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Performance Management Introduction

Get Prepared!

This is an important time in your career with Virginia Tech! Your involvement in the evaluation
process is vital and essential to your personal and professional success.

We all know that evaluations can bring unnecessary feelings of anxiety, but it is a time to show them
what you've got! Be ready to share your accomplishments, address shortcomings, ask questions,
and plan for greater goals for next year. With frequent collaborative feedback between you and your
supervisor, this yearly evaluation should not bring up any surprises. However, it is |mportant to be
prepared and ready for this important conversation!
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The performance management program at Virginia Tech is used to help define and evaluate
performance expectations. This program covers all University and Classified Staff. In addition, there
are some areas of the university that use the program for AP faculty. The annual performance review
period runs from November through October, in concordance with the State fiscal cycle. The following
provides a brief description of the performance cycle.

e November begins the plan year with the review and implementation of the plan goals,
competencies and career goals. Throughout the year, the plan can be modified and enhanced
according to ongoing projects, performance adjustments, coaching and feedback.

e In August (may be earlier or later depending on the department), the supervisor requests
employee input on overall job performance. This is the time for the employee to complete their
self-evaluation based on the plan year goals. Once the self-evaluation is complete, the
supervisor can begin their review of the employee. The supervisor completes their draft of the
evaluation and sends it to the reviewer by the beginning of September.

Note: There may be variations in the timeline depending on your senior management area.

e Once the reviewer is satisfied with the evaluation, they submit it to the Budget Authority.
Depending on management, the evaluation is either forwarded directly to the supervisor so
that it can be communicated to the employee; or a senior management group may review the
evaluations prior to releasing them to the supervisors for communication.

e The supervisor schedules a meeting with the employee to discuss the finalized employee
evaluation before releasing the electronic copy to them.
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e The supervisor and the employee should discuss the final evaluation no later than the end of
October.

e The plan process begins again in November.

> Review your performance and behaviors.

e Are your goals up to date?

Hint:  Frequent collaborative meetings with your
supetrvisor, including open conversations
about your goals, development plans, and
performance, will allow all to stay current
and the evaluation process to run smoothly
without any surprises or upsets.

e Bring any notes or supportive documentation on main successes and achievements.

1. Consider the following points to give you specific pieces of evidence to help with
your performance review:

v Targets are quantifiable results to be attained using measures such as output,
throughout, sales, levels of service delivery, cost reduction, and reject rates.

v Tasks or projects are a distinct piece of work to be completed by a specific date to
achieve defined results.

2. List the aspects of your work that have been the most satisfying throughout the year.
What were your main challenges, frustrations, or disappointments? Identify the steps

you took to resolve them and/or suggestions for areas of improvement.

» Gather support and evidence.

Prepare a summary of a quick overview of how you feel you have done against your established
goals and competencies. From your summary, complete a more detailed overview of the year and
how you feel you have performed by way of an optional self-evaluation.




> Look to the future and plan.

Draft a manageable number of goals for the coming year (maximum five). These objectives can be a
mixture of short- and long-term, innovative and routine, but should all be aligned to the
college/department’s goals and strategy along with providing a clear link to everyone’s success.

When setting goals, you should ensure the goals are SMART:

o Specific: You are clear on what is meant by the goal. Ask: What do you want to achieve
and why? What are the requirements/constraints? Who is involved?

o Measurable: You know when it has been achieved and how achievement will be
measured. Ask: How do you track progress and measure the outcome? How will you know
when you have reached it?

o Achievable: The goal is within your capability with available resources. Ask: How will you
accomplish the goal? Is it realistic?

« Relevant: The goal is reasonable, reflects departmental goals, and is results-based. Ask: Is
this a worthwhile goal? What is the expected impact? Does it align with our organizational
goals?

« Timebound: You know the deadline for the goal. Ask: When will you accomplish this goal?

> Identify developmental needs and career goals.

v" Provide a summary of development priorities for your current role, including suggested
solutions, which can form the basis of individual's development objectives.

v" Write your personal development plan. Keep in mind the following questions: What should
you be able to do differently? Under what conditions? How well must it be done? What are you
hoping to achieve? What impact will the learning outcome have on the business, or you
personally?

v" What are your career aspirations? What skills and development requirements do you need to
reach that goal? Are you skilled now to make that move? If not, when will you be ready?

The more you prepare yourself, the more comfortable you will be with the performance management
process. Additionally, maintain continuous collaborative feedback between with your supervisor as a
key component to your personal and professional success and stay involved in your career.



If there are any questions, if you would like additional training, or if you require assistance with the
performance management tool, please contact University Employee Relations:
Rodney Irvin (640-231-5303), Vickie Mitchell (540-231-2850), or Tina Kapalin (540-231-4272).

Other Resources

Performance Management website - https.//www.hr.vt.edu/compensation-performance-
management/performance.html

Flowchart for the Performance Plan and Evaluation Process - https:.//www.hr.vt.edu/compensation-
performance-manaqement/performance.html

User Guides and Tutorials - https://www.hr.vt.edu/compensation-performance-
management/performance.html!

Performance Management Definitions

Performance Goals and/or Job Responsibilities involves establishing specific, measurable
objectives (outcomes) to be accomplished within a specific time frame and/or using a specific
approach.

Goal Theory setting suggests that it can serve as an effective tool for making progress by ensuring
that participants have a clear awareness of what they must do to achieve or help achieve an
objective.

Goal setting helps employees focus on specific aspects of their job that are related to the objectives
for that review period.

Competencies behaviors, attributes or skills that are predictors of personal success in the workplace.

There are three universal competencies that have been pre-defined for all staff employees. They
include:

e Teamwork

e Maintaining a Safe and Secure Work Environment

e Diversity Commitment

There are two additional competencies that are preselected for supervisors. They include:
e Engagement
e People Development

The job specific competencies are unique to each employee. Three to five job specific competencies
should be selected. The selected competencies reflect how your work should be carried out and may
be areas of specific focus for your job.

Career Development is often overlooked during the performance planning and review process. This
is an opportunity for the employee and supervisor to discuss future plans in terms of professional
development. If, for example, an employee wishes to move into a supervisory role in the next two
years, then part of their career development plan may be to complete the supervisory skills
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workshops offered through University Organizational and Professional Development. In this case, the
supervisor would be responsible for providing the funds to cover the cost of the program.

Remember that the career development plan is looking beyond the current performance review
period towards acquiring skills for future opportunities. Training and other skills acquisition that is
necessary for the employee’s current role should be included in the goals section of the performance
plan.

Individual objectives are what you achieve to ensure the overall strategic objectives are met.

Individual behaviors are how you meet your objectives in a way that supports the university’s
values.

Performance Management Menus

Performance Main Menu

» Performance Plan Menu - Create or edit performance plans. November - December timeframe

» Performance Evaluation Menu - Create or edit performance evaluations. July - October
timeframe

« Update Plan and Evaluation Status - Used by performance management administrators.

wrginia Tech Information System
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Performance Main Menu

Perdormance Plan Menu

Craate aor EAt a Parfarmance Plan
Performance Evaluation Menu

Craata or EAt a Performance Evaluation
Update Man and Evaluation Status
Update Plan and Evaluaton Status

[ ¥T Alerts | Holse PLUS | Hokie Team | Holde Spa | Timetable of Classes | Undergraduate Admissons | Graduate Admessions | University Account information | Faculty
Onine Credential System )

Performance Plan Menu

» Create/Edit Plan - Used when creating or editing your own performance plan.

» View Current Approved Plan - View your current approved performance plan.

» List Employees Where | am Defined as Supervisor - Allows a person defined as a supervisor to
view and approve plans.

« List Employees Where | am Defined as Reviewer - Allows a person defined as a reviewer to view
and approve plans.

« List Employees Where | am Defined as the Designee - Allows a person defined as a designee to
view and edit plans.

. Disilai Plan for Emiloiee - Used to view ilans '|ust for a siecific emiloiee.
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Performance Plan Menu

Performance Management Approvals

Update Posibon numbers for Supervisors and Reviewers
Create/Edit Plan

Create or Edit yousr Performance Plan

Wiew Current Approved Plan

Dasplay yousr CusrrTent APPROVED performance plan. This may be last year's plan if you are currently developing thes year's performance plan.
List Employees Where I am Defined as the Supervisor

wiew Status of Plans for employees undar your supervision

List Employees Where | am Defined as the Reviewer

veew Status of Plans for employees undeaer your Reviaw

List Employees Where I am Defined as the Designee

view Status of Plans for employees where you are the designees
LisT Employees by Orgamzaton Code

Desplays employees undaer a specified orgamnization code

Display Plan for Employee

Desplay plan for specified employes

[ VT Alerts | Hokie PLUS | Holae Team | Holoe Spa | Timetable of Classes | Undergraduate Admissions | Graduate Admissions | Unnrersity Accownt Information | Faculty
Onlsne Credential System ]

Performance Evaluation Menu

» Create/Edit Self Evaluation - Used when creating or editing your own self-evaluation.

» View Current Approved Evaluation - This will display your approved performance evaluation.

» List Employees Where | am Defined as Supervisor - Allows a person defined as a supervisor to
view and create performance evaluations.

« List Employees Where | am Defined as Reviewer - Allows a person defined as a reviewer to view
and approve performance evaluations.

» List Employees by Organization Code - Displays employees under a specific organization.

» Display Evaluation for Employee - Used to view performance evaluations for a specific employee.

» List Employees Where | am Defined as the Designee - Allows a person defined as a designee to
edit and view performance evaluations.

» Evaluation History - Allows a designated person to view the history of a specific performance
evaluation.

irginia Tech Information System
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Performance Evaluation Menu

Create/Edit Seif Evaluation

Craate or Edit your Performance Evaluabion

View Current Approved Evaluation

Duplay your current approved performance evaluation

List Employees Where [ am Defined as the Supervisor

view status of evaluations for employees under your superasion
List Employees Where 1 am Defined as the Reviewer

Vviiew status of evaluations for employees under your review

List Employees by Organzation Code

Desplays employees under a specified organization code

Display Evaluation for Employee

Display evaluation for specified employee

List Employees Where 1 am Defined as the Designee

View status of evaluations for employees where you are ksted as the designee
Evaluation History

View the history of the evaluations

[ VT Alerts | Hokie PLUS | Holkee Team | Hokie Spa | Timetable of Classes | Undergraduate Admissions | Graduate Admessions | University Account Infarmation | Faculty
Onbne Credential System ]

Create/Edit a Performance Plan

This oition allows iou to create or edit a ierformance ilan. If iour suiervisor has created the



performance plan, you may receive this email with the following information:

Dear { name}, {Supv name} has completed writing your {year} performance plan and
has sent it to you for review and input.

ACTION REQUIRED:

» Logon to the performance management tool via HOKIESPA
(https.//login.vt.edu/profile/cas/login?execution=e1s1) and select Performance Plan Menu.

+ Select “Create/Edit Plan”.

» Edit the plan as necessary, then, scroll to the bottom of the plan and select “View Performance
Plan’.

» Scroll to the bottom of the plan and select “Send to Supervisor’.
If there are any questions or if you require assistance with the performance management tool, please

contact University Employee Relations: Rodney Irvin (540-231-5303), Vickie Mitchell (640-231-2850),
or Tina Kapalin (5640-231-4272).

1. Navigate to https.:/login.vt.edu/profile/cas/login?execution=e1s1 and click on Login to HokieSpa.
On the next screen log in with your PID and password.

Please Note: The system will time out after 30 minutes of inactivity so please save periodically.

Search @ HELP EXIT

Welcome to the Virginia Tech Student, Faculty, Employee and Alumni Information
Gateway

Mormal Hours of Oparation are from 7:30 AM until 3:00 AM Daily, Please enter your PID and your password. When finished, click Logn. By logging in with
your PID and password you sgree to sbide by the terms and conditions of the Virginia Tech Policy: Accaptable Use of Information Systems

1f you nead to creata 3 PID, phkease usa the PID Generation Tool
Once logged in, you will see a menu comesponding to your role as a student, faculty, employee or alumnus.

When you are finished, please Exit and close your browser to protect your privacy.

Login to HokieSpa >>> h

[ ¥T &lerts | Timetable of Classes | Undergraduate Admissions | Graduate Admissons | Faculty Onine Credential System ]

2. Click on Hokie Team.
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VT Alerts

virginea Taech's notification system, comprsad of a varety of methods by which tha unmvarsity can contact studants, faculty, and staff.

Hokie PLUS

View and update your address{esiand phone number(s), Veew e-mail address{es). View and update emargency Contact informanon. View name changs &
social secunty mumber change informaton. Change your password.

Hokie Team

Benafits, job data, paystubs, drect deposit enrcllment or changes, W2 forms, W-4 and VA-4 data, kave balances, and Performanca Managemant.

Hokie Spa

Register, View your Academic and Fnancsal Aid records.

Timetable of Classes

D Undergraduate AdmiSSIOns
Apply for Undergraduate Admission.
Graduate Admissions
" Fila an application for admissions; Review axisting appications, thair statug, and the status of supporting reguirements.
|‘- University Account Information
~ s\Wiaw and Pay e-Bill sAdd an Authonzed Payer «Enroll or Adjust Direct Deposit Information =Ennoll i the Budget Tuibon Plan
=Erwoll in the Graduate Student Payrol Deducton of Comprehensive Fees Pragram *View HOLDS *View 1098-T
Faculty Online Credential System

[ VT Alerts | Hodae PLUS | Holae Team | Hokie Spa | Timetable of Classes | Undergraduate Admessions | Graduate Admisssons | Undversity Account Informatson | Faoulty
nkne Credential System ]

3. Scroll to the bottom of the screen and click on Performance Planning and Evaluation Tool.
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Benefits and Deductions
View your retrement plans. Health mswurancs iInformabion, mecellanecus deducbons.
Most Recent Pay SDub
Displays your most recent pay stub or the pay stub selecton page if you have more than one paycheck mn the most recent pay penod.
Pay Information
View your Payroll Direct Deposit breakdown: View your Eamings and Deductions Hatory: View your Pay Stubs; Change your Pay Stub Selecton
Graduate STudents on an Assistantshep: Enroll in Payroll Deducton
Allows Qracuate Students on &N assstantsheg 0o enroll n payroll daductbon for paymant of ther comprabssnave s, technoiogy foa and capetal fea [if
applac asble ]
Tax Forms
Visw SO UpdBE wour Wed S V-8 @ fermaton; View your We2 Form andSor 10425 Form (if appiicabla),
Current and Past Jobs
Wiew currant g past jobe
Leave Balances
View your kawve balances.
=5 Direct Deposit
Update your Direct Depost bank information, Payroll, Student Refunds snd other Urnversty rembursemssnts can bs automatically depogited mbo your
bank account.
Veterans Classficaton
Attention Veterans - please update your discharge date and Veteran Classifications
Update Ethmcity and Race
View and update your ethmscity and rece nformabon
Labor Redstribution
Imitiate and approwve retrosctive amplcoyes payrol Fundng changes
Performance Manning and Evaluaton Tool
Performance Planning and Evalaation Tool

4. On the Performance Main Menu, click on Performance Plan Menu.

wrguia Tech Information System
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Craate or Edit 3 Performanca Plan
Performance Evaluation Menu
Create o Edit a Performance Evaluabon

Update Plan and Evaluation Status
Update Plan and Evaluation Status

5. Click on Create/Edit Plan.
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Performance Plan Menu




There are 3 different ways to create or edit a performance plan.

| ! |

List Employees by List Employees by Create a New
Organization Code Position Number Employee Record

A s

You will need to check with your supervisor to determine how your performance plan will be entered

in the system. If your supervisor creates your performance plan, you may receive an email asking
you for review and input.

Please Note: Last year’s evaluation must be approved/accepted online by the employee before you
can create this year’s plan.

If your supervisor has already created your plan and it has been approved by your supervisor
or by a reviewer, please skip to the Performance Plan Acknowledgment of Receipt section on
page 8.

A Copy Last Year’s Performance Plan Copy to Next Plan Year l
-/

e Click on the Copy to Next Plan Year
Button at the bottom of the screen.

) Create a New Performance Plan
E:

If a performance plan has not been entered you will see the Main Goals Page and you may




start entering your goals.

Performance Plan

Main Goals Page
Parsonal Data:

Employes 1D 999999919 Emwployes Mo Pabbles Fintstone
Position Mumber: FOTOL19 Johb Tithe: Lab & Ressarch Gpec T
Dapt. /Org.: Do Orgareea tion Suparviso: Nana

Review Year: 1012

* Yiow MusE snter A1 least 1 goal, Bul no mans han & goals.

Forformance Flan:
Porformance Goals and/or Job Responsibiithes

Chick “Craste a Maw Goal® to add a new goal.

[ Continue to Competencies | [ view performance Man

"/\ View/Edit a Performance Plan Created by a Supervisor

You will see the performance plan that has been created by your supervisor. During this time,
you may modify your plan and send it back to the supervisor to review.

Performance Plan

Main Goals Page

Parsonal Data:

Employaa ID: PETOODO0 10 Employan Nama: Wirgana Ann OHars
Pasition Numibar: PETOLD Jab Titla: IT Speciakst
Dept. fOrg.: Dwney O gasniza tion Suprerwisor: Scoaby D Doo
Raviow Yoar: 2012

* You must anter at least 1 goal, but no more than 5 goasls.
Parfarmance Plan:

Parformance Goals and/or 1ob Responsitblitias:
I Goal; 1 implemant naw technology to alow for mald sorting 1o occur before 9:00am

I Create & New Goal | (Click “Creats a Naw Goal to add & new goal.

[ Continue to Compatences | | Vidw Parformance Plan

[ VT bt | Haokos BLUS | Mobie Taam | Hokie Spa | Timatable of Clakses | Underoraduate Admsssond | Graduste Admissions | Universilty Acoount Information |
Faculty Online Cradential Systam |




Create/Edit Goals

Hint:  When creating goals, use S.M.A.R.T.

Performance Plan

7. Click on the Create a New Goal button i Sk Puge
to enter a new goal or the Goal radio button s’ ol e I T
to edit a goal. e R s RS

o i ot w1 i & ol Bk 1 e fhan § gesk:

Periormances Mo

Lnsaly wind oo hob Meaponaitulies
\ Sami 1| | Weemern nems vachnusiogy 16 shees for mad sortry T toce betare 91008
\- Craste & Mww Cosl ] /Chck "Cruaie u Fus Goal” o add o rarm o

[ Comtimue o Compriences | Vi ferimrrmace Flan

[ VT At | bz FLLIS | Sisise: Taarn | Miskw Spa | Tiestabils of Clerses | Undeegradass Advemmcn | Cradssts Adeessions | Unsarsty Scooust Iforrmstion |
ol Cobree: Craferin Seio |

8. Enter/view the goal information and metrics.

9. When finished, click on Save, Goal Entry Page

then click Save and continue to next Goal or s P presm—— ey
Continue to Competencies.
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Create/Edit Competencies

Ubverual Campetmecion;

Universal competencies have been predefined for all PR o

Eosariily Comeitimanl

staff employees. If they are a supervisor, you will see s

Beabytiaal Sk 8 P bl Sanddon) Saib b

pre-defined competencies. These cannot be changed. =220

Compliance | Grealty 38 Sarvice:

Croateeiy med Imevatien:
Cwtimmes Sarves Oredsian

For the job specific competencies, you can click on the p—

name of each one to see the description and S —

Wi, Mrine & Tirstegh

Flan:

performance measure.

Wk eabine:
Wity Orisntation:

10.Choose the competencies by selecting the check box
Beside the competency name.

e

BCK 10 W Goals gt

Wiew Prioomande Fan

Select between 3 and 5 competencies. Contie o Caees Desespmst ot ez sawg

11.When finished, click on Save, then click on Continue to Career Development.

Please Note: If there are more than 5 competencies, then the comments field at the bottom of the
section should be used. It is important to remember that between 3 and 5 competencies are
considered the optimal number. As you add more and more competencies, it is difficult to really strive

for excellence.

Create/Edit Career Development _— i~
[ BTN Finjinrymn R QR Ban Ohars
12.Create or edit information under the — i e
Item Employee is responsible for section.
e e
Flerim | amgulaypes i sorsguorvilbin fis P Saimerubsan is rospamsdbe for
13.When finished, click Save, then click on i ohasuianc T | ki bl
View Performance Plan. This will save the changes. * i
14. After the performance plan has been completed, : - e—
please click on the View in PDF link to save or k. o s e o Wk g
print a copy of the plan. N—
Performance Plan
View in PDF _
Final version of Performance Plan
Personal Data:
Employee ID: PETOOOO10 Employes Name: Virgna Ann O'Hara
Position Mumiber: PETOL0 Job Tithe: IT Specislist
Dept. /Org.: Ding Organizaton Supervisor: Scooby D Doo
Review Year: 2012

Rating Definitions for Goals /Responsibilities

Model Performance Strong Performance Developing Performance
Cutstandng Performance Good, sobd performance. Fully May partially meat performance expectations
that congiderably and maats expectabons and may, but neads mprovemant. Steps to mprove
consstently exceeds on oCcasion, exceed performance n thes area must be clearly
expectabons. expectabions in this area, dataded n the Career Development Plan

sec tion.

Unacceptable Perfformance

Performance is wel below an acceptable
leveal in thas area, Steps to mprove
pesformance in this area must be clearty
detailed in the Career Development Plan
sachan.,



Printing/Saving Performance Plan

When viewing the performance plan as a .pdf file using Adobe Acrobat Reader or any other type of
PDF reader, you can use the Save and Print buttons in the PDF toolbar to save a copy onto your
computer or print it if you have a printer accessible.

RO e MY &€ o[- & A G
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Send to Supervisor

15.Review the performance plan and, if needed, you can go back to any section to make changes.
When the performance plan is ready to be submitted, click on the Send to Supervisor button at
the bottom of the screen.

Send to Supervisor

Next Steps

The supervisor will review the performance plan. Once you and your supervisor are satisfied with the
performance plan, the supervisor has the option to forward the plan to a reviewer. Either the
supervisor or reviewer will finalize the plan.

You will receive an email that will contain the following information after it has been approved:

Dear {name}, {Supervisor or Reviewer Name} has reviewed and approved your {year}
performance plan and has sent it to you for review and acknowledgement of receipt.

ACTION REQUIRED:
» Logon to the performance management tool via HOKIESPA and select Performance Plan Menu.
+ Select “Create/Edit Plan’.
» Scroll to the bottom of the plan and select “I have received and reviewed by performance

plan”.

If there are any questions or if you require assistance with the performance management tool, please
contact University Employee Relations: Rodney Irvin (540-231-5303), Vickie Mitchell (640-231-2850),
or Tina Kapalin (5640-231-4272).



Performance Plan Acknowledgment of Receipt

After a supervisor or reviewer has finalized the performance plan, you will need to view your plan,
then acknowledge that you have received it.

1. Navigate to https:/login.vt.edu/profile/cas/login?execution=e1s1 and log in with your username
and password.

2. Click on Hokie Team.

3. Click on Performance Planning and Evaluation Tool.

4. Click on Performance Plan Menu.

5. From the Performance Plan menu select Create/Edit Plan or View Current Approved Plan.

6. Review the plan, then click on | have received and reviewed my performance plan button at
the bottom of the screen.
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Creating Your Self-Evaluation

The purpose of an evaluation is to document how well an employee has met the expectations defined
in the performance plan. During this process, the employee has an opportunity to perform a self-
evaluation.

When completing the self-evaluation, the employee should have the following items to help perform
this task:

v" Updated job description
v' Copy of the approved performance plan
v Any other relevant documentation

The self-evaluation is used to document accomplishments as related to each performance goal/job
responsibility and competency. It additionally allows an employee to summarize career development
activities.

1. Navigate to https.:/login.vt.edu/profile/cas/login?execution=e1s1 and click on Login to HokieSpa.
On the next screen log in with your PID and password.

Please Note: The system will time out after 30 minutes of inactivity so please save periodically.
Saarch @ HELP EXIT

Welcome to the Virginia Tech Student, Faculty, Employee and Alumni Information
Gateway

MNormal Hours of Operation are from 7:30 AM until 3:00 AM Daily. Plaase enter your PID and your password. When finished, chck Logn. By logging in with
your PID and password you agree Lo abide by the terms and condibbons of the Virginia Tech Policy: ACOBEENE Use of Information SESTBI"I"IS

1f you need to create a PID, please use the PID Generation Tool
Once logged in, you will see a menu comesponding to your role as a student, faculty, employee or alumnus.

When you are finished, please Exit and close your browser to protect your prvacy.

Login to HokieSpa >>> h

[ ¥T Alerts | Timetable of Classes | Undergraduate Admissions | Graduate Admizsons | Faoulty Online Credential System ]

2. Click on Hokie Team.
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VT Alerts

virgmea Tech's notification system, comgrsed of & vanety of methods by which the unversity can contact students, feculty, and staff.

Hokie PLUS

View and update your addrass{es)and phone number(s), View e-mail address{es). View and update amergency contact information. View name changs &
social security mumber change information. Change your password.

Hokie Team

Benafits, job data, paystubs, dract deposit enrollment or changes, W2 forms, W-4 and VA-4 data, kave balances, and Performance Managemant.

Hokie Spa

Register, View your Academic and Fnanceal fid records.,

Timetable of Classes

[ undergraduate Admissions
Apply for Undargraduate Admisson.
) Graduate Admissions
T Fila an application for admissions; Review axisting appications, their status, and the status of SUPPOrtInNg reGRANSMENLtSs.
r‘; University Account Information
— eviaw and Pay e-Bill sAdd an Authonzed Payer sEnroll or Adjust Direct Deposit Information sEnroll n the Budget Tuiton Plan
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Faculty Online Credental System
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3. Scroll to the bottom of the screen and click on Performance Planning and Evaluation Tool.

Search [Ge) MAIN MENU  SITE MAP  HELP  EXIT

Bencfits and Deductons
View your ratiremant plans, Health msurancs informabion, mecallansous daductons.
Most Recent Pay Stub
Displays your most recent pay stub or thae pay stub selecton page if you hava more than one paycheck n the most recent pay panod.
Pay Informmatssn
View your Payroll Direct Deposit breakdoswn: View your Esrmangs and Deductions Hatory: View your Pay Stubs: Change your Pay Stub Selsction
Graduate Students on an Assistantshep: Enroll in Payroll Deduction
Allows gracduate studants on an assstantshe to enroll N payroll daducton for paymant of their compratansive fiee, technology foa and capetal fea [if
appiac abile )
Tax Forms
View and update your Wed and Vi S nfonmanon; Vew your We2 Form and/or 10425 Form (il appiicabla),
Current and Past Jobs
View Curment and past jobs.
Leave Balances
View your ave balances.
&= Direct Deposit
Update your Direct Deposit bark information, Payroll, Student Refunds and other Ureversty remburserments can be sutomatically deposited mto your
bank account.
Veterans Classficaton
Attenbion Veterans - please update your discharge date and Veteran Classifcations
Update Ethmcity and Race
View and update your ethrsaty and race mformabon.
Labor Redeistrnibution
Initiate and approwe retrosctive amployes payvol Fundeg chamges
Performance Manning and Evalustan Tool
Parfonmarnce Plamning and Evalaation Tool

4. On the Performance Main Menu, click on Performance Evaluation Menu.
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Performance Main Menu

Performance Plan Menu

Craata or Bt a Pearformanca Plan
Performance Evaluation Menu
Create or Edit a Performanca Evaluab
Update Pan and Evaluation Status
Updata Plan and Evaluation Status

5. Click on Create/Edit Self-Evaluation.
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Performance Evaluation Menu

Create/Edit Self Evaluation ?
Create or Edit your Performance Evialuation

WView Current Approved Evaluaton

Deplay your current approved performance evaluaton

List Employees Where | am Defined as the Supervisor

View status of evaluations for employess under your supenasion
List Employees Where | am Defined as the Reviewer

Wikw STatus of evalualions for empioyess undar your nevssw

List Employees by Organization Code

Dusplays ampicyess undar a spacified organizaton code

Display Evaluanion for Employes

Desplay avaluabon for speafied employes

List Employees Where 1 am Dafined as the Desagnes

Wiew status of evaluations for employees where you are listed az the designee
Evaluation History

Veew the hetory of the svaluations




You will see your approved performance plan in which you may rate yourself on each goal/job
responsibility and competency. You are required to comment on each goal, but not rate yourself.

WVirginea Tech Informaton System
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Employee Evaluation

Parsonal Data

Employes 1D PETO00010 E mipharyine Mame: VEging Ann O'Haa

Position Namibers: PETOID Job Tithe: IT Specakst

Dapt. /Org.: Do Organcration Supervisor: Scooby D Doo

Review Year: 002
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Enter Results and Accomplishments

6. Enter results and accomplishments for each assigned goal/job responsibility, then select a rating.

For each goal/job responsibility, describe in the comment field under Actual Results and
Accomplishments how you have performed against the goal and metrics. Then, select the
appropriate rating, the comments should provide justification for the rating that is selected.

Rating Definitions for Goals/Responsibilities
Model Performance Strong Performance Developing Performance Unacceptable Performance

Outstandng Performance Good, sobd performance. Fully May partially meet performance expectations but Performance is wel below an acceptable lavel
that considerably and meets expectations and may, on  needs impravement. Steps to improve in this area, Steps Lo mprove performance in
consistently exceeds occason, exceed expectabons in  performance in this area must be clearly detailed ths area must be chearly detailed n the Career
expectations. thes area. in the Career Developmant Plan section. Development Plan section.

Performance Goals and/or Job Responsibilities

Performance Goals and/or Job Actual its and A plish Ratings

Responsibilities

Identify 1-4 goals and/or primary job Evaluate results against mutually estabished performance geoals and job Select on ratings for each

responssbikbes. responsbilines. performance goal or job
responsibiity.

Goal/Job Responsibility: The project was completed by June 2012 and mplemented a post check = | © Model Performance

Imgplement new technology to alow for mail system. It took about a month to sort out the problems that began #| Strong Performance

sorting to occur bafore 9:00am once the system was in use but he mad has been sorted 97% of time Develaping Performance

Metrics: since implamentation,

1) Projact is complated no later than July 2012 Unacceptable Performance
) Perindic checks post system implementation

show mad is sorted before 9:00am 95% of the

bme

3) Employee informs manager of any potential

wsues that could causs a delayed

implemantation date as soon as the msue is

known



Listed below is the description for each rating:

» Model Performance - Outstanding Performance that considerably and consistently exceeds
expectations.

» Strong Performance - Good, solid performance. Fully meets expectations and may, on
occasion, exceed expectations in this area.

> Developing Performance - May partially meet performance expectations but needs
improvement. Steps to improve performance in this area must be clearly detailed in the Career
Development Plan section.

» Unacceptable Performance - Performance is well below an acceptable level in this area. Steps
to improve performance in this area must be clearly detailed in the Career Development Plan
section.

7. Click on Save, then click on Continue to Next Goal or Continue to Competencies.

Select Competency Ratings

Competencies describe the behavior that employees are expected to demonstrate when they are
successfully performing their jobs. You will see a list of universal and job specific competencies.
Universal competencies are pre-defined for all staff employees. If you are a supervisor, you will see a
list of pre-defined competencies.

8. Select a rating for each competency.
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Employes Evaluation
Personal Data

Employee 1D: PETOODOLO Employoe Name: Virgina Ann O'Hara
Position Number: PETO1D Job Tithe: IT Specialist
Dept./Org.: Dina Organszation Supervisor: Scooby D Doo
Review Year: 2012

Universal Competencies:

Teamwork: Imglies the intention to work cooperatively with others, to be a part of a team, to work together, as opposed to working separately or comps titively,
Teamwork may only be considered when the subject 5 a member of 3 group of people functoning as a team, gensrally where he or she = not the leadaer. "Team"
s broadly defined as any task or process-onented group of individuals,

_Model Performance Strong Performance Developeng Performance Anacceptable Performance
Maintaining a Safe & Work Envi University Policy 5800, Haalth and Safety Policy, was issued in January 2001. The pokcy states, "At Virginia

Tech, safety it everyone's responsbility. All members of the university community are expected to be tharoughly familiar with ther safety responsibiities, strive
to folow safety practices at all imes, act proactively to prevent acodeants and injurnes, communicate hazands to supervisors, and be prepared for emergencies
that may occur in the workplace.”

Model Performance O _Strong Performance = © _Developeng Performance | O _Unaceptable Performance

Diversity Commitment: the abiity to understand and valua the practices, customs, values and norms of other mdivsduals, groups and cultures. It goes bayond
what is required by state and federal egual employment opportunity (EEQ) regulations to inchsde the abifity to value different points-of-view and recognize the
improved outcomas that ocour when individuals from different backgrounds or perspectives interact. It includes seaing others’ differences as a postive part of
the organization. It also means beng able to work wel with a wide vanaty of pecple representing different backgrounds, cultures and soco-economic lavels.

_Model Performance _Strong Performance _Developing Perfornmance _Unacceptable Performance
Job Spacific Competencies:
Analytical Skills & Problem Solving: Analytical Skills and Problem Solving is understanding a situation, izsue, problem, ste,, by breslang it into smaller pieces, or
tracng the implications of 3 situation n a step-by-step way. Analytical Skills and Problem Solving includes organizing the parts of a problem, situation, etc., in a

systematic way; making systematic compansons of different features or aspects; setting prorities on a rational basis: and identifying time sequences, causal
relaponahips, of if-than relabonihips,

Miodel Parformance Strong Performance 0 rformance Unacceptable Performances



Listed below is the description for each rating:

» Model Performance - Outstanding Performance that considerably and consistently exceeds
expectations.

» Strong Performance - Good, solid performance. Fully meets expectations and may, on
occasion, exceed expectations in this area.

> Developing Performance - May partially meet performance expectations but needs
improvement. Steps to improve performance in this area must be clearly detailed in the Career
Development Plan section.

» Unacceptable Performance - Performance is well below an acceptable level in this area. Steps
to improve performance in this area must be clearly detailed in the Career Development Plan
section.

9. When finished, click on Save, then click on Continue to Overall Rating and Comments.

Select Overall Rating

The final step in the self-evaluation is to give an overall rating and enter final comments in regards to
the self-evaluation.

10.Select an overall rating and enter any comments that relate to the self-evaluation.

*2% Dverall Rating ***

Model Performance Strong Performance Developing Performance Unacceptabile Performance

Employee Comments (optional):

Listed below is the description for each rating:

> Model Performance - Outstanding performance that results in extraordinary and exceptional
accomplishments with significant contributions to goals of the organization, department and/or
senior management area.

» Strong Performance - Good, solid performance. Fulfills all position requirements and goals and
may, on occasion, generate results above those expected of the position.

> Developing Performance - Performance leaves room for improvement. Employee requires
either additional development in deficient technical areas; or, may be a new hire requiring
additional training; or, is not responding favorably to coaching for performance improvement.

» Unacceptable Performance - Performance is well below the minimum position requirements.
Requires immediate review and action including implementation of Performance Improvement
Plan (PIP).

11.When finished, click on Save, then click on View Entire Evaluation.

Page | 21



12. After the self-evaluation has been completed, please click on View in PDF to save or print a copy
of the self-evaluation.

Hokie Plus m Holkie Spa
Soarch IGal

BACK SITE MAP HELP EXIT

* [T secunty requires users to automabically be logged ut of the system after 30 mnutes, Thes will o<cur regardless of whether you are actually using the tool
or are pst logged in. Pleass save your work penicdically to ensure that you do not kose anything you have enterad if you are sutomabcally logged out of the
tool,

View (0 PO f—

Printing/Saving Performance Evaluation

When viewing the self-evaluation as a .pdf file using Adobe Acrobat Reader or any other type of PDF
reader, you can use the Save and Print buttons in the PDF toolbar to save a copy onto your
computer or print it if you have a printer accessible.
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Send to Supervisor

13.Review the self-evaluation. You are welcome to go back to any section to make changes. When
you are satisfied, click Send to Supervisor.

[ Exit without Saving |

Exit without Saving and
return to main menu.

[ Back to Goals |

Modify items in the goals section.

[ Back to Competencies ]

Modify the overall rating
and comments section.

| Back to Overall Rating and Comments ]

—_— ———  —— —— Modify items in the competencies section.

A [ Send to Supervisor ]

L e R A T Send the finalized self-evaluation
el N T I to the supervisor.




Next Steps

The supervisor will receive the self-evaluation and may use it to create your performance evaluation.
The performance evaluation will go through an approval process. Afterwards, your supervisor will
schedule a private meeting to review it with you.

You will receive an email with the following information:
Dear {employee name}, your completed performance evaluation is now available
to you in the performance management tool. You should be hearing from your

supervisor to arrange a time to discuss your evaluation if they have not already
contacted you.

ACTION REQUIRED:
» Logon to the performance management tool via HOKIESPA and select Performance Plan Menu.
» Select “View Current Approved Evaluation”’,

» Scroll to the bottom of the plan and select “I have received and reviewed my performance
evaluation”

If there are any questions or if you require assistance with the performance management tool, please
contact University Employee Relations: Rodney Irvin (540-231-5303), Vickie Mitchell (640-231-2850),
or Tina Kapalin (5640-231-4272).




Performance Evaluation Acknowledgement of Receipt

After meeting with the supervisor to go over the performance evaluation, he/she may release the
evaluation for electronic signature by the employee. If for some reason you are unable to log into
HokieSPA, or cannot access a computer, there is an option to collect an alternate signature. If the
alternate signature is obtained, a paper copy of the form should be printed, signed and sent to the
Human Resources’ office.

1. Navigate to https./login.vt.edu/profile/cas/login?execution=e1s1 and click on Login to HokieSpa.
On the next screen log in with your PID and password.

Please Note: The system will time out after 30 minutes of inactivity so please save periodically.

Search @ HELP  EXIT

Welcome to the Virginia Tech Student, Faculty, Employee and Alumni Information
Gateway

MNormal Hours of Operation are from 7:30 AM until 3:00 AM Daily, Please enter your PID and your password., When finished, chck Logn. By legging in with
your PID and password you agree to sbide by the Lems and conditions of the Virginia Tech Policy: Acceptable Use of Information Systems

If you nead to create a PID, please use the PID Generation Tool
Onee logged in, you will see a menu corespanding to your role 3= 3 student, faculty, emplayee o alumnus.

When you are finished, please Exit and close your browser to protect your privacy.

Login to HokieSpa >>> h

[ ¥T Alerts | Timetable of Classes | Undergraduate Admissions | Graduate Admissons | Faculty Onine Credential System ]

2. Click on Hokie Team.

irginia | ech Information System

m Hokie Team Hokie Spa
Search

(Go) SITE MAP HELP EXIT

VT Alerts
virginia Tech's notification system, comgrsad of & vanety of methods by which the unversity can contact students, faculty, and staff.
Hokie PLUS

View and update your addrass{esiand phone number(s), View e-mail address{es). View and update amergency contact information. View name changs &
social security mumber change information. Change your password.

Hokie Team

Benafits, job data, paystubs, dract deposit enrollment or changes, W2 forms, W-4 and VA-4 data, lkeave balances, and Performanca Managemant.
Hokie Spa

REgISTer, View your Academic and Fnancial Ald records.

Timetable of Classes

| Undergraduate ADMISSIONs
Apply for Undangraduate Admisseon.
|—‘J CGraduate Admissions
Fila an application for admissions; Review axisting appications, thair status, and the status of supporting reguirements.
D University Account Information
s\View and Pay e-Bil sAdd an Authonzed Payer «Enroll or Adjust Direct Deposit Informaticon sEnroll n the Budget Tuiton Plan
=Erroll in the Graduate Student Payroll Deduction of Comprehensrve Fees Program «View HOLDS «View 1006-T
Faculty Online Credential System

[ VT alerms | Holoe PLUS | Holae Team | Mokie Spa | Timetable of Classes | Undergradualte Admessions | Graduate Admisssons | Undversity Account Infonmatson | Faoully
Onkne Credential System ]



3. Scroll to the bottom of the screen and click on Performance Planning and Evaluation Tool.

Search Ge MAIN MENU  SITE MAP  HELP  EXTT

Bencfits and Deductions

WView your ratsramant plans, Haalth msurancs informabion, mecallansous deducons.

Most Reoent Pay Stub

Dusplays your most recent pay stub or the pay stub selecton page If you have more than one paycheck n the most recent pay panod.

Pay Informatasn

Wiew your Payroll Direct Deposit breakdown: Vew your Esrmangs and Deductions Hatory: View your Pay Stubs; Change your Pay Stub Sebecton
Graduate Students on an Assistantship: Enroll in Payroll Deduction

Allows graduate STLAents OnN AN Assstantshep to encoldl n payroll daduction for paymant of their comprabansve faa, tachmology foa and capetal faa (if
appiic stle ]

Tax Forms

Wisw and updare your Wea and V-4 nfommanton; View your WeZ Form and/or 10425 Form (il appiicatile),

Cuwrent and Past Jobs

Wiew Cument and past jobe.

Leave Balances

Wiew your Bave balancas,

& Direct Deposit

Update your Direct Deposit bark information. Payroll, Student Refunds and other Urswersty rembursensents can be sutomatically deposited mite your
bank account.

Veterans Classfication

Attenbon Veterans - please update your discharge date and Veberan Classifications

Update Ethnecity and Race

Wiew and update youwr ethmcity and race mformabon.

Labor Redestribution

Initiate and approve retrosctive amployes payrol fundng changes

Performance Planning and Evaluatban Tool

Parformance Planning and Evalsation Tood

4. On the Performance Main Menu, click on Performance Evaluation Menu.

GACK SITE AP HELP BEXIT

Performance Main Menu

Performande Man Menu

Craate of BNt a Performanca Plan

Performance Evaluation Menu P
Craate or Edit a Performanca Evaluab

Update Plan and Evaluanon Status

Update Plan and Evaluation Status

5. Click on View Current Approved Evaluation.
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6. Review the evaluation, then click on | have received and reviewed my evaluation button at
bottom of the screen.

I have received and reviewed my Evaluation

This completes the performance plan cycle! The supervisor should be meeting with the employee to
work on next year’s performance plan within 30 days of receiving the performance evaluation.




Performance Plan
Status

No Plan Exists

Performance Plan Status Definitions

Definition

A performance plan for the current review period has not been started by
the employee or the supervisor. If the supervisor does not require a draft
plan from their employee(s), they may create a performance plan.

Employee Editing

Employee is editing the plan and neither the supervisor or reviewer will be
able to access the plan until the employee sends it to the supervisor.

Supervisor Created Plan

Supervisor has created a performance plan.

Employee Complete

Employee has completed a performance plan prior to the supervisor and
sent it to the supervisor for their review or the employee has returned the
performance plan that the supervisor sent them to edit.

Copied from
Previous Year

The performance plan was copied from the previous year’s performance
plan.

Copied from Employee

The performance plan was copied from the employee’s draft of the plan.

New Version Created

An existing approved plan has been copied and created into a new
version that can be updated. This is for the same performance review
period. This is not used when a plan from last year was used to create
the plan for the current review period.

Supervisor Editing

Supervisor is editing the plan and neither the employee or reviewer will be
able to access the plan until the supervisor sends it on.

Employee Reviewing

The supervisor has sent the performance plan to the employee for input.
The employee will be able to edit the plan before returning to the
supervisor.

Supervisor Approved

The supervisor has sent the performance plan to the employee as a final
for review; the employee will not be able to edit. The employee should
review and acknowledge receipt.

Reviewer Reviewing

The supervisor has sent the performance plan to the reviewer to examine.

Reviewer Approved

The reviewer has sent the performance plan to the employee for review.

Employee Approved

The employee has reviewed their performance plan and selected the “I
have received and reviewed my performance plan” option.

Employee Reviewed and
Approved a Paper Copy

The supervisor has selected “Enter Alternative Signoff” on the “List of
Employees Where | am defined as the Supervisor” screen and selected
the “Employee reviewed and approved a paper copy” option.

Employee Refused to Sign
a Paper Copy

The supervisor has selected “Enter Alternative Signoff” on the “List of
Employees Where | am defined as the Supervisor” screen and selected
the “Employee refused to sign a paper copy” option.

Page | 27



Performance Evaluation Status Definitions

Performance
Evaluation Status

No Evaluation Exists

Definition

A performance evaluation for the current review period has not been
started by the employee or supervisor. If the employee chooses not to do
a self-evaluation, the supervisor may begin the performance evaluation.

Employee Editing
Self-Evaluation

Employee has created their self-evaluation and is still in process.

Supervisor Created
Evaluation

The supervisor has started an evaluation for the employee. The
employee will not be able to enter a self-evaluation into the online system
until the supervisor has started their evaluation.

Supervisor Editing

The supervisor is editing the performance evaluation.

Evaluation Sent
to Reviewer

The supervisor has completed the evaluation and sent it to the reviewer.

Evaluation Sent to
Budget Authority

If your college/VP area uses a calibration team, this status indicates that
the reviewer has reviewed the evaluation and sent it to the calibration
team for final approval. The calibration team is typically a group of senior
managers from your senior management area.

Budget Authority
Approves

The calibration team has approved the evaluation and returned it to the
supervisor.

Senior Management
Approves

The calibration team has approved the evaluation and returned it to the
supervisor.

Supervisor Released to
Employee

The supervisor has sent the final evaluation to the employee for their
review and will arrange a meeting to discuss the evaluation. The
employee should log on and acknowledge approval.

Employee Approved

The employee has logged on and acknowledged evaluation approval.

Employee Reviewed and
Approved a Paper Copy

The employee was provided a paper copy that they reviewed and signed.

Employee Refused to Sign
a Paper Copy

The employee received a paper copy of the evaluation but declined to
sign it.

Page | 28



HUMAN RESOURCES

VIRGINIA TECH

\//a

North End Center, Suite 2300
300 Turner Street NW
Blacksburg, VA 24061

540-231-9331
hr.vt.edu




	Performance Management Introduction
	Performance Management Definitions
	Performance Management Menus
	Performance Main Menu
	Performance Plan Menu
	Performance Evaluation Menu

	Create/Edit a Performance Plan
	Create/Edit Goals
	Create/Edit Competencies
	Create/Edit Career Development
	Printing/Saving Performance Plan
	Send to Supervisor
	Next Steps

	Performance Plan Acknowledgment of Receipt
	Creating Your Self-Evaluation
	Enter Results and Accomplishments
	Select Competency Ratings
	Select Overall Rating
	Printing/Saving Performance Evaluation
	Send to Supervisor
	Next Steps

	Performance Evaluation Acknowledgement of Receipt
	Performance Plan Status Definitions
	Performance Evaluation Status Definitions

