Completing the Performance Management
Process - Leaders

This SOP gives step-by-step instructions of how to complete the performance management
process as a leader, including calibration. This should be accurate for all fiscal years for annual
performance reviews.
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STEP 1

Click on "my tasks" in top right-hand corner to view inbox

Once Human Resources has launched the Performance Management process, tasks will show
up in a leader's inbox. You can also view by going to Menu - Team Performance - Employee
Reviews to see a full list of the reviews assigned to you. ****x#kkxkdksdkkddxs*

Hello There It's Friday, March 7, 2025

Awaiting Your Action Announcements 1otz ¢

Welcome to PolicyTech! If

E ‘Annual Performance Evaluation for April Fiscal 2025: Cindy Berends yeu have questions regardi.
My Tasks -3 day(s) ago -
E ‘Annual Performance Evaluation for Apl’il Fiscal 2025: Kacie Hartman
My Tasks - 3 day(s) age
a Annual Performance Evaluation for April Fiscal 2025 Erin Canner Important Dates

My Tasks -3 day(s) ago

& Goto My Tasks (7)

Team Highlights
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STEP 2

OPTIONAL STEP: Leaders can add in additional contributors to complete
reviews if wanted. Click on review box to add name. *If you don't want to add,
skip to step 7*

Additional contributors should be used for situations of gaining additional insight into an
employee's performance throughout the year. This should be mainly used for alternate leaders
or team leads/dotted line supervisory roles for the employee. They will only be able to add
comments, not fully score the individual.

Additional contributors need to do their review BEFORE the direct manager completes their
review.

These comments WILL be seen by the employee and on their review. Please be cognizant of
anything you are putting on employee's reviews. All information is visible to the employee.

Sandbox - maryfreebed
On behalf of: Marmy Wheeler

= menu _fli;l‘. Q Search l? é Q‘

o All Items s o @ 0

@ Annwal Performance Evaluationfor  03/04/2025 vy
April Fiseal 2025: Cindy Berends

Effective: 03/31/2025

Effective: 03/31/2025
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STEP 3

OPTIONAL STEP: Type in name of employee in box, select the appropriate
name.

7 Created: 03/04/2025 | Effective: 03/31/2025

[tems Trems w
) Search: All ltems T

@‘ Get Additional Manager Evaluation  Cindy Berends

Advanced Search

Reviewers %l Search =

= jonfor  03/04/2025
| Fiscal 2025: Cindy Berends % Hannah Heisler (-2

ctive: 03/31/2025
Process History

ual Performance Evaluation for ~ 03/04/2025 <Y B\ Hannah Heisler 3 days ago
I Fiscal 2025: Kacie Hartman Start Performance Review- Step Completed

stive: 03/31/2025

Complete Self Evaluation— Not Required

ual Performance Evaluation for ~ 03/04/2025 \ Marny Wheeler
| Fiscal 2025: Erin Canner Get Additional Manager Evaluation— Awaiting Action

otive: 03/31/2025
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STEP 4

OPTIONAL STEP: Click on Submit to send this review to the additional
contributor.

Additional contributors need to do their review BEFORE the direct manager completes their
review.

These comments WILL be seen by the employee and on their review. Please be cognizant of
anything you are putting on employee's reviews. All information is visible to the employee.

Q Search l? é a\

| Q  Search: All ltems [N
$48  Advanced Search

@ Annual Performance Evaluationfor  03/04/2035
April Fiscal 2025: Cindy Berends

Effective: 03/21/2025

Annual Performance Evaluation for  03/04/2025 'y
Aprl Fiscal 2025: Kacie Hartman

@& Effective: 03/31/2025

Annual Performance Evaluation for  03/04/2025
B April Fiscal 2025: Erin Canner

Effective: 03/31/2025
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STEP 5

SKIP STEP FOR ALTERNATE CONTRIBUTOR: If there is no alternate contributor
needed for an employee, you can "skip this task" by selecting the gear button

called Task Actions for the applicable employee

Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Cindy Berends

Effective: 03/31/2025

Annual Performance Evaluation for
April Fiscal 2025: Kacie Hartman

Effective: 03/31/2025

Annual Performance Evaluation for
Agril Fiscal 2025: Erin Canner

03/04/2025 ¥

03/04

2025

1
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STEP 6

Click on Skip This Task and then click on "OK" to bypass the additional
contributor step for the employee.

7 items

1. All Items | 1, ‘

ed Search

-
1ation: Annual 03/07/2025 Yy
=valuation for April

indy Berends

/2025

mance Evaluation for  03/04/2025 ¥y
25: Kacie Hartman

/2025

nance Evaluation for  03/04/2025
25: Erin Canner

/2025

Q Ssearch

1:; {:0:} 9 Created: 03/04/2025 | Effective: 03/31/2025

Delegate Task .
‘unal Manager Evaluation  Kacie Hartman

Reassign

l Skip This Task
Re P l
h N

View Details

Process ruswn y
@ Hannah Heisler 3 days ago
Start Performance Review— Step Completed

Complete Self Evaluation— Not Required

@ Marny Wheeler
Get Additional Manager Evaluation— Awaiting Action
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STEP 7

Manager Evaluation: a new task labeled "Manager Evaluation" will appear in
your inbox, and the first page will show an overview of the scoring rubric for

employees. You will scroll to the bottom of the screen and select

to begin the review.

IMPORTANT DIFFERENCE BETWEEN TASK NAMES:
Tasks labeled "Annual Performance Review" are on the 'Add Additional Contributor' step
Tasks labeled "Manager Evaluation" are on the 'Direct Manager review' step

‘Sandbox - maryfrecbed

O benalt of: Marny Wheeter
= menu
4 All tems
| 8 Q  Search: All ltems
it  Searcl

03/07/2025

Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Kacie Hartman

Effective: 03/31/2025

e

Manager Evaluation: Annual
B Performance Evaluation for April
Fiscal 2025: Cindy Berends

Effective: 03/31/2025

52

Annual Performance Evaluation for 03/04/2025
B April Fiscal 2025: Erin Canner

EMeotive: 0/31/2025
@

b4

Q Search
Low Solid Performer (2) - the time.
» Employee inconsistently performs assigned duties, and job functions and competencies most of the time.

- Employes ben

its from support and guidance by Superviss
= May be on a performance plan and/or disciplinary action.
+ Employee most of the fime demanstrates professionalism, respe
+ Emplayee inconsistently communicates with stakeholders.

ntly demonstrates our TO.G.E THER. commitment in daily inte

and compassion when interacting with stakeholders.

tions with stakeholders.

- Employee inconsi

High Solid Performers (3) - Consistency meets performance expectations.

« Employes performs and demonstrates majority of assigned duties and compatencies consistently.
» Emplayee consistently adheres to behavior standards and climb to excellence tactics
» Emplayee consistently achieves desired results and displays competencies in mast of all job description areas and relied on attaining expected results in timely
matter
» Emplayee s capable and knowledgeable and may be assigned as a trai
- Employes consistently demonstrates professionalism, respect and comp
compassion
+ Emplayee effectively communicates consi
in daily interactions with stakeholders
High Performer (4) - Consistently exceeding perfermance expectations.

preceptor/mentor
sion when interacting with stakeholders,

while recognizing thers and showing

y using appropriate verbal and non-verbal. communication. - Employee lives out our TO.G.E THE R commitment

« Consistently impro

» Emplayee require i

follow-up from the Supe
ful performance. - Employee almast alvways displays initiative.
- Employes s considered a fully qualifisd or highly experienced person in a pos

+ Employee goes above and beyond to demonstrate exceptional professionalism, respect, and compassion for others, while showing compassion and empathy in ex

jon o

on.

n

« Employee always communicates and effective manner

- Employee is an example for others in living out our T.0.G.E TH.ER. commitment and looks f
eader (5) -

opportunities to expand efforts.

+ Emplayee goes above and beyund expectations, leads others to higher engagement, and better performance.
- Employee demonstrates extraordinary understanding of role and job competencies.

- Em displays excellence in alignment of initiatives that advance strategic plan

+ Emplayee perfor lems and taking action.

- Employes demonstrate rofessionalism, respact, and compassion for others, while showing compassion and empat
+ Employee is extraordinary at communicating with stakeholders, and focus on collaboration, safety, and quality of every interacti
+ Employee demonstrates living out our T0O.6.E THER. commitment daily.

Get Started
.

layee consistent

nteraction,

'Get Started"”
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STEP 8

GOALS: Goals can be added individually by selecting "Add" at the top of the
screen.

It is NOT required to add in individual goals if your department/team/employees do not have
goals. There will be organizational goals pre-populated into the system that you can select
from.

The goal score under "Manager Summary" is a MANDATORY field.

Sandbox - marytreebed X .

= Mmenu :,1712 7‘1 b

= e Q search P P@

Autosave is enabled for this task, progress
will save every 90 seconds
Complete Manager I
Evaluation
Goals

Manager Evaluation: Annual
Performance Evaluation for
April Fiscal 2025: Kacie Hart..
D) - <
- £ -

04/01/2024 - 03/31/2025

= Manager Summary
Goals. Calculated Rating ~ (empty)
Rating
() Feedback

() Job Function

() Ccompetencies

() Areas of Opportunity
(O standards of Behavior
O overall

(O Review and Submit

9 of 42


https://impl.wd12.myworkday.com/maryfreebed/d/inst/1007$49/rel-task/2998$40105.htmld

STEP 9

GOALS: Click on 'Add Existing' to find a drop-down menu of pre-populated
organization goals to add in.

= MeNu Mary free Bed

Complete Manager
Evaluation

Manager Evaluation: Annual
Performance Evaluation for

April Fiscal 2025: Kacie Hart...

04/01/2024 - 03/31/2025
L]

@ Goals
Feedback
Job Function
Competencies
Areas of Opportunity
Standards of Behavior
overall

Review and Submit

Q Search

Autosave is enabled for this task. progress
will save every 90 seconds.

Goals

Edd Existing =

Goal | Fomet o I U A~ Y

Descripion |Fomt v B I U A~ m| %
Due Date |HH1DD:\~/ =)
Category =
‘Organization Alignment I =
Status I select one v
‘Weighting In
~ Milestones
Qiems
“Milestone Due Date

N Nata

]
a8
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STEP 10

GOALS: To manually add goals in, you can fill out the appropriate fields below.
The only required fields would be the free text of goal title/description.

Leaders can add in as much information as they would like, all weighting you see in the goals
would be within the bucket of 20% for the overall goals allocation to the overall score.

Add Existing ‘

<
@
~
c
>
<
i

g
3
2
<

m@
-
c
>
3

[l

Due Date MM/DD/YYYY E

Category I

Organization Alignment I

Status I selectone

Weighting | [1] ‘

~  Milestones

il
=]
-

Status

Nn Nata
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STEP 11

GOALS: Rating within the "Manager Summary" section at the bottom of the

page is REQUIRED.

Select Rating and use our current rubric to select the appropriate score for the employee for

goals.

. e |

slete Manager
lation

jer Evaluation: Annual
mance Evaluation for
iscal 2025: Kacie Hart...

J
2024 - 03/31/2025

oals

eedback

ob Function
ompetencies

reas of Opportunity
tandards of Behavior
werall

eview and Submit

W search
Goals
Add
Manager Summary
Calculated Rating ~ (empty)
Rating select one

Low Performer (1)

Low Solid Performer (2)

High Solid Performer (3)

High Performer (4)

Performance Leader (5)
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STEP 12

Click on Next to proceed to the next section or click on the titles on the
left-hand side menu.

‘Sandbox - maryfreched x ‘A
Onbehalf of: Marmy Whesler

= MmeMu m Q Search l? é e‘

Complete Manager Ie

Evaluation

Manager Evaluation: Annual Goals
Performance Evaluation for
April Fiscal 2025: Kacie Hart..

e -
D) D)
e

04/01/2024 - 03/31/2025

&
= Manager Summary
@ Goals Calculated Rating  (empty)
Rating High Solid Perfarmer (3)
() Feedback L

() Job Function

() Ccompetencies
() Areas of Opportunity

(O standards of Behavior

O overall
(O Review and Submit
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STEP 13

FEEDBACK: This section is a new feature of Workday that would allow any
feedback on an employee during the review period to be shown at this step
of the review process. Click "Next" to continue to the next section.

Since this is brand new, no employees will have feedback in this step. This is simply a place-
holder to show how it can be incorporated into the review and where it would show up.

Sandbox - maryfreebed

-
= menu _fli;l‘. Q Search l? é Q‘

Complete Manager I
Evaluation

Manager Evaluation: Annual Feedback
Performance Evaluation for
April Fiseal 2025: Kacie Hart Feadback will be auto-populated from the employees” profile i ts available - i it is blank, plesse proceed to the next section.
(D)

04/01/2024 - 03/31/2025

&

O Goals

| Feedback
() Job Function
() competencies
() Areas of Opportunity
(O standards of Behavior
O overall

() Review and Submit
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STEP 14

JOB FUNCTION: Complete this section which is based off the job description
of each employee. Comments are optional, score at the bottom is
MANDATORY.

Selecting the 'link here' in the instructions will take you to the HR SharePoint library of all job
description's so you can review.

Adding comments into each area of the Job Function categories is optional but will be a great
opportunity to guide the conversation and give feedback to the employee.

Adding a score under "Manager Summary" is MANDATORY.

‘Sandbox - maryfreetied .
On behalf of: Marmy Wheeler

= menv m Q Ssearch Qe & @

Complete Manager I
Evaluation

Job Function

04/01/2024 - 03/31/2025

&

O Goals

() Feedback

@ Job Function
() competencies

Areas of Oppertunit
pportunity

(O standards of Behavior

O overall

(O Review and Submit
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STEP 15

Click on High Solid Performer (3)

nplete Manager
lluation

\ager Evaluation: Annual
ormance Evaluation for
I Fiscal 202

=
11/2024 - 03/31/2025

acie Hart...

Goals

Feedback

Job Funci
Competencies

Areas of Opportunity
Standards of Behavior
Overall

Review and Submit

STEP 16

Initiative

Communication

tiendance and Punctualty

Dependability

Wiork outcomes/ deliverables

Customer Service.

Takes Proactve steps 10 address tasks of

challenges withaut needing direct supervision or

prompting. It inchudes the willingness 10 go beyond
suggest

i9ge: 3
and contribute ideas that ennance productivity and
workplace efficiency.

Communicates effectively, consistently, and

responsibly both verbally and in writing.

Demonstrates active listening skills and good
o

judgmen relative

Reliability in being present at work and theSbility
ontime

Reliabilityin completing 1asks and fulfilling
responsibilities as expected. Consistently mests
‘deadlines, follows through on commitments, and
‘can be counted on to maintzin the quality of their
work.

‘Tangible resuts or outputs produced by an
employee in their roie

Deiiver qualty Service 3C10S3 CUStoMer groups.
Establishes and maintains effective customer

relationships.
select one

Tesmwol Low Performer (1)

Low Solid Performer (2)

Demonstrates strong commitment to towards
accomplishing team goals and maintaining
necessary relationships 1o achieve resufis.

High Solid Performer (3)

‘contributions and accepts feedback from 1eam
members.

High Performer (4)

Manag| performance Leader (5)

Rating | select one
.

. | —

Click on 'Next' to proceed to the next section

On behalf of: Marny Whecler

=wew R

Complete Manager
Evaluation

Manager Evaluation: Annual
Performance Evaluation for
April Fiscal 2025 Kacie Hart.

04/01/2024 - 03/31/2025
&
Goals
Feedback

Job Function

Competencies

Areas of Opportunity

Standards of Behaviar

overall

Review and Submit

Q Search

Initiative

Communication

Amendance and Punctuaiy

Dependabiny

Work cutcomes/defverables

Customes Service

Teammork

Manager Summary

Rating | High Solid Performer (3)

Takes proactive steps 1o address tasks or Comment
‘chalienges without neeing direct supervision or

prompting. I Inciudes the willngness to ga beyond

nssigned tespansitiities, suggest improvernents,

o contritute ideas that enhance productiity and

workplace efficiency.

Communicates effectively, consistertly, and e
tesponsibly both verbally and in witing.
Demonstiates active stening skils and good

judgment relative to corfidentinity and sudience

Rekaity in being present at work ard theif abilTy  Comment
10 amve on time.

Retiabiity in completing tasks and fulfiling Commen
responsiviiies as expectad Consistently meets
‘deadines, follows through on commitments, and
‘can be counted on to mairtain the qualty of their

work
Tangiole fesuts of oUTDUIS produced by an Comment
emploree in their role

Deliver Quality service 8CI085 CUSIOMET OIOUPS.  Comment
Estanlishes ond mantesns effective customer

relationships.

Demonstiates strong commiment 16 towards Comment

accomplishing tesr goals and meintaining
necessary relationshizs 1¢ achieve resuls.
Acknowiedges and encou bers
‘conuipuvens and accepts feecback fram leam
members.

P LY
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STEP 17

COMPETENCIES: Upload annual competencies for the employee in the box

shown.

All employees should be completing annual competencies for their role. A template is
provided in the instructions of this section at the link shown.

Complete Manager
Evaluation

04/01/2024 - 03/31/2025

[
Goals.
Feedback
Job Function

(@ competencies

Areas of Opportunity
Standards of Behavior
Overall

Review and Submit

nnual competencies are required for compliance. Please upload documentation of your employees annual competencies here. If you need a template for this, please view the document »]

& HR Sharepaint linked here. \

C= ) N

\

Drop files here

=~
Select fles )

B save Close )
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STEP 18

Click on 'Next' to proceed to the next section.

Complete Manager I
Evaluation
Competencies

Manager Evaluation: Annual

Performance Evaluation for
April Fiscal 2025: Kacie Hart... Annual competencies are required for compliance. Please upload documentation of your employees annual competencies here. If you need a template for this, please view the document on

the HR Sharepaint linked here,
04/01/2024 - 03/31/2025

& Manager
Goals
Drop files here

Feedback

Job Function

Competencies

Areas of Opportunity
Standards of Behavior
Overall

Review and Submit
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STEP 19

OPTIONAL: Strengths and Areas of Opportunity can be completed for
employees to guide conversation and provide additional feedback. This is an
optional step, so click 'Next' to proceed to the next section.

‘Sandbox - maryfreebed % ‘A

= v [T Q soarh L LQ

Complete Manager I
Evaluation

Manager Evaluation: Annual Areas of Opportunity
Performance Evaluation for
April Fiscal 2025: Kacie Hart...

(hezom ) Question  Please list this worker's strengths:
04/01/2024 - 03/31/2025

Manager
&

B I U A % o
() Goals —
() Feedback
() Job Function Question  Please list this worker's weaknesses
() competencies Manager
Format I U A~

@) Areas of Opportunity Answer E =
(O Standards of Behavior

O overall

() Review and Submit
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STEP 20

STANDARDS OF BEHAVIOR (SOB): Complete this section for each employee.
Comments are optional, score at the bottom is MANDATORY.

Selecting the 'link here' in the instructions will take you to the full breakdown of our Standards
of Behavior for you to review.

Adding comments into each area of the Standards of Behavior (SOB) categories is optional but
will be a great opportunity to guide the conversation and give feedback to the employee.

Adding a score under "Manager Summary" is MANDATORY.

Complete Manager I

Evaluation

Manager Evaluation: Annusl Standards of Behavior
nce Evaluation for

vil Fiscal 2025: Kacie Hart..

OPTIONAL: utilizing the
you da not wish ta utilize,

04/01/2024 - 03/31/2025

&
(O coals
(O Feedback B0
(O Job Function Competency Manboer Exilaation P
& o Comment
() Ccompetencies
() Areas of Opportunity
Gare & Compossion Comment

@) Standards of Behavior

O overall Gommunicaticn & Colaboration Am
(O Review and Submit
Respect & Recogniton Comment
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STEP 21

STANDARDS OF BEHAVIOR (SOB): Comments are optional, score at the bottom
is MANDATORY. Click on 'Next' to proceed to next section after entering score.

Selecting the 'link here' in the instructions will take you to the full breakdown of our Standards
of Behavior for you to review.

Adding comments into each area of the Standards of Behavior (SOB) categories is optional but
will be a great opportunity to guide the conversation and give feedback to the employee.

Adding a score under "Manager Summary" is MANDATORY.

nplete Manager I+
lluation

I Fiscal 2025: Kacie Hart...
Care & Compassion Comment

11/2024 - 03/31/2025

i

Goals

Feedback Respect & Recognition Aﬂ\?rﬂ

Job Function

Competencies

Areas of Opportunity

Standards of Behavior

Overall

Review and Submit
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STEP 22

OVERALL SCORE: The score will be calculated on the 40-40-20 weighting
and shown in the parenthesis. Leaders have the opportunity to confirm or
over-ride that score should they choose.

Complete Manager I

Evaluation

Manager Evaluation: Annual Overall

Performance Evaluation for

April Fiscal 2025: Kacie Hart... Workday will use our current grading standard (40-40-20) to calculate the overall score in this section. You will see that specific number reflected in the Rating and shown in the (Rounded
D) from) parenthesi leader, you have the ability to override this score in the blank box below. If you do not wish to adjust, leave blank and submit. If you do change, this wil be reflected in

calibration and the summary, 50 you may be asked for further clarification froem your up-line fegarding changes
04/01/2024 - 03/31/2025

&
Manager
4

=
O eoals Ezlm\aled Rating High Solid Performer (3) (Rounded from 3) ]
() Feedback Rating o

() Job Function Calibrated Review Rating ~Employee not Calibrated

() competencies

() Areas of Opportunity
(O Standards of Behavior
J) Overall

() Review and Submit

Ty — o
Back ) v ( )
C= ) N = (e )
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STEP 23

OVERALL SCORE: Confirm the score you as a Leader would like to give the
employee, either by typing in the same score shown in parenthesis or an
over-ridden score.

The "(Rounded from ___)" score will still appear if you over-ride the overall rating. This would
need to be justified to your up-line in the Calibration process, so be prepared to talk any
changes over with them.

NU fary [ J Q Search 1?

ilete Manager Ie

ation

er Evaluation: Annual Overall
manee Evaluation far

scal 2025: Kacie Hart... Workday will use our current grading standard (40-40-20) to calculate the overall score in this section. You will see that specific number reflected in the Rating and shown in the (Rounded
5 aleader, our have the ability sc ou do not wish to adjust, leave blank and submit. If you do change, this will be reflected in
mmary, 50 you may be asked fo clarification from yo ng changes.

2024 - 03/31/2025

Manager

2als Caloulated Rating High Solid Performer (3) (Rounded from 3)

redback Rating [i 0 ]

2b Function Calibrated Review Rating  Employee nof ec
smpetencies
reas of Opportunity

:andards of Behavior

verall

2view and Submit
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STEP 24

Click on 'Next' to proceed to the final review and submission for the employee
review.

On behalf of: Marny Wheeler

= menu Maryfree Bed. Q Search & é e

Complete Manager Ie

Evaluation

Manager Evaluation: Annual Overall

Performance Evaluation for

April Fiscal 2025: Kacie Hart... Warkday will use our current grading standard (40-40-20) to calculate the overall score in this section. You will see that specific number reflected in the Rating and shown in the (Rounded
fram) parenthesis. As a leader, you have the ability to overtide this score in the blank box below. If you do not wish to adjust, leave blank and submit. If you do change, this will be reflected in

calibration and the summary, 50 you may be asked for further clarification from your up-line regarding changes.
04/01/2024 - 03/31/2025

L]
Manager
Goals Calculated Rating High Solid Performer (3) (Rounded from 3)
Job Function Calibrated Review Rating  Employee not Calibrated

Competencies
Areas of Opportunity
Standards of Behavior

Overall

(5 Review and Submit

oo ) -
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STEP 25

REVIEW AND SUBMIT: Scroll through the review and confirm everything is
correct. Select "Submit" at the bottom of the screen to lock in your review
for Calibration and next steps.

Submitting the review does NOT send it to the employee for them to see/review. This simply
kicks off the next step of leader/HR related tasks that include Calibration for your team and
downline. You MUST submit all employee's reviews and scores prior to calibration.

‘Sandbox - maryfreetied = .
= menu ry Fres 1 Q Search l? & ﬂ‘
Complete Manager
Evaluation
Manager Evaluation: Annual Goals =]
Performance Evaluation for -

scal 2025: Kacie Hart
Manager Summary
L )
04/01/2024 - 03/31/2025 Calculated Rating  (emqty)
& Rating High Solid Performer (3)
O Goals
() Feedback
Feedback =
() Job Function -
() competencies
() Areas of Opportunity
(O standards of Behavior
O overall Job Function & .=
Review and Submit AE=m .o 85E
,,,,,,,,,,,,,,,,,,,,,,,,,,,,
ment
" submit ( save for Lats
- o
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STEP 26

CALIBRATION: Once HR kicks off Calibration, you will receive a task labeled
"Calibrate: Calibration Program for Performance". Select from home screen
or in the "My Tasks" button in top right-hand corner.

Good Afternoon, On Behalf of: Marny Wheeler It's Friday, March 7, 2025
Awaiting Your Action Announcements terz ¢
Welcome to PolicyTech? If
Calibrate: Calibration Program for Performance - Employee Health_8290.2 (Marny you have questions regardi...
B Wheekn <]
My Tasks - 2 minute(s) ago
A

/ Important Dates

£ Goto My Tasks (8)

Team Highlights

G0 to Team Calendar
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STEP 27

CALIBRATION: Click on 'Let's Get Started' to view your down-lines scores and
distribution.

This will only show your own direct reports scores and reviews. There is an additional report
called "Worker Ratings for Performance Review" available to Leaders who need/want to see
their full subordinate organizations reviews and scores.

Q Search l? é’ a\

A All items Biwms W & O
| 9 Q  Search: All ltems i Calibrate Team  Calibration Program for Performance e T
fi% Advanced Search

G Calibrate: Calibration Program for 03/07/2025 {‘7
performance - Employes
Health 8290.2 (Marny Wheeler)
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STEP 28

CALIBRATION: All employees and scores will be plotted on to this table to
show the distribution of ratings in your department.

Leaders can drill down into each section to view and drag and drop people into different
sections if there is a need for adjustment. You can view it in the Grid view shown here, or in
the List view, shown in the next step.

Any changes will need to be justified to your up-line so please prepare for this when changes
occur.

Change view from Graph to List view

Current Search Unplotted 0

Number of employees in section \J ° )

Rating Categories (1-5)
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STEP 29

CALIBRATION: Alternate view - All employees and scores will be plotted on to
this list to show the distribution of ratings in your department.

Leaders can drill down into each section to view and drag and drop people into different
sections if there is a need for adjustment. You can view it in the Grid view shown here, or in
the List view, shown in the next step.

Any changes will need to be justified to your up-line so please prepare for this when changes
occur.

Ci t S h
3nems EE =0
Photo Worker o> = on | L0SS | Succession s
] & Profile
(*“')‘

29 of 42



STEP 30

CALIBRATION: Once you're happy with scores, you will select "Actions" and
"Submit Calibration" to send this on to the Manager's Manager for sign off.

«<» - &=

/ ) ¢ s
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STEP 31

CALIBRATION: Once you're happy with scores, you will select "Actions" and
"Submit Calibration" to send this on to the Manager's Manager for sign off.

nt Search

m A
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=
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STEP 32

CALIBRATION: Click on 'Submit' to finalize these numbers and send on.

Submit Calibration

Click Submit to complete your calibration submission.

Unplotted 0

[©)
|
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STEP 33

MANAGER'S MANAGER CALIBRATION: After the Manager submits their cali-
bration, it will go to the Manager's Manager for sign off.

Manager's Manager will see the "Calibrate: Calibration Program for Performance" task for each
department under their supervision show up in "My Tasks". You will view them individually and
sign off on each.

Manager's Manager will NOT be able to change scores during this step, but any concerns or
changes need to be addressed directly with the Manager. This is simply a check and balance
step and an approval for each area.

This will only show each Manager's direct reports scores and reviews. There is an additional
report called "Worker Ratings for Performance Review" available to Leaders who need/want
to see their full subordinate organizations reviews and scores.

= meNu m Q Search (P & .

Hello There t's Friday, March 7, 2025
Awaiting Your Action Announcements

Welcome to PolicyTech! If
Calibrate: Calibration Program for Performance - Employee Health_8290.2 (Marmny ] you have questions regardi...

[=] Wheeler) n:_j

My Tasks - 12 second(s) ago

Important Dates

£ Golo My Tasks (27)

Team Highlights
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STEP 34

MANAGER'S MANAGER CALIBRATION: In each task, select 'View Details' to

view the table of scores to calibrate.

= MeNu Mary free Bed

I All Items Ziura

@  Search: All tems "

4% Advanced Search

Calibrate: Calibration Program for  03/07/2025
Performance - Employee
Health_8290.2 (Marny Wheeler)

For Employee Health_8290.2 (Marny Wheeler)

Overall Process  Calibrate: Calbration Program for Performance - Employee Health_8290.2 (Marny Wheeler)

Overall Status I Progress

Details to Review

Business pant Initiation (03/07/2025, 1:42:17.051 PM)
Background Process Status  Completed

Calibrate Team Processes 1

—— ——

Process History
Hannah Heisler 15 minutes ago
Launch Caltxatian- Step Completed
Hannah Heister § minutes ago
o Dio: Hoid Until All Reviews are Complete- Step Completed

Calibration Participation Details by Talent Administrator- Subminied

Kent Ridde

‘Approval by Manager's Managei— Awsiting A

@ Hannah Heisler Justnow

D (e ) (o ) (o )
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STEP 35

MANAGER'S MANAGER CALIBRATION: 'View Details' to view the table of scores

to calibrate and connect with each manager if there are questions on distri-
bution of scores.

Manager's Manager can NOT edit scores or adjust ratings in this step. It needs to go back to
the Manager for any udpates.

= [ Q seweh LLe
View Calibration
f Return to Event View E - Unplotted 0
o ' B .
(3] & 8

Calibration
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STEP 36

MANAGER'S MANAGER CALIBRATION: Select 'Approve' to finalize these scores
and send back to HR for Merit/Market calculation.

‘Sandbox - maryfreebed x ‘A
= Menu ,‘é‘ : ";‘: Q Search 19 wé !
Ny
. Allltems iuma T @ 0 Creed onoys
| 8 Q  search: All ltems n Review Calibrate: Calibration Program for Performance - Employee Health_8290.2 (Marmny Wheeler)

$4¢  Advanced Search

@ Calibrate: Calibration Program for ~ 03/07/2025 Overall Process  Calibr ance - Employee Health_8290.2 (Marny Wheeler
Performance - Employee
Health_8230.2 (Marny Wheeler) Overall Status I Progress
g .
Details to Review
Background Process Business Process Participant nftiation (03/07/2025, 1:42:17.051 PM)
Background Process Status  Completed
=

Process History

4 3 Tiﬂ.r.dh Heisler

STOP! If you've made any changes to employees scores throughout the Calibration

o process, it MUST be sent to HR@maryfreebed.com for us to upload prior to the
Merit/Market analysis process. Not sending will result in scores being calculated off
original entered score from manager review.
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STEP 37

DELIVER REVIEW TO EMPLOYEE: After Calibration is complete, tasks will
re-appear in your inbox that are labeled "Hold - Meet with your employee'

Employees will NOT receive the reviews until the task is submitted.

Good Afternoon, On Behalf of: Marny Wheeler It's Friday, March 7, 2025
Awaiting Your Action Announcements rerz ¢
welcome to PolicyTech If
Hold - Meet with your employee: Manager Evaluation: Annual Performance Evaluation for you have questions regardi..
(&  April Fiscal 2025: Cindy Berends nf_jl
My Tasks - 6 minute(s) ago
Hold - Meet with your employee: Manager Evaluation: Annual Performance Evaluation for
(&)  April Fiscal 2025: Erin Canner
My Tasks - 8 minute(s) ago Important Dates
Hold - Meet with your employee: Manager Evaluation: Annual Performance Evaluation for
& April Fiscal 2025: Kacie Hartman
My Tasks - 10 minute(s) ago
J

£ Golo My Tasks (7)

Team Highlights
Go to Team Calendar

D o b
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STEP 38

DELIVER REVIEW TO EMPLOYEE: Viewing the review for each employee prior

to meeting with employee, select the "task actions" gear shift at the top of

the item.

‘Sandbox - maryfreetied
O behait o: Marny Whecter
B
= Menu Free Bed

All ltems
Q  search: All ltems
4} Advanced Search

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Cindy Berends

Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Erin Canner

Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Kacie Hartman

Effective: 03/31/2025

03/07/2025

03/07/2025

T Crested: 03/07/2025 | EMfective: 03/31/2025

Complete To Do Hald - Meet with your employee

For Cindy Berends

Overall Process  Annual Performance Evaluation for April Fiscal 2025 Cindy Berends

Overall Status I Progress

Instructions Please meet with your employee to discuss their evaluation. After meeting, submit this task to release the review to the employ;

————
save for Later ] Close

.
=D
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STEP 39

DELIVER REVIEW TO EMPLOYEE: Select
details

'View Details" to open the review

= menu Maryfree Bed. Q Search & é ‘

al All Items Tiwma ¢ @ L7 Cremed 03/07/2025 | Effective 03/31/2025

| ) Q  Search: All ltems. o Cn Hold - Meet with your employee

Reassign

4% Advanced Search

Berends

Hold - Meet with your employee: 03/07/2025 )
Manager Evaluation: Annual
Performance Evaluation for April Overall Status  In Progress
Fiscal 2025: Cindy Berends

formance Evaluation for April Fiscal 2025: Cindy Berends.

Instructions Please meet with your emplofeago discuss their evaluation. After meeting, submit this task to release the review to the employee.
Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Erin Canner

54 Effective: 03/31/2025

Hold - Meet with your employee: 03/07/2025 g
Manager Evaluation: Annual

Performance Evaluation for April

Fiscal 2025: Kacie Hartman

Effective: 03/31/2025

Save for Later Close
[E==D ) (o= D

39 of 42



STEP 40

DELIVER REVIEW TO EMPLOYEE: Select

that employee.

On behalf of: Marny Wheeler

= menu

sl

Mary free Bed

All Items

Q  Ssearch: All ltems.

4% Advanced Search

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Cindy Berends

Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Erin Canner

Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Kacie Hartman.

Effective: 03/31/2025

03/07/2025 Yy

s Yy

Q

a

View Event

For
Overall Process

Overall Status

My Actions

Search

Created: 03/07/2025 | Effective: 03/31/2025

Manager Evaluation: Annual Performance Evaluation for April Fiscal 2025: Cindy Berends

Cindy Berends

Annual Performance Evaluation for AprilFiscal 2025: Cindy Berends

In Progress

Process

My Actions 1 item

Awasting Me

(Tome )

DueDate  Busin

Hoid
Evaluo
ApvilFi

ess Process

Mt with your empioyee Monager
tion: Annusl Performance Evalustion for
iscal 2025: Cincly Berends

Sutjeet

Hold - Meet with your employee

'Details"” to open the full review of
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STEP 41

SEND TO EMPLOYEE FOR SIGN OFF: Once you're ready to release the review
to the employee, you will find the task and click on the 'Submit' button to send
to their tasks.

‘Sandbox - maryfreetied
O behait o: Marny Whecter
B
= Menu Free Bed

All ltems
Q  search: All ltems
4} Advanced Search

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Cindy Berends

Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Erin Canner

Effective: 03/31/2025

Hold - Meet with your employee:
Manager Evaluation: Annual
Performance Evaluation for April
Fiscal 2025: Kacie Hartman

Effective: 03/31/2025

03/07/2025 Ty

03/07/2025 ¥y

Q Search

w @ 0

Crested: 03/07/2025 | Eff

Complete To Do

For

Qverall Process

Overall Status

Instructions

Hold - Meet with your employee

Cindy Berends

Annual Performance Evaluation for April Fiscal 2025: Cindy Berends

In Progress

Please meet with your emplayee to discuss their evaluation. After meeting, submit this task to release the review to the employ

y

T
save for Later ]

042025

Close
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STEP 42

SEND TO EMPLOYEE FOR SIGN OFF: You will see an updated status of the
review pop up that shows it's been sent to the employee, and it is in their
queue to sign off on.

Q Ssearch

tems ﬁﬁ‘? {\E
You have marked as Complete

n Com Up Next: Cindy Berends | Provide Employee Review Comments |
Due Date 03/09/2025

View Details
For

»

Overall Process  Annual Performance Evaluation for April Fiscal 2025: Erin Canner
Overall Status In Progress

Instructions Please meet with your employee to discuss their evaluation. After meeting, submit this task to release 1l
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