Save I Continue I
Option 2

PES On-line Training
Utilize the performance expectation matrix to assist you with cresting preliminary performance
expectations)

=

Key stroke or cut and paste the expectation from a
word processing application.

24
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Option 2 - Use Performance Expectation
Generator to Create Expectations

University of Hawai'i
Performance Evaluation System

Ferf Expectations Performance Expect ns Generator: Frequency

Duties and Input expectation statement: Option 1

Responsibilities 1."Cut and Paste” or type one expectation statement in the box below.
" frrote: maximui 255 per

Create Expectations 2. Wihen the statemert is complated, click the "Save” button.

Preview of Expectations 3. When all staterments are created, click the " Continue” button

- Develop administrative procedure for Recruitmentl =
Mawvigation

M in final form by end of rating period
Logout of System

Related Links =

APT Broadband H. i
roadban i _nme Sa\rel Elackl Continue

PES On-line Training

Instructions: Option 2
1. Select from the list below to add a time frame to your expectation statemert.

List of Frequencies
£dd Frequenoy to Expectation |

T by _gdate) I daily [ weskly
™ manthiy I quarteriy [T semi-annually
I yeary I day-to-day [ with each contact 25

Sample of one of four screens in the Performance Expectation
Generator. Supervisor selects a “word” from each screen to create a
“preliminary” expectation which can then be modified.

Per Expectations

Input expectation statement: Dption 1
1. "Cut and Paste or type one expectstion ststement in the box balow.
[note: maximum 255 characters par statemert)
2. Please click the "Sawe" button after each expectation is crested
[ you do not click on "Sawve," the infor mation that you ertered will not be retsined.)
2. When all expectations are created and sawved, click "Continue" to proceed

Conduct

Save Back | Continue |
Instructions: Option 2 (Serall down to wview list)

1. Select from the list below to add a verb to your expectation state mert
2. Click here for more detailed instructions

List of Wearbs
Add Werb to Expectation I
™ Administer T Advise I Allocate
T Amend I Analyze I Apply
I Approve [ Assess I Assign
™ Audit I collect I complete
n onduct I contral I coordinate
I Create I befine I besign
I pevelop I pirest I bratt 26
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Associate Expectations

University of Hawai
Performance Evaluation System

Perf Expectations s and Responsi ies Statements (tie to Performance Expectations)

[Duties and Instructions

Responsibilities 1. Cheek 31l appropriate duty or responsibility statements you want to tie 10 this expectation
staternant

[Create Expectations 2. Then elick the "OK" button below.

[Preview of Expectations
Expectation Statement:

Navigation Dievelop administrative procedure for resruitment in final form by end of rating period

Logout of System [T Reviews, analhzes, evaluates and recommends position classification

actiong in conformity with 1ed class on reguirement:

Related Links ™ Interprets union contractual provisions, federal regulations relating to

|JAPT Broadband Home imrmigration, Board of Regents policies relating to hurman resource

IPES On-line Training administration
™ Performs final audits of personnel actions and executes Payroll Motification
Form for Executive and Managerial personnel
¥ Reviews and evaluates campuses position adverttisements for conformity
with established minimurm and desirable gualification requirerments and current
procedures
™ Receives requests and prepares customized reports of personnel data
regarding college personnel
[T Trains, superises and evaluates undergraduate and graduate students and

visiting personnel of industrial sponsors in the use of scientific research
instruments, sample handling technigues and data acquisition and interpretation

oK
.

Associate expectation statement with appropriate Ds & Rs. 27

Expectations Saved Below Text Box

University of Hawai'i
Performance Evaluation System

Perf Expectations rformance Expectations Generator
Duties and Choose the method you would like to use to create your expectations.
Responsibilities Option 1

Create Expectations 1. “Cut and Paste™ or type one expectation statement in the box below.
Preview of (note: maximum 255 characters per statement)

E tati 2. Please click the "Save" button after each expectation is created.
#pectations {if you do not click on "Save," the information that you entered will not be retained.)
3. When all expectations are created and saved, click "Continue" to proceed.

Navigation
Position List

Logout of System

Related Links

APT Broadband

PES On-line Training [arne g

EIENELT RN CTEIE]  Utilize the performance expectation matrix to assist you with creating preliminary

Employee Tutorials performance expectation(s).

Preview - Expectation Statements

Delete Checked Statements Edit Checked Statement
Saved

T performance expectation input by employee of 7654321

) —
eXpeCtat'OnS T performance expectation input by supervisor of 7654321
@June 01, 2001 University of Hawal'i 28
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Certify Date of Meeting

University of Hawai'i
Performance Evaluation System

Peif Expectations Certification Statement for: 7788991,

Duties and Please certify the statement below by "checking” the box and clicking
Responsibilities “submit.”

Create Expectations Please enter the date that you discussed vour expectations with the incumbent in

[WETEEs e EER the position above.
0z ¢|09 g0z
Mavigation I_ ! I_ ! I_ (mmiddy)
M ¥ In my capacity as supervisor of the above cited position, | certify that the

Logout of System foregoing information is accurate and complete. This certification, if faund to be
intentionally false, may serve as the hasis far disciplinary action.

Related Links Submit
APT Broadband Home A
pesovimetanng L

Eune 01, 2001 University of Hawali

Enter date of meeting expectations discussed
with employee and check certification block. 29

Performance Expectations

University of Hawai'i
Performance Evaluation System

Peromiance Evaluabion

Main Menu Click on the appropriate button below.

Fechons

Test Position #4
TE54321
Test Title

Eval: Prdg View Exp | Ack Exp i—

Test Position #1 Exp: Cmpl

ey Evot: Py | iz Exp | At/ Clarify Exp_|
Employee: Click
————— i to acknoyvledge
Supervisor: Click expectations
to add and/or and/or provide
clarify expectations comments
30
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Employee Acknowledgement of
Expectations

Perf Exp Ack

Position No: 7777778, Information Technology
Cormponents

Acknowledge ACKNOWLEDGE/REQUEST CLARIFICATION

Expectations

iull:m“ fx:] . ® Torequest clarification, enter your ts below, seroll down and click"Continue",
CKNOWIEHYEMEN ® lfyou are merely admowledging receipt, check the "No Comments" bas, seroll down

View Exp and click "Continue".

Navigation

PES Options " Ma Comments.

Logout of System

Related Links

PT Broadbhand Home
ES On-line Training

Supervisor Tutorials [
Employee Tutorials

I, -

Employee Acknowledgement of
Expectations

erment fo

Flezze certify the state ment below by "checking" the box and clicking "submit."

I_ | acknowledge that these expectations and any attachments hawe been werbally discussed
and reviewed with me and that | have been provided the opportunity to attach my own
remans. | understand that my cedification only acknowledges receipt of the expectations.

Submit I
|

32
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Phase 2: Work Performance
Feedback

33

Monitor Performance

* Monitor employee performance carefully
throughout the year

— Reinforce positive behavior
« State the specific action you are complimenting
» Compliment immediately and sincerely
» Don't follow a compliment with a correction
» Record behavior in system as feedback
— For special recognition, write a commendation
» Only for noteworthy behavior
« State the specific behavior
» Send the commendation to the official personnel file with a
copy to the employee

34

17



Monitor Performance (Cont.)

— Immediately correct performance problems

* Describe the specific action or behavior — focus on
the performance, not the performer

» Explain the effects of the behavior — show how the
negative behavior is affecting you, the job, or the
organization

* Provide constructive feedback with improvement
suggestions

* Record behavior in system as feedback

35
University of Hawai'i
Performance Evaluation System
LGNNI Ul Performance Evaluation System - Options
PES Options \
i @ Create/Acknowledge Performance Expectations

) Far supenvisars to d t performance expectations of an
Sections For employees to draft, view, request for clarification, andfor adk
Create Expectations expectations,
Create Feedback @ Create/Acknowledge Feedback
Create Evaluation Forsupenvisor:s to document feedtack of performance during the evaluation period.
——— For employees to wiew, respond agdfor admowledge feedback.
Logout of System

@ Complete/Acknowledge Rerformance Evaluation
Related Links Forsupeniisors to rate employess for the evaluation period.
o view, t dndior adh ledge the evaluation.
PT Broadhand Home
PES On-ine Training
Supervisor Tutorials . . .
= : Click second option to begin
mployee Tutorials
the feedback process
@June 01, 2009 University of Hawai'i
36
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Supervisor Work Performance
Feedback

University of Hawai'i
Performance Evaluation System

Performance Performance Feedback: Position Li
W Click on the appropriate button below
[ Empioyee Istas ——Jaction

Sections Test Position #4

Exp: Crapl
Create Expectations 7654321 Ev2| pm?g
Create Feedback LI
CreatelEyaluation TestPosition#1 |
1234587 E"pi %mg' Feedback
————————— L] nog
Logout of System TestTitle /
APT Breadband
Home H 13 ”
PES On-line Training Click on “Feedback
Supervisor Tuto_rlals tO begln proceSS
Employee Tutorials

EJune 01, 2001 University of Hawal

37
University of Hawai'i
Performance Evaluation System
Action Position No: 1234567, Tast Title
Feedback
FEEDBACK: (achievements, areas for impraovement, general feedback)
Navigation
T - 1o orovide feedback, enter text in the box below, serall down and click* Submit.
Position List
The employvee for 1234567 has done wonderful
Logout of System work up to this point.
Relaied Links
IAPT Broadband
Home
ES On-line Training
Supervisor Tutorials
Employee Tuteorials
Back to Main Menu | Submit I
EJune 01, 2001 University of Hawai'
Keystroke work performance observation 38

19



Employee Acknowledgement of Work
Performance Feedback

University of Hawai'i
Performance Evaluation System

Performance Performance Feedback: Position Listing

Evaluation Click on the appropriate button below.

T e ra crr r —
Sections Test Position #4 Exp: Crapl

Create Expectations 7654321 Eval Py View Fdbk | = Ack Fbk |
Create Feedback OB

Creatpe Evaluation Test Position # E—

123as87 B ST Feedback | View Fdbk_|

Logout of System TestTitle

Related Links

Home
Click “Ack Fdbk”

Employee Tutorials B
to begin process |—
@June 01, 2001 University of Hawail 39

Employee Acknowledgement of Work
Performance Feedback

University of Hawai'i
Performance Evaluation System

Action Position No: 7654321, Test Title

eedback

I

FEEDBACK: (achievements, areas for improvement, general feedback)
Navigation
+ Toprovide feedback, enter text in the box belaw, scroll down and click "Submit®

ositien List I | have no comments

Logout of System —
Thank you for previding such a great work

Related Links environment!!
APT Broadband
Home

ES On-line Training

upervisor Tutorials

mployee Tutorials

Back to Main Menu | _ Submit

Feedback Review:

+ Supervisor 171372006 12:09:01 PM: The emplovee for 7654321 has done
wionderful wark up to this point,

[
Keystroke comments on

supervisor’s feedback

BJune 01, 2001 University of H|
40
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Feedback Review

University of Hawai'i
Performance Evaluation System

Action Position No: 7654321, Test Title

Feedback Feedback Review:

Navigation

Position List

Logout of System Employee 10432006 1:18:57 PM: Thank you for providing

such a greatwork enviranment!!

Related Links Back |
|
Home

+ Supervisor 1M 372006 12:09:01 PM: The employee for 7654321 has
done wonderful work up ta this paint.

Employee Tutorials

@June 01, 2001 University of Hawai'i

41

Phase 3: Performance
Evaluation

42
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Complete the Evaluation

* Prior to the end of the rating period, supervisor
assesses job performance in context of
expectations

— Have meaningful discussion with subordinate
— Determine if expectations met, not met or exceeded

— Discuss assessment with employee

43

What If Rating = “Does Not Meet”

 Prior to effectuating a formal rating of
“Does Not Meet,” supervisor is expected to
have:

— reviewed the performance expectations

— monitored the work performance during the
evaluation period

— provided training as necessary ot

/5L 441

[ A
— provided feedback to employee on =
areas for improvement

a4




Rating of “Does Not Meet” P

» Supervisor informs and discusses
performance with Dean/Director prior to
meeting with employee

» Completes evaluation on-line and
discusses performance with employee

45

New APT Position

» For employee with or without employment
security who accepts another APT position
— New probationary period is 6 months
— Probationary period may be extended an additional 6

months
» Employee shall be provided with reasons for extension

* Employee without employment security must still
satisfactorily complete the 3 years initial
probationary period required for employment
security

46
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Same APT Position

» For employee with employment security whose
performance does not meet expectations
— Placed on a 6 months improvement period to improve
performance to a level that meets expectations
» Employee shall be provided with reasons for extension
— If progress towards improvement is being made,
improvement period may be extended for an
additional 3 months
» Employee notified in writing of 3-month extension
— If performance does not improve, employer shall
initiate appropriate action

47

6-Month Improvement Period

* Employee notified in writing of 6-months
iImprovement period

— the duration (beginning and end dates) of the 6-
month improvement period

/.
— specific areas in which performance {z{gj
2

does not meet expectations

— plan of action to improve performance to the level
that "meets” performance expectations

— any assistance to be provided, e.g., remedial training

— feedback process
48
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3-Year Initial Probationary Period

» For employee without employment
security

— If performance “Does Not Meet,”
employer shall initiate appropriate
action

Options Screen

University of Hawai'i
Performance Evaluation System

TR REVIE oy M P e rformance Evaluation System - Options

PES Options

@ Create/Acknowledge Performance Expectations
. Forsup tod t performance expectations of an .
Sections Foremployees to draft, wiew, request for olarification, andfor acknowledge

Create Expectations axpactations.
Create Feedhack @ Create/Acknowledge Feedback
Create Evaluation Forsupenvisors to document feedbadk of performanca during the evaluation period.

] Foremployees to wiew, respond andfor acknowledge feedback.

Logout of System

@ Complete/Acknowledge Performance Evaluation
Ralsted Linka Forsupenvisars to rate employees forghe evaluation period.

APT Broadband Home F pl to wiew, it andfor ach ledge the evaluation.
PES On-line Training
Supervisor Tutu.nals iC ird option to begin
Employee Tutorials .

the evaluation process.

@June 04, 2009 University of Hawal'i

50
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Position Listing

University of Hawai'i
Performance Evaluation System

FPerformance Performance Evaluation: Position Listing

Evaluation Click on the appropriate buttan below.

Sections _ Test Position #4 Exp: Cropl

Create Expectations 7654321 Eval: Pridy
Create Feedback ESTTlD
Create Evaluation Test Position #1

1234567 =4 G Evaluate
Logout of System TestTitle —|—I

Eval: Pndo

|
Reiated LInks

APT Broadband . .
Click “Evaluate” to begin

- ,
evaluation of employee’s

Employee Tutorials performance
. 51
@dune 01, 2001 University of Hawalt

University of Hawai'i
Performance Evaluation System
Performance Evaiuation  ELTHTLIHEE LN
Expectations The evaluation cavers the periad
Perf Factors rom 01 tfoz ifm to [01 t]o1 t]oz
Evaluation Type
Evaluate Performance 1. EMPLOYEE SERVING INTIAL 3-YEAR PROBATION: Check the applicable periad of initial
Preview of Eval prabation:

7 st through 12th manth of prabation
Navigation " 43th through 24th morth of probation

7 25th through 36th manth of probation
Logout of System 2. ] EMPLOYEE WITH EMPLOYMENT SECURITY (Annusl Review)

3. " EMPLOYEE WHOSE PERFORMANCE DOES NOT MEET PERFORMANCE

Related Linis EAPECTATIONS (2t any time)
[APT Broadband Home a. (o] EMPLOYEE AFPOQINTED TO AMOTHER POSITION [$ix Morths]
PES On-line Training 5. " PERFORMANCE IMPROVEMENT PERIOD FOR EMPLOYEE WITH EMPLOYMENT

SECURITY (€ Months Performance Improvernent Period)

E. (o] PARITAL EVALUATION
Cantinue
Indicate rating period and type of rating
52
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Rating Categories

RO s R Position No: 7788901,
[Expectations Performance Categori

Perf Factors {Based on and in consideration of the Performance Factors, rate the employes
Evaluation Type in all 3 Perfarmance Categaries)
[Evaluate Performance
Preview of Eval CATEGORIES EXcePTIONAL meers DOESNOT
Navigation COMPETENCY: Fosesses and applies

knowledge and skills necessary to do the I @ e

job or complete the project.
Logout of System

Reiztod Links QUALITY: Woark is accurate, neat and
thorough. Employes is able to apphy
instructions, technical principles and
methodologies; anakze and interpret O (o] (o]
findings; and interprettapply applicable
laws, policies, rules and regulations.

PRODUCTIVITY: Amount of work produced

meets expectations. Employee's output is

regular, consistent and produced on (e} (ol sl
schedule

Add Comments | Calculate Overall Rating I

OVERALL PERFORMANCE RATING: (Al 3

Performance Rating Categories Must be

Exceptional, or Meets to be rated overall Click Calculate Overall Rating button
Exceptional or Meets)

Continug

Indicate rating of employee

53

Supervisor Performance
Evaluation

Note: An ovurall partermance rating of Doas Mot Mast'

¥ purpets,
the

= (i.e. Exceptional
S rating in the

Competency and

CATEGORIES EXCEPTIONAL MEETS

Meets rating for

At Commes |

Overall Performance
T T Rating reflects the
lowest rating selected

Quiality category and

Productivity, Overall

ooty Performance Rating

is Meets)

Indicate rating of employee

54
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Performance Evaluation Form

University of Hawai'l
Performance Evaluation System

Ferformance Evaivation  [aEEHEEEEEEENN

Expectations [ Performance Evalustion Prirtable Version |
erf Factors [ 1B Performance Evaluation Acknowledgment Comments |

[Evaluation Type Employee's Mame: Test Employee

School/Callege/Campus: Test EAL

] il
3
g
o
b}
@
g
3
B
3
]
®

review of Eval
Pasition Title: Test Thle

Niavigation Position Ho.: Trea0ai
Mainmeny
Logout of System

Last APT Date of Hire: 2/11/2002 5:35:45 Ph
Related Links Supervisors Name/Tls: . Test Supervizer Title
APT Broadband Home

o

ES Online Training The ewaluation cowers the period from 1/2/2001 to 1/1/2002

EMPLOYEE WITH BVPLOVMENT SECURITY (fanual Review)

This employee has ranked

COMPETENCY Meets
QUALITY Meets
PRODUCTRATY Meets
OWVERALL: Mests

ADDITIONAL COMMENTS:

My performance expectations have been met

Continue
Sample of completed Performance Evaluation | -
Performance Certification Statement for: 1234567, Test Title
Evaluation Please certify the statement below by "checking" the box and
Expectations clicking "submit."
Feedback Please enter the date that you discussed your evaluation with the
Perf Factors incurmbent in the position above.
Evaluation Type 1 f1s  f|os [mmiddiyy)
e
Performance ¥, | certify that | have verbally discussed the evaluation and any
Preview of Eval attachments with the employee and have provided the employee the
opportunity to attach his or her own explanatory remarks.
Navigation
CETI ST o= Cilicking on "Submit” will result in the performance evaluatian
Position List becoming a part of the employee's official record. Supervisors zre
e e 2LIONED that, for security reasons, the systern will not allow
SFLRIEVECN - mendment of the official record.
Related Links Sl
Home
PES On-line Training
Supervisor Tutorials
Employee Tutorials
56

Indicate date of discussion with subordinate
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Employee Acknowledgement of
Evaluation

University of Hawai'i
Performance Evaluation System

Performance Performance Evaluation: Position Listing
Evaluation Click on the appropriate button below
Secilons Test Position #1
Exp: Crapl
reate Expectations 1234587 g O | Evaluate |
reate Feedback eSS |
;’:\:t;ri;::‘:s“on Test Position #4 Exp: Cmpl | | Em p Oyee
_ TE54321 “igw Eval Ack Eval
e — Eval Grpl
ogout of System Test Tile P E Record
Related Links (Shaded)
APT Broadband
Home -
PES On-line Training Click “Ack Eval’ to
upervisor Tutorials
Employee Tutorials aCkn OW|edge
Sdune 01, 2001 University of Hawai' eval Uatlon an d/Ol’
provide comments

57

Employee Acknowledgement of

Evaluation

Components

Acknowledge ACKNOWLEDGE/REQUEST CLARIFICATION
Evaluation

Submit Eval

® Torequest clarification, enter wour comments below, seroll down and click"Continue".

& lfyou are maraly acknowledging receipt, chadk the "No Comments" bex, serall dewn

View Eval and click "Continue".

Mavigation

PES Options
Position List HO COMMENTS =]

Logout of System

™ Mo Comments

Related Links
=

Employee Tutorials Cantinue |

Keystroke request for clarification or check the “No
Comments” box and click “Continue” to acknowledge receipt
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Employee Acknowledgement of
Evaluation

University of Hawai'i
Performance Evaluation System

Perf Expectations Certification Statement for: 7654321, Test Title

Acknowledge Please certify the statement below by "checking” the box and
Evaluation clicking "submit."

Submit Eval

el UCRICER UCI ™ | acknowledge that this evaluation and any attachments have

o heen wverbally discussed and reviewed with me and that | have been
Navigation provided the opportunity to attach my own remarks. | understand that
my cerification only acknowledges receipt of the evaluation.

Position List Submit |

R

Related Links

APT Broadband
Home

PES On-line Training
5

upervisor Tutorials
Employee Tutorials

@June 01, 2001 University of Hawai' 59

Why Bother?

* It's arequirement, A9.170,
Performance Evaluation of
APT Personnel

» A systematic means of providing feedback -
positive and need for improvement

» Documents the basis for providing Special
Compensation for exceptional performance
and/or substantial professional growth within
the job
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Flow Chart - On-line Systems

PD Generator

Evaluation
I
I
I
Performance I
Evaluation :
System -
Special
Compensation
Nomination
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“Manager’s Edge” - 7 Costly
Evaluation Errors

1) Basing evaluations on personal opinion

2) Not identifying causes of poor sb
performance ' §

3) Not setting performance goals 6

4) Omitting tactics to reach goals

5) Skewing everyone’s rating high to curry favor

6) Discussing pay, promotions during evaluations

7) Failing to record evaluations
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