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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 important to be
prepared and ready for this important conversation!

Review Your
Performance /

To better prepare, you should: Review Your

Career ( 5
\ Behaviors

. Aspirations ,;:

» Understand the key elements of evaluation preparation. il T
It is time to educate and involve yourself in the process. P e /M
Development \ 2 7 Gather
Needs B (% Evidence
/ Piantheve;r
\\ Ahead /

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

* 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
supervisor, 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? ldentify 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. The
S.M.A.R.T. tool should be used as a guide to ensure all goals are written clearly so everyone knows
exactly what will be achieved, when they will be completed, and to what standards.
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Do: Set real
numbers with

real deadlines.

Don’t: Say,
“l want more
visitors.”

Do: Make sure
your goal is
trackable.

Don't: Hide
behind
buzzwords like,

Do: Give
yourself a
deadline.

Don't: Keep

pushing
towards a goal

“brand you might hit,
engagement,” “some day.”
or, “social
influence.”

> lIdentify 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 (540-231-5303), 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-management/performance.html

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



https://www.hr.vt.edu/compensation-performance-management/performance.html
https://www.hr.vt.edu/compensation-performance-management/performance.html
https://www.hr.vt.edu/compensation-performance-management/performance.html
https://www.hr.vt.edu/compensation-performance-management/performance.html
https://www.hr.vt.edu/compensation-performance-management/performance.html
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:

*  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.

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 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.
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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.

wrginia Tech Information System

mmmmm
Search Go,

m BACK SITE MAP MELP EXIT

Performance Main Menu

Performance Plan Menu

Craate or EAt a Parformance Plan
Performance Evaluation Menu

Craate or Edt 2 Parformance Evaluation
Update Man and Evaluation Status
Update Plan and Evaluabon Status

[ WT Alerts | Hokse PLUS | Hokie Team | Holde Spa | Tmetable of Classes | Undergraduate Admisssons | Graduate Admessions | Unversity Account Information | Faculty
Onbine 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.

irginia Tech Informaton System

_ote ries CCREE Hokte Son
arch <

Se. GO) BACK SITE Map HELP exXIT

Performance Plan Menu

Performance Management Approvals

Update Position numbers for Supervisors and Reviewers
Create/Edit Plan

Create or Edit your Performance Plan

View Current Approved Plan

Display your current APPROVED performance pian. This may be last year's plan if you are currently developing this year's performance plan.
LISt Employees Where [ am Defined as the Supervisor

View Status of Plans for employees under your supervision

LiIst Employees Where I am Defined as the Reviewer

View Status of Plans for employees under your Review

List Employees Where I am Defined as the Designee

View Status of Plans for employees where you are the designee
LISt Employees by Organization Code

Desplays employees under a specsfied orgamszation code

Display Plan for Employee

Display plan for specified employee

{ VT Alerts | Hokie PLUS | Holoe Team | Holae Spa | Timetable of Classes | Undergraduate Admissions | Graduate Admissions | University Accourt Information | Faculty
Onkne 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.

wagima Tech Information System

Hokie Plus m Hokie Spa
Search [Ga) BACK SITE MAP HELP EXIT

Performance Evaluation Menu

Create/Edit Self Evaluation

Create or Edit your Performance Evaluation

View Current Approved Evaluation

Desplay your current approved performance evaluation

List Employees Where I am Defined as the Supervisor

wview 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 review
List Employees by Organization Code

Duplays employees under a specified organization code

Display Evaluation for Employee

Display evaluation for specified employes

List Employees Where I am Defined as the Designes

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

View the history of the evaluations

[ VT Alerts | Hokie PLUS | Holoe Team | Holoe Spa | Timetable of Classes | Undergraduate Admessions | Graduate Admessions | University Account Information | Faculty
Onlne Credential System ]




Create/Edit a Performance Plan

This option allows you to create or edit a performance plan. If your supervisor 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 (540-231-2850),
or Tina Kapalin (540-231-4272).

1. Navigate to https://login.vt.edu/profile/cas/login?execution=els1 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 [Go) HELP EXIT

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

Normal 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 agree to abide by the terms and conditions of the Virginia Tech Policy: Acceptable Use of Information Systems

If you naed to create a PID, please use the PID Generation Tool
Once logged in, you will see a menu corresponding to your role as a student, faculty, employee or alumnus.

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

Login to HokieSpa >>> h

[ VT Alerts | Timetable of Classes | Undergraduate Admissions | Graduate Admessons | Faculty Oniine Credential System ]




2. Click on Hokie Team.

irginia Tech Information System

m Hokle Team Hokie Spa
Search {

(Go) SITE MAP HELP EXIT

VT Alerts

virginea Tech's notification system, compnsed of a vanety of methods by which the university can contact students, faculty, and staff.

Hokie PLUS

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

Hokie Team

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

Hokie Spa

Register, View your Academic and Fimancal Ald records.

Timetable of Classes

Undergraduate Admissions
Apply for Undergraduate Admission.
| Graduate Admissions
“ Fia an application for admissions; Raview existing applications, thair status, and the status of SUPPOrting requirements.
D University Account Information
~ eView and Pay e-Bill *Add an Authorized Payer *Enroll or Adjust Direct Deposit Information *Enroll n the Budget Tuition Plan
eEnroll in the Graduate Student Payroll Deduction of Comprehensive Fees Program sView HOLDS sView 1098-7
Faculty Online Credential System

[ VT Alerts | Moloe PLUS | Hokie Team | Holoe Spa | Timetable of Classes | Undérgraduate Admussions | Graduate Admisssons | University Account Informaton | Faculty
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 EXIT

Benefits and Deductions
View your retirament plans, Health msurance information, mescelianeous deductons.
Most Recent Pay Stub
Dusplays your most recent pay stub or the pay stub saelecton page if you have more than one paycheck n the most recent pay pencd.
Pay Informaton
View your Payroll Direct Deposit breakdown; View your Earmengs and Deductions Hstory; Veew your Pay Stubs: Change your Pay Stub Selecton
Graduate Students on an Assistantshep: Enroll in Payroll Deducton
Allows Gracduate students on an assEstantshp to enroll In payroll daducton for payment of thew comprahansive fee, technology fee and capetal fea (If
apphicable)
Tax Forms
View and update your W4 and VA4 mformanon; Viaw your W-2 Form and/or 10425 Form (if appicable),
Current and Past Jobs
View Current and past jJobs
Leave Balances
View your Rave baances.
3 Direct Deposit
Update your Direct Deposit bark information. Payroll, Student Refunds and other Ursversty rembursements can be sutomatically deposited mito your
bank account.
Veterans Chissficaton
Attention Veterans - please update your discharge date and Veteran Classifications
Update Ethmecty and Race
View and update your ethmecity and race mformaton
Labor Redistnbution
Intiate and approve retroactive amployes payrol fundng changes
Performance PManning and Evaluaton Tool
Parformance Planning and Evalsation Tool

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

firguuwa Tech Information System

Bacy SITE Map  HELP EXIT

Performance Main Menu

Performance Man Menu h

Create of Edit a Performance Plan

Performance Evaluation Menu
Craate or Edt a Performance Evaluabon

Update Plan and Evaluation Status
Update Plan and Evaluation Status




5. Click on Create/Edit Plan.

irginia 1ech Information System

Loy -
Search Go)

BACK SITE MAP HELP EXIT

Performance Plan Menu

Parformance Management Approvals

Update Position numbers for Superisors and Reveewers
Create/Ect Pan

Craate or Edit your Parf nce Plan

View Current Approved Plan

Display your curent APPROVED performance plan, Thes may be last year's plan if you are currantly developng the year's performance plan.
Ust Employees Where [ am Defined as the Supervisor

View Status of Plans for employees under your supervision

ust Empioyees Where [ am Defined as the Reviewer

View Status of Plans for employees under your Review

ust Employees Where | am Defined as the Designee

View Status of Plans for employees where you are the designee
Lt Employees by Organization Code

Displays employess under a specified organzation code

Display Pan for Employee

Display plan for spacified employee

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

| | l

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

> ) A
| »

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 areviewer, please skip to the Performance Plan Acknowledgment of Receipt section on
page 8.

Copy Last Year’s Performance Plan [ Copy to Next Plan Year l
‘A

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



) Create a New Performance Plan
B

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
PFarsonal Data:

Employes 1D 999999919 Employes Noma: Pebbles Fintstone
Position Mumber: FOTO1R Johb Tithe: Lab & Ressarch Spec [
Dapt. fOrg.: Do Orgarees tion i s Mana

Roeview Year: 3012

* Wi MUEE enler At least 1 goal, bul no mans han & goals

Performance Plan:
Parformanca Goals and/or Job Rasponsibilities,

Chick “Craate 3 Naw Goal" to add a new goal

Conlnue Lo Co View Performance Plan

"/ 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

Parsonal Data:

t mployee 1D: PETO000010 tmployeo Name: Virgina Ann O'Mara
Position Number: PUTO0 Job Title: 17 Speciakst
Dept./Org.: Do Organzation Supervisor: Scooby O Doo
Review Year: 2012

* You must enter at least 1 goal, but no more than 5 goals

Performance Plan:
Parformance Goals and/or Job Rasponsibilitias:
Goal: 1 Implement new technology to sow for mad sorting to occur before 9:00am

[ Create a New Goal | Chck “Create a New Goal™ to add & new gosl

( cont w0 C ] View Performance Plan

[ VT Aearts | Holos PLUS | Hokie Team | Holde Soa | Tinmetable of Classes | Underaraduate Admesssony | Graduaste Ademissions | Universty Account Information |
Faculty Online Credential System |




Create/Edit Goals

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

Do: Set real Do: Make sure
numbers with your goal is - yourself a
real deadlines. trackable. deadline.

Specific

Don't: Say, Don't: Hide Don't: Keep
“l want more behind pushing

visitors." buzzwords like, towards a goal
“brand you might hit,
engagement,” “some day.”
or, “social
influence.”

Performance Plan

7. Click on the Create a New Goal button Main Goals Page
to enter a new goal or the Goal radio button e oreose TS Mo VY o O
. Pemtann Wirsbrer oTol0 ol Vi IT Specubst
to edit a goal. s e s oo D0us

G Yo et mntar ot St 3 Gk, et 03 worw than § gealk

Perfermance Mae:

Pertecmances Lasls and /or hob Keagonslaliimee
N Goici]  [Weiwsant aew tacrebgy o sloe f mal TG 15 60w badire 910000
N' Comain  Miaw Call ) /O Crwate @ Wew Co” 15 #34 & revm goud

[__Comtoue to Compatences | Voem Partorrresce fan

[ VT Aderts | Ieckon LU | hckos Taarn | Hoke Spe | Trratatle of Classes | Undecge. | Grasaate Urnweraty Accoust Iforreation |
FR0uRy Crbne Crasertey Syitons |

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 e eTonectd P— Ve A Vs
Continue to Competencies.

o and /e Aty

G0l 1 prchamant sew luchvebgy to dew by mal sorin 16 ocoet bedors 30000

Matricx:
MUK 1T Bycqact i corghatedt 0o bber s Mty 3012

MriE 25 5o (hacks PN 1yYten aghenmIanen shom o 4 $0/tad befere 9 00N $55% af the tew

Metric 1: Ergboywn nloren masegwr of sty poluried mstes et Coukd Caune o deeywd mpternntation date a soer a9 the mous i boah

Watri 4

Save J w0 A0 ConDeue 10 et GOl Dekse Gool and Mesris
Save i0d Retur 10 M Gosls Page Contie to Comgetenoss EMt WIZOW: Sng




Create/Edit Competencies

Universal competencies have been predefined for all b atar =
staff employees. If they are a supervisor, you will see e e

pre-defined competencies. These cannot be changed. — ZZlinine=== -

For the job specific competencies, you can click on the -
name of each one to see the description and b b Comprn
performance measure. e >

PREREREREERED

10.Choose the competencies by selecting the check box
Beside the competency name. - : —
Select between 3 and 5 competencies. Contoue to e Oevkgnere ot st s

A 0 MR Giks Fage

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 —
Employes 10; MWIT000010 Fitvgharyme Koo Wrgea Aan Oars
Peifines Wasnibier Lt Mob Titse: 17 fgecinmt
12.Create or edit information under the S v e
Item Employee is responsible for section.
Caweer Dovebipment P
Teim § smphoyee is rosnsibo (- Rew Suprvise is respinsibde for
13. When fInIShed, C“Ck Save, then C|ICk On b rartcpate i classes (Moraf tvough Mot 11 Acadwmy : Lo Gasorve moomy 10 pay For CLasses I8 el Seveagamnt
View Performance Plan. This will save the changes. * i
14. After the performance plan has been completed, ‘ = ee—
please click on the View in PDF link to save or Bk 0 o o e kW vy
print a copy of the plan. —
Performance Plan
View n PDF _
Final Version of Parformance Plan
Personal Data:
Employees ID: PETOOOO10 Employee Name: Virgna Ann O'Hara
Position Number: PETD10 Job Tithe: IT Specialist
Dept./Org.: Ding Organizaton Supervisor: Scooby D Doo
Review Year: 2012
Rating Definitions for Goals /Responsibilities
Model Performance Strong Performance Developing Performance Unacceptable Perfformance
Outstandng Performance  Good, sold performance. Fully |May partially meet performance expectations Performance i3 wel below an acceptable
that considerably and maats expectabons and may, but neads improvemant. Steps to mprove leval in thas area, Steps to mmprove
consstently exceeds on occasion, exceed performance n thes area must be clearly performance n this area must be cleardy
expec tabons, expectatons in this area, dataled m the Carear Devalopmeant Plan detaided in the Carear Devélopment Plan
section. sachon.



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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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 “l 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 (540-231-2850),
or Tina Kapalin (540-231-4272).



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.
Search (o) HELP EXIT

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

Normal Hours of Operation 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 agree to abide by the terms and conditions of the Virginia Tech Poicy: Acceptable Use of Information Systems

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

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

Login to HokieSpa >>> h

[ VT Alerts | Timetable of Classes | Undergraduate Admissions | Graduate Admessons | Faculty Oniine Credential System ]

2. Click on Hokie Team.

irginia Tech Information System

CEUNIETE Hokie Team Hokie Spa
Search (Go) SITE MAP HELP EXIT
VT Alerts

Virgmea Tech's notiication system, compased of & vanety of methods by whech the ursversity can contact students, faculty, and staff.

Hokie PLUS

View and update your address{es)and phone number(s), View e-mail address{es). View and update amargaency Contact nformaton. View name change &
social security mumber change information. Change your password.

Hokie Team

Benaefits, job data, paystubs, drect deposit enrcliment or changes, W2 forms, W-4 and VA-4 data, lkeave balances, and Performance Managemant.

Hokie Spa

Register, View your Academic and Fnanoal Ald records.

Timetable of Classes

[‘_‘, Undergraduate Admissions
Apply for Undergraduate AdmMiSSon.
) Graduate Admissions
“ Fie an application for admissions; Raview existng apphcations, thair status, and the status of SUPPOrtng requarements.
[ university Account Information
— eView and Pay e-Bill sAdd an Authorized Payer *Envoll or Adjust Direct Deposit Information *Enroll m the Budget Tuiton Plan
eErvoll in the Graduate Student Payroll Deduction of Comprehensive Fees Program sView HOLDS sView 1098-T

Faculty Online Credential System

[ VT Alerts | Moloe PLUS | Hokie Team | Holae Spa | Timetable of Classes | Undergraduate Admissions | Graduate Admisssons | University Account Informatson | Faculty
Onkne Credential System )



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

woginsa Tech Information System

e e G otie en

Go) MAIN MENU  SITE MAP  HELP  EXIT

Benefits and Deductons
View your retirament plans, Health msurance information, mesceliianeous deductons.
Most Recent Pay Stub
Dusplays your most recent pay stub or the pay stub saelecton page if you have more than one paycheck n the most recent pay pencd.
Pay Informaton
View your Payroll Direct Deposit breakdown; View your Earmengs and Deductions Hstory; Veew your Pay Stubs: Change your Pay Stub Selecton
Graduate Students on an Assistantshep: Enroll in Payroll Deducton
Allows Gracduate students on an assEstantshp to enroll In payroll daducton for payment of thewr comprahansive foe, technology fee and capetal fea (If
applicable)
Tax Forms
View and update your W4 and VA4 mfomanon; Viaw your W-2 Form and/or 10425 Form (if applicable),
Current and Past Jobs
View Current and past jJobs
Leave Balances
View your Bave baances.
) Direct Deposit
Update your Direct Deposit bank information. Payroll, Student Refunds and other Ursversaty rembursements can be sutomatically deposited mito your
bank account.
Veterans Chissficaton
Attention Veterans - please update your discharge date and Veteran Classifications
Update Ethmecity and Race
View and update your ethmcity and race mformaton
Labor Redistnbution
Intiate and approve retroactive amployes payrol fundng changes
Performance PManning and Evaluaton Tool
Parformance Planning and Evalsation Tool

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

irgisa Tech Information System
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Performance Main Menu

Performance Pan Menu

Creats of Bdit a Performance Plan
Performance Evaluation Menu
Craate or Edit a Performance Evaluat
Update Pan and Evaluation Status
Update Flan and Evaluation Status

5. Click on Create/Edit Self-Evaluation.

woinsa Tech Inform m Sysicem
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Performance Evaluation Menu

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

View Current Approved Evaluaton

Deplay your current approved performance evaluaton

List Employees Where 1 am Defined as the Supervisor

Ve status of evalustions for employess under your supenasian
List Employees Where | am Defined as the Reviewer

Wistw Status of evalualions for employess undar your revssw

List Employees by Organization Code

Desplays ampioyess undar a spacified organizaten code

Display Evaluation for Employes

Desplay avaluabon for specfied employas

List Emiployees Where 1 am Defined as the Dessgnes

Whew status of evaluations for employees where you are listed as the designeo
Evaluation History

Veew the hemtory of the avaluations




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.

Tech Information System

BACK SITEMAP HELP EBEXIT

Yiew in POF

Employee Evaluation

Personal Data

Employee 1D: PETO00010 Employee Name. Vegina Ann O'vara

Position Number: PETOI0 Job Tithe: IT Specaist

Dapt./Org.: Do Organaation Supervicor Scooby D Doo

Review Yoar: 012

Rating for Goals/

Model Performance Strong U] Unacceptable Performance

Outstanding Parformance Good, sold performance. Fuly May partially meet performance sxpectations but Performance s wel below an acceptable level
that cormderably and meets mapectations and may, on  needs improvement, Steps 1o mprove N ths area, Staps to mprove performance in
consistantly exceeds DCCASON, axcaad axpectations n  parformance n the rea must be cleardy detaded ths area must be clearly detaded n the Career
apectatons thes area n the Career Development Plan section Development Plan secton

Performance Goals and/or Job Responsibilities.

Performance Goals and/or Job Actual Results and Accomplishments Ratings

Recponubditios

Idantify 1-4 gosls and/or primary job Uvaliate resuts agarst mutualy established performance goals and job Select on ratings for sach

resporaibiites responaibdities performance goal o job
responsbéty

Goal/ Job Responsibility: . Mogel Performance

Implement new technology to slow for mad Strong Performance
wmnq lo occur bafore 9:00am
Developing Performance
! hoyeu 5 completed no Later than July 2012 Unacceptable Performance
Perodc checks post systam
M mal &5 sorted before 9 MOS\O’W
e
1) Employee informs manager of any potental
wsues that could Cause » deloyed
implermentation date as 100N a8 the weue &
nown

Save Continue to Competences View Entire Evaluation
Save and Bxt Continue to Overall Rating and Comments
Ext without Saving

[ VT Alerts | Mokie PLUS | Mokoe Team | Holoe 5pa | Temetable of Classes U’ﬂﬂwmll Aﬁmm | Graduste Admasons | Universty Account Information | Faculty Orine
redertial Synt

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 g Performance Unacceptable Performance

Outstandng Performance Good, sobd parformance. Fully May partially meet performance expectations but Performance is well below an acceptable level
that considerably and meets expectations and may, on  needs improvemeant. Steps to improve in this area, Steps to mprove performance in
consistently exceeds 0CCason, exceed expectatons in  performance in this area must be clearly detadled thes area must be clearly detaled n the Career
expectations. thes area. in the Career Development Plan section. Development Plan secton.

Performance Goals and/or Job Responsibilities

Performance Goals and/or Job Actual and Ratings

Responsibilities

Identify 1-4 goals and/or primary job Evaluate resuits against iy d per goals and job Select on ratings for each

responsibikties. responsiilities. performance goal of job
responsibiity,

Goal/Job Responsibility: The project was completed by Juna 2012 and mplemented a post check - & Model Performance

implement new technology to allow 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 Developing Performance

Metrics: since implamentation.

1) Projact 1s complated no later than July 2012 Unacceptabie Performance
2) Periodic checks post system implementation

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

tme

3) Employee informs manager of any potential

Bsues that could cause a delayed

implementation date as soon as the ssue 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.

wginia Tech Information System

Hokie
Search Gol BACK SITE MAP HELP EXIT
Yicw in POF
Employee Evaluation
Paersonal Data
Employee 1D: PET000010 Employee Name: Virgina Ann OHara
Position Number: PETO10 Job Title: IT Specialist
Dept./Org.: Dino Organszation Supervisor: Scooby D Doo
Review Year: 2012
Universal Competencies:

Teamwork: Implies the intention to work cooperatively with others, to be a part of a team, to work together, as opposad to working separately or competitively.
Teamwork may only be considered when the subject is a member of 3 group of people functioning as a team, generally where he or she 5 not the leader. *Team™
= broadly defined as any task or process-onented group of individuals.

Model Performance = O StrongPedformance O Developang Performance | © _Unacceptable Performance

Maintaining a Safe & Secure Work Environment: University Policy 5800, Health and Safety Policy, was issued in January 2001, The polcy states, "At Virginia
Tech, safety it everyone's responsbility. All members of the university community are expected to be thoroughly familiar with ther safety responsibiities, strive
to follow safety practices at al times, act proactively to prevent acodents and injunes, communicate hazards to supervisors, and be prepared for emeargencies
that may occur i the workplace.”

Model Perfformance O _Strong Performance ™ © _Developing Performance | © _Unacceptable Performance

Diversity Commitment: the abikty to understand and value the practices, customs, values and norms of other mdividuals, groups and cultures, It goes bayond
what is requred by state and federal equal employment opportunity (EEQ) regulations to inchade the abiity to value different points-of-wview and recognize the
mprovad outcomes that occur when indviduals from different backgrounds or perspectives interact, It includes seeing others’ differences as a positive part of
the organzation. It also means beng able to work well with a wide vanaty of people representing different backgrounds, cultures and soco-economic lavels.

Model Performance _Strong Performance Developing Performance Unacceptable Performance
Job Specific Competencies:
Analytical Skills & Problem Solving: Analytical Skills and Problem Solving is understanding a situation, issue, problem, etc,, by brealong it into smaller pieces, or
tracng the Implcations of 3 Situation N 3 step-by-step way. Analytical Skills and Problem Solving Includes organing the parts of a problem, situation, etc,, in 3

systematic way; making sy’ comp 15 of different fi or aspacts; setting pnorities on a rational basis; and identifying tme sequances, causal
relatonships, or if- then relatonships.,

Model Performance Strong Performance Developing Performance Unacceptable Performance




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 Unacceptable 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 ([TUTRITT Hokie Spa

Search Go BACK SITE MAP HELP EXIT

IT sacunty requires users to automatically be logged out of the system after 30 minutes, Thes will occur regardiess of whether you are actually using the tool
or are st logged in, Please save your work penodically to ensure that you do not lose anything you have enterad if you are automatically logged out of the
tool,

View 1n PDI < 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.
e [ 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 ]

— R —— e Modify items in the competencies section.

[ Send to Supervisor ]

—_—r— sensivesismiga Send the finalized self-evaluation
Pt i ettt R 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 Wiew Current Approved Evaluation”.

» Scroll to the bottom of the plan and select “1 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 (540-231-2850),

or Tina Kapalin (540-231-4272).




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=el1s1 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 [Gol HELP  EXIT

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

Normal Hours of Operation 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 agree to abide by the terms and conditions of the Virginia Tech Policy: Acceptable Use of Information Systems

If you naed to create a PID, please use the PID Generation Tool
Once logged in, you will see a menu corresponding to your role as a student, faculty, employee or alumnus.

When you are finished, please Ext and close your browser to protect your privacy.
Login to HokieSpa >>> <mu—

[ VT Alerts | Timetable of Classes | Undergraduate Admissions | Graduate Admessons | Faculty Oniine Credential System ]

2. Click on Hokie Team.

irginia Tech Information System

QLU Hokie Team Hokie Spa
Search Go) SITE MAP HELP EXIT
VT Alerts

Virgmea Tech's notiication system, compased of & vanety of methods by whech the umrversity can contact students, faculty, and staff.

Hokie PLUS

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

Hokie Team

Benafits, job data, paystubs, drect deposit enrcliment or changes, W2 forms, W-4 and VA-4 data, lkeave balances, and Performance Managemant.

Hokie Spa

Register, View your Academic and Fnanoal Aild records.

Timetable of Classes

Undergraduate Admissions
Apply for Undaergraduate Admisswon.
| Graduate Admissions
“ Fie an application for admissions; Raview existng apphcations, thair status, and the status of SUPPOrtng requaremMents.
[‘, University Account Information
" eView and Pay e-Bill eAdd an Authorized Payer *Envoll or Adjust Direct Deposit Information *Enroll m the Budget Tuiton Plan
eErvoll in the Graduate Student Payroll Deduction of Comprehensive Fees Program sView HOLDS sView 1098-T
Faculty Online Credential System

[ VT Alerts | Moloe PLUS | Hokie Team | Holoe Spa | Timetable of Classes | Undergraduate Admussions | Graduate Admisssons | University Account Informaton | Faculty
Onkne Credential System



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

wogirnia Tech Information System

MAIN MENU SITE MAP HELP EXIT

Benefits and Deductons
View your retrament plans, Health msurance information, mscsilaneous deductons.
Most Recent Pay Stub
Dusplays your most recent pay stub or the pay stub selecton page if you have more than one paycheck i the most recent pay pencd.
Pay Informaton
View your Payroll Direct Deposit breakdown; View your Earmengs and Deductions Hstory; View your Pay Stubs: Change your Pay Stub Selecton
Graduate Students on an Assistantshep: Enroll in Payroll Deducton
Allows Gracuate students on an assEstantshp to enroll In payroll daduction for payment of thewr comprahansive fee, technoiogy fee and capetal fea (If
applicable)
Tax Forms
View and updale your W+4 and VA4 mfomaton; View your W-2 Form and/or 10425 Form (if applcable),
Current and Past Jobs
View Current and past jobs
Leave Balances
View your lave baances.
& Direct Deposit
Update your Direct Deposit bark information. Payroll, Student Refunds and other Ursversty rembursements can be sutomatically deposited mto your
bank account.
Veterans Clhassficaton
Attenton Veterans - please update your discharge date and Veteran Classifications
Update Ethmeaty and Race
View and update your ethmcity and race mformat:on
Labor Redistnibution
Intiate and spprove retroactive employes payrol fundng changes
Performance PManning and Evaluaton Tool
Pearformance Planning and Evalsation Tool

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

irgisa Tech Information System
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Performance Main Menu

Performance Pan Menu

Craata of BNt a Performanca Plamn

Performance Evaluation Menu P
Craate or Edit a Performanca Evaluab

Update Pan and Evaluaton Status

Update Plan and Evaluation Status

5. Click on View Current Approved Evaluation.

--_--
et L

BACK BN MAF LS oY

Performance Evaluation Menu

Compm S8 ot b ymarmr

S s P Nt o b s

Ve Curantt Adgrowed £ vibuumnon

Cadne ys et R

[ e
R s e R i il
L Prgloyems Wiw e | mn Do ae e o
T e
Dmctms [ rgaten oo Logarprm

T

LA Emgiayres Where | Defined a8 D Desgroe

Vet ML e e e aegligees e s B Bial s Pl Sreag e

(rnate

vmnatan setory
Vwrn TN twtiwy of e ee Besliirn

VI s | meh L SRR e | ke e | YR o e | e atarts et | 3 a0udts ehvamens | e iy At Phemrter | ails Orere
Cradnie §ommn |



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.
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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.

Page | 28



HUMAN RESOURCES

VIRGINIA TECH

\/

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

540-231-9331
hr.vt.edu




