
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. *********************
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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.
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STEP 3

OPTIONAL STEP: Type in name of employee in box, select the appropriate
 name. 
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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.
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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
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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. 
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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 "Get Started"
 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
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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.
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STEP 9

GOALS: Click on 'Add Existing' to find a drop-down menu of pre-populated
 organization goals to add in.
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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.
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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.
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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.
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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.
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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.
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STEP 15

Click on High Solid Performer (3)

STEP 16

Click on 'Next' to proceed to the next section
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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.
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STEP 18

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

20 of 42



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.
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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. 
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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.
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STEP 24

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

31 of 42



STEP 32

CALIBRATION: Click on 'Submit' to finalize these numbers and send on. 
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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.
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STEP 34

MANAGER'S MANAGER CALIBRATION: In each task, select 'View Details' to 
view the table of scores to calibrate. 
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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.
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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. 

STOP! If you've made any changes to employees scores throughout the Calibration 
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.
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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.
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STEP 39

DELIVER REVIEW TO EMPLOYEE: Select "View Details" to open the review
 details
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STEP 40

DELIVER REVIEW TO EMPLOYEE: Select "Details" to open the full review of
 that employee. 
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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. 
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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. 
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