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Performance Management Introduction

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.

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.

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.
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.

The supervisor schedules a meeting with the employee to discuss the finalized employee
evaluation before releasing the electronic copy to them.

The supervisor and the employee should discuss the final evaluation no later than the end of
October.

The plan process begins again in November.

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
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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. 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.

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.

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

« 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?

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

o 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?




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:

+  Teamwork

* Maintaining a Safe and Secure Work Environment

» Diversity Commitment

There are two additional competencies that are preselected for supervisors. They include:
+ Engagement
* 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. It is essential and highly recommended
to meet frequently throughout the year to deliver competency feedback. Waiting until the yearly
evaluation time causes a disservice to the employee and the department, especially when there is
unsatisfactory performance or other issues that negatively affect engagement.

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
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 sKkills 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.

Hint: Don’t wait until evaluation time to
provide feedback!

Frequent collaborative meetings, including
open conversations about goals,
development plans, and performance, will
keep employee and departmental plans on
track and allow the yearly evaluation
process to run smoothly without any
surprises or upsets.
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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.

rginia Tech Information System

Holde Plus Hokle Spa

Search [Gel BACK SITE MAP MELP EXIT

Performance Main Menu

Performandce Plan Menu

Craate or EAt a Parfarmance Plan
Performance Evaluation Menu

Craate or Edt a Parfarmance Evaluation
Update Plan and Evaluation Status
Update Plan and Evaluabon Status

[ VT Alerts | Holoe PLUS | Hokie Team | Holoe Spa | Temetable of Classes | Undergraduate Admissons | Graduate Admessions | Unnversity Account [nformation | Faculty
Online 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.

Display Plan for Employee - Used to view plans just for a specific employee.

rginea Tech Information System

_tokie s SR vokie Soe
search =] BACK SITE MAP HELP EXIT

Performance Plan Menu

Performance Management Approvals

uUpdate Positon numbers for Supervisors and Reviewers
Create/Edit Plan

Create or Edit your Performance Plan

Wiew Current Approved Plan

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

weaw Status of Plans for employees undar your Supervisson

List Employees Where | am Defined as the Rewviewer

view Status of Plans for employees under your Review

List Employees Where T am Defined as the Designee

Wview Status of Plans for employees where you are the designee
List Employees by Organization Code

Desplays employeess under a specifed crgamzation code

Display Plan for Employee

Desplay plan for specified employes

[ VT Alerts | Hokie PLUS | Holkee Team | Hokee Spa | Timetable of Classes | Undergraduate Admissions | Graduate Admissions | University Accownt Information | Faculty
lsne Credertial 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

Hokie Plus m Hokie Spa
Search = BACK SITE MAP HELP EXIT

Performance Evaluation Menu

Create/Edit Self Evaluation

Craate or Edit your Performance Evaluation

View Current Approved Evaluation

Display your current approved performance evaluation

List Employees Where [ am Defined as the Supervisor

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

view status of evaluations for employees under your raview

List Employees by Organization Code

Dsplays employees under a spacihed organization code

Display Evaluation for Employee

Display evaluation for specified employee

List Employees Where [ am Defined as the Designes

View status of evaluabions for employees where you are ksted as the dasignee
Evaluation History

View the history of the evaluations

[ VT Alerts | Hokie PLUS | Holoe Team | Holoe Spa | Timatable of Clagses | Undergraduate Admissions | Graduate Admess:ons | University Account Infarmation | Faculty
Onbne Credential System ]




Reviewing Performance Plans

As a reviewer, you will have the option to look over the performance plan for the employee and, if
needed, send back to the supervisor for editing; or approve and send to employee if you are satisfied
with the plan.

The reviewer will receive an email that will contain the following information when a plan is ready for
review:

Dear {reviewer name}, {supv name} has completed writing the {year} performance plan for
{name} and has forwarded it to you for your review.

ACTION REQUIRED:
Logon to the performance management tool via HOKIESPA and select Performance Plan Menu.
+ Select “List Employees Where | am a Reviewer’.
» Select “View Plan’ to the right of the employee’s plan you wish to review.
» Scroll to the bottom of the plan and select “Finalize and Send to Employee” OR, if you believe
the plan needs to be modified, select “Return to Supervisor for Editing’.

If there are any questions 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).

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 ﬁ; HELP EXIT

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

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

1f you nead to create a PID, please use the P1D Generation Tool
Once logged in, you will zee 3 menu corresponding 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 1o HolkdeSpa >>> h
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2. Click on Hokie Team.

ia Tech Information System

m Hokie Team  Hokle Spa
Search (Gal

:] SITE MAP HELP EXIT
VT Alerts
virginia Tach's notification system, compnsad of a vanaty of methods by which the unrversity can contact studants, faculty, and staff.
Hokie PLUS

Viaw and update your address{es)and phone number(s), View e-mail address{es). View and update emergency contact informaton. Wiew name changs &
social secunty number change information. Change your password.

Hokie Team

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

Hokie Spa

Register, View your Academic and Fnancial Aid records.

Timetable of Classes

D Undergraduate Admissions
apply for Undargraduate Admisskon.
Graduate Admissions
"~ Fila an application for admissions; Raview axisting applications, their status, and the status of supportng requiraments.
D University Account Information
s\imw and Pay e-Bill *Add an Authonzed Payer «Enroll or Adjust Direct Deposit Information «Enroll n the Budget Tuibon Plan
sErwoll in the Graduate Student Fayroll Deduction of Comprahensive Foes Program »View HOLDS s\iew 1006-T
Faculty Online Credential System

[ VT Alerts | Molde PLUS | Holae Team | Mokie Spa | Timetable of Classes | Undergraduate Admessions | Graduate Admissons | University Account Informatson | Faouby
Onbne Credential System |

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

wipmia Tech Information System

Search [Ge) MAIN MENU  SITE MAP HELP EXIT

Benefits and Deductions
View your rabrement plans, Health nsurance informabon, mecellaneous deducbons.
Most Recent Pay Stub
Displays your most recent pay stub or the pay stub salectson page If you have more than one paycheck mn the most recent pay panod.
Pay Information
View your Payroll Direct Deposit breakdown; View your Esrmings and Deductions History; View your Pay Stubs; Change your Pay Stub Selecton
Graduate Students on an Assistantship: Enroll in Payroll Deduction
Allowg graduate students on an assstantshe to enrol in payroll doduction for paymant of their comprahangive fea, tachnology foe and capetal fea [if
apphc sble].
Tax Forms
View and update your Wed4 and V-4 nfarmation; Viaw your We2 Form andfor 10425 Form [if appicabla),
Current and Past Jobs
View curment and past jobs.
Leave Balances
View your Bave balancas.
=5 Direct Deposit
Update your Dwrect Deposit bank information, Payroll, Student Refunds and other Ureversity rembursements can be automatically deposited nto your
bank account.
Veterans Classdication
Attention Veterans - please update your discharge date and Veteran Classifications
Update Ethmcity and Race
View and update your ethnecity and race informaton.
Labor Redistribution
Initiate and approve retrosctive amployes payrol funding changes.
Performance Manning and Evaluaton Tool
Parformance Panning and Evaluation Too




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

wrgria ech Information System

(¥ SITEMAP HELP EXTIT

Saarch : BaCK

Performance Main Menu

Perfarmance Plan Manu h

Craate or Edit a Performance Plan
Performance Evaluation Menu
Create or BEdit a Performance Evaluabon

Update Pan and Evaluaton Status
Update Plan and Evaluabon Status

5. Click on List Employees Where | am Defined as the Reviewer.

irginia Toch Information System

e e GEERE okt s

ol BACK SITE MAP HELP EXIT

Performance Plan Menu

Badormandcs Mansgement ADDroyals

Upsdate Position numbans for Supandsors and Revsswars

Creare/Edt Plan

Create or EGit your Parfarmance Plan

View Current Approved Plan

Display your cumrent APPROVED performance plan. This may be last year's plan if you are currently develcpng thes year's performance plan.
Ust Employees Where | am Defined as the Supervisor

View Status of Plans for employees under your superasian

Ust Employees Where 1 am Defined as the Reviewer ._
View Status of Plans for employees under your Rewview

ust Employees Where | am Defined as the Designees

View Status of Plans for employess where you are the designee

L=t Employess by Organization Code

Drisplays ermployees urder 3 SpeCilied organization Cods

Display Man for Employes

Dugplay plan for specifed employes

As a reviewer, you will see a list of employees that contains position number, name, plan status, plan
year, and option to view the plan. To display employees who are defined as AP faculty, check mark
the Display AP Faculty box and click on the Apply button (some areas use this tool to complete AP

Faculty yearly reports).

6. Click on the View Plan.

irginia Tech Information System

Hokie Plus m Holde Spa
Search RETURN TO MENU SITE MAP HELP EXIT

G

List Employees Where I am Defined as the Reviewer

i’ Arvy amployee name n RED and ITALICS s an employes wihd prewously filed sn empty position.

Clisplay AP Faculty | Apply |

Employee

Position Number Employee Name Man Status Plan Year View Plan
PETOOS Fisher, Stephan D Employes edtng 2012 Plan unavallable
PETDOD7T Doo, Scooby D Suparvisar aditing 2012 H.an L_J_ng_\_.l_all.a_hle
PETOLO OHara, Virgina A Rewviewer reviewing i

PET DO Tripp, Damal A Mo plan exsts Plan unavailabla
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You will notice that you have the option to click on View in PDF to be able to view and print the
performance plan.

Performance Plan
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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.
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7. After reviewing the performance plan, you will need to select one of the options at the bottom of
the screen. If you are ready to approve the plan, then click on the Finalize and send to
Employee.

Return to Supervisor for Editing -
Return the performance plan back to
the supervisor to make changes.

[ Finalize and send to Employee |

Finalize and send to Employee -
| Return to Supervisor for Editing | Approve the performance plan and
forward it to the employee.




Next Steps

If Return to Supervisor for Editing is selected, the performance plan will be sent back to the
supervisor for further modifications. These steps can be repeated as many times as it takes to be
satisfied with the plan.

If Finalize and send to Employee is selected, then the performance plan will be marked approved.
The employee will need to log into the performance system to acknowledge receipt of the
performance plan.

A reviewer at any time can check the status of the performance plan to make sure that the plan is
finalized within the appropriate time frame.

Check the Status of a Performance Plan

1. Log into https.//login.vt.edu/profile/cas/login?execution=e1s1

2. Click on Hokie Team.

3. Click on Performance Planning and Evaluation Tool.

4. Click on Performance Plan Menu.

5. Click on List Employees Where | am Defined as Reviewer.

List Employees Where I am Defined as the Reviewer

* Ay amployee name in RED and ITALICS is an employee who préviously filed an emply position,

Desplay AP Faculty | Apply |
Employee
Posltlon Number Employee Name Plan Status Plan Year View Plan
PETO0S Fisher, Stephen D Employes editing 2012 Plan unavailable
PETODO7 Doo, Scooby D Supervisor editing 2012 Plan unavailable
PETOLO O'Hara, Virgina A Reviewar reviewing 2012 View Plan
PETO09 Tripp, Danial A Mo plan axists Plan unavailable

[ VT Alerts | Hokie PLUS | Hokie Team | Hokie Spa | Timetable of Classes | Undergraduste Admissions | Graduate Admessions | Uneversity Account Information |
Exculty Onbne Credantisl System ]

Please refer to pages 18 and 19 for performance plan status definitions.



https://login.vt.edu/profile/cas/login?execution=e1s1

Reviewing Evaluations

The purpose of an evaluation is to document how well an employee has met the expectations defined
in the performance plan. The reviewer must look over the performance evaluation assigned for the
process to flow effectively. It is highly recommended for the reviewer to embrace the opportunity to
provide a summary of the employee’s overall performance, consequently benefiting both the
evaluation process and the employee’s professional development.

The reviewer will receive an email that will contain the following information when an evaluation is

ready for review:

Dear {reviewer name}, {supv name} has completed a draft of the performance
evaluation for {femployee name} and has sent it to you for your review.
ACTION REQUIRED:

* Logon to the performance management tool via HOKIESPA
(https://login.vt.edu/profile/cas/login ?execution=e1s1) and review the evaluation.

* Once you have reviewed the evaluation, the next step is select one of the 2 options you will see
when you scroll to the end of the evaluation.

* You may select “Return to Supervisor for Editing” if there are changes required; OR

* You may select “Finalize and Send to Budget Authority” if the evaluation is ready for the next
level of review.

Note: In most cases, the Budget Authority is simply a holding place and the evaluation will be
released to the supervisor once you have selected “Finalize and Send to the Budget Authority”. In
a few cases, the Budget Authority represents a senior management review team that will review all
the evaluations prior to releasing them back to the supervisors.

The evaluation review process is detailed throughout the next several pages. 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).
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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 Howrs of Oparation ars from 7:30 AM sntil 3:00 AM Daily. Pleass enter your PED and your password. When finished, click Logn. By logging in with
your PID and password you agree to shide by the terms and conditions of the Virginia Tech Policy: Accaptable Use of Information Systems

If you need to create a PID, please use the PID Generation Tool
Orce logged i, you will see 3 menu comesponding to your role as a student, faculty, employes or slumnus

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

[ ¥T slerts | Timetable of Classes | Undergraduate Admissions | Graduate Admesssons | Faoculty Onine Credential System ]

2. Click on Hokie Team.

a ech Information System

Search = SITE MAP HELP EXIT

VT Alerts
Virgmea Tech's notification system, comgnsad of & vanety of mathods by which the unrversity can contact students, feculty, and staff.
Hokie PLUS

Wiew and update your acdrass{es)and phone number(s), View e-mail address{es), View and updats emergency CONTact INfFOrMAanon. View nams changs &
social security mamber change information_ Change your password.

Hokie Team e —

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

Register, View your Academ and Fnancal ad records,

Timetable of Classes

D undergraduate AdmisSSons
apply for Undergraduate Admissmon.
Graduate Admissions
Fia an application for admissions; Review axisting applications, thair status, and the status of supportng reguirements.
D Unversity Account Information
sViaw and Pay e Bill sfdd an Authonzed Payer «Envoll or Adjust Direct Deposit Information «Enroll m the Budget Tuiton Plan
=Erwoll in the Graduate Student Payroll Deduction of Comprehensive Fees Program sview HOLDS sview 1096-T
Faculty Online Credential System

[ VT alerts | Hodae PLUS | Holde Team | Holke Spa | Timetable of Classes | Undergraduate Admissions | Graduate Admisssons | Urniversity Account Informatson | Faoulty
Onkne Credential System ]

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

wopmma Tech Informabion System

o G e e

Go, MAIN MENU  SITE MAP  HELP  EXIT

Benefits and Deductions
View your retsrament plancs, Health mourance informabion, mecallaneous daducbons.
Most Recent Pay Stub
Displays your most recent pay stub or the pay stub selecton page if you have more than one paycheck in the most recent pay penod.
Pay Information
Wiew your Payroll Direct Deposit breakdown: View your Eamangs and Deductions Histony: View your Pay Stubs: Change your Pay Stub Selscton
Graduate Stwdents on an Assistantshap: Enroll in Payroll Deduction
Allows graduate students on an assstantshp to enroll in payroll daduction for paymant of ther comprabsnsve fea, technolcgy fee and capstal fea (If
apphcable).
Tax Forms
View and update your W-4 and VaA-4 nformation; Veew your W-2 Form and/or 10425 Form (if appicabile),
Current and Past Jobs
Vidw Curment and past jobe.
Leawve Balances
WVigi your lave bhalanoos.
@ Direct Deposit
Update your Direct Deposit bank information. Payroll, Soudent Refunds snd othes Uncersty semborsemsents can be sutomatic slly deposited mbo your
bank sccoount.
Veterans Classficaton
Attentson Veterarns - p}ease I.Pd‘f.! WO de.chage date and Veteran Classifications
Update Ethrecity and Race
View and update your sthmcity and race information.
Labor Redistribution
Intiate and approwe retroactive amployes payroll fundng changes.
Performance Manning and Evaluaton Tool
Parformance Planning and Evaluation Tool




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

wrgeia Tech Informabion System

e g v e

Search =) ACK SITE MAR MWELP EXITT

Performance Main Menu

Perfarmance Plan Menu
Create or Bdit 3 Performance Plan

Performance Evaluation Menu P
Create or Edit a Performance Evaluab

Updabe Plan and Evaluation Status
Update Plan and Evaluation Status

5. Click on List Employees Where | am Defined as the Reviewer.

woginia Tech Information System
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Search |

G BACK SITE MAP HELP EXIT

Performance Evaluation Menu

Create/Edit Self Evaluation

Create or Edit your Performance Evaliaton

View Current Approved Evaluaton

Deplay your current approved performance avaluabon

List Employees Where | am Defined as the Supervisor

Wiew atatius of evalustions for employess undsr your SupenASian
Ligt Employees Where | am Defined as the Reviewesr

Wiswy Status of evaluations for amployeas under your révsw

List Employees by Organization Code

Desplays amployess undar 3 specifiad onganizaton code

Display Evaluation for Employes

Dsplay avaluabon for speafied employes

List Employees Where 1 am Defined as the Deskgnes

View status of evaluations for employeas where you are isted as the designea
Evaluation History

View the hstory of the evaluations

As a reviewer, you will see a list of employees that contains position number, name, plan status, plan
year, and option to view the plan. To display employees who are defined as AP faculty, check mark
the AP Faculty box and click on the Apply button.

6. Click on the View Evaluation.

wguina Tech Informaton System
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List Employees Where I am Defined as the Reviewer

* Any employee name in rad italics is an employes who pravicusly filled an empty position,

Display AP Faculty | Apply

Employee

Position Number Employee Name Evaluation Status Evaluation Year View Evaluation
PETO10 O'Hara, Virgina & Supenisor editing 2012 Evaluation unavailable
PETOO7 oo, Scooby D Evaluabon Sent to Reviewer 2012 — [ view Evaluation J
PETOOE Fisher, Stephen D Mo evaluabion exists Evaksation unavailable

[ ¥T dlerts | Hokie PLUS | Holee Team | Hokie Spa | Timetable of Claszes | Undergraduate Admissions | Graduate Admissions | Uneversity Account Information | Faculty Online
Credential System |




7. Review the employee’s performance evaluation, then enter a summary in the Reviewer’s
Summary of Overall Performance.

Reviewer's Summary of Overall Performande:

Tip: Entering a summary is HIGHLY
recommended. A reviewer's comments
greatly benefit both the evaluation process
and the employee’s professional development.

8. Select the appropriate action at the bottom of the screen. If the evaluation is ready, then click on
the Finalize and Send to Budget Authority button. You will notice that you have the option to
click on View in PDF to be able to view and print the performance plan.
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- - - e return to main menu.
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Return to Supervisor for Editing

Return the evaluation to the
supervisor to make changes.

Finalize and send to Budget Authority ]

Send the finalized performance
evaluation to the Budget Authority.
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Next Steps

If Return to Supervisor for Editing is selected, the performance evaluation will be sent back to the
supervisor for further modifications. These steps can be repeated as many times as it takes to be
satisfied with the evaluation.

If Finalize and send to Budget Authority is selected, the performance evaluation will be sent to
Budget Authority and/or Senior Management where they will review all evaluations and make any
changes, if needed. The evaluation will then be released back to the supervisor so they may
schedule a meeting with the employee to go over the evaluation.

The reviewer will receive an email that will contain the following information when an evaluation has
been approved by Budget Authority:

Combine Budget Authority and Senior Management Authority — Calibration Teams will
designate one person and that person will receive and return the evaluations from the
Reviewers.

You will receive an email that will contain the following information when an evaluation has been
approved by Senior Management:

Dear {supv name}, senior management has approved the performance evaluation for

{employee name}. You may now arrange a time to discuss the evaluation with
your employee.

A reviewer at any time can check the status of the performance evaluation to make sure that it is
finalized within the appropriate time frame.

Check the Status of a Performance Evaluation

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

2. Click on Hokie Team.
3. Click on Performance Planning and Evaluation Tool.
4. Click on Performance Evaluation Menu.

5. Click on List Employees Where | am Defined as Reviewer.
List Employees Where I am Defined as the Reviewer

; Suvy employes name in RE 1 ITal 5 is an employes wiho preaviously filed an emply posithon.

Display AP Faculty | Apgly

Employee
Position Number Employes Name Plan Status Man Year View Plan

PETOOE Fisher, Stephen D Employes edting 2012 Plan unavalable
PETDODY Doo [} -
PETO10 O'H

2012 Plan unavailable

g
i 2012 View Plan

PETDOD9 T rip PMan unavadable

[ VT Alerts | Hokie PLUS | Hokie Team | Hokie Spa | Timetable of Classes | Undergraduate Admissions | Graduabe Admessions | University Account Infiormation
I Crede 15 -

Page |17



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.
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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.
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