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Steps for Completing the Employee
Review D

Review

Access Your Appraisal Form

Rate and enter comments for UTHealth Performance Standards

Rate and enter comments for each Performance Goal

Optional: Print Form for Discussion with Manager

Save and Send to Manager Review
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Accessing Your Appraisal

Method 1

Click on “Document Link”
in the launch email
notification from your
UTHealth Outlook Inbox.

Subject: F¥2014 HCPC Annual Appraisal Form for Brooke Brown Creation MNotice
AR 1 ] ] i 3 i 4 i 5 I
(=]

Pf?ﬁ;’m;?Acbiew

Please be advised that the document FY2014 HCPC Annual Appraisal Form
for Brooke Brown has been created for you by UTHealth P2A Administrator
and is now available in your Performance Forms Inbox folder.

Sn—zan ass this document at the following URL:

Method 2

* Loginto P2A
https://go.uth.edu/perform2achieve

e From the “To Do” list, click on
“Employee Review”

Welcome

ployee Review forJ#rooke

Perform2Achieve (P2A) is UTHealth's online
performance management system__Thi

provides managersareethployees with the

yTreate, manage and view:

« Performance Goal Plans

« Probationary Reviews

« Annual Performance Appraisals
Development Plans

+ Performance Reports

« UTHealth Organization Charts
and Information



https://go.uth.edu/perform2achieve

Rating and Entering Comments
UTHealth Performance Standards

UTHealth Performance Standards

Rate each of the UTHealth Performance Standards below. Ratings other than "Fully Mests Expectations” require comments.

Exhibits Required Job Knowledge

Performs job in a manner that demonstrates necessary job knowledge, skills, and capgpiliti guired for the position

N Move your mouse over each circle to see rating.
ger Rating
SOOOQO = Click circle to select rating .

Alex's Comment

B 7 U | & @ | T [ v ¥ I

Click under “Employee Name Comment” to display
text box to enter comments.

Text Box Tools:

Alex's Comment /- Spellcheck
B 7 U = iE ¥ #F Q@ T [see vV T |

Note: Comments are required for all ratings except “Fully Meets Expectations” J




UTHealth Performance Standards
Writing Assistant Tool

Writing Assistant data exists for each UTHealth performance standard and is
designed to help employees and managers write their feedback.

Demonstrates Personal Effectiveness and Accountability

Meets commitments, works independently, accepts accountability, handles change, sets personal standards, stays focused under pressure, meets attendance/punctuality requirements. Communicates well both verbally and in
writing. Shares information and ideas with others. Demonstrates active listening skills and interpersonal sawy. Seg 5 receptive to feedback. Maintains current skills and proactively develops new knowledge and
capabilities

Find a quote about Brooke's competency

Demonstrates Personal Effectiveness and Accountability Your rating on Brooke's competency

Meets commitments, works independently, accepts accountability, handles .. 4:1}
change, sets personal standards, stays focused under pressure, meets .

attendance/punctuality requirements. Communicates well both verbally and in Exceeds Expectations

writing. Shares information and ideas with others. Demonstrates active listening  +

Select topics below

Improve Meets
= appears bored or impatient = able to priortize
= assumes rather than confirming = accepts additional work
understanding = accountable for actions
= be more willing to compromise = actively listens
= could adapt more independently = adjusts to new objectives aggressively overcomes

. - - . weaknesses H " HH H ”
r?nc;ﬁl:ldege more flexible. open = asks clarifying questions ahiays accountable for zctions 1 . CI |Ck on ertl ng Asslsta nt

= can generate new ideas

= could be more open to new wark = always follows long-term plans

e | ove A | J ' 2. Click on a phrase to display writing assistant
data

Preview Quote Below
Brooke actively seeks feedback about her parformance from co-workers, customers and management. She frequently acts
on people’s suggestions and maintains an open mind about things she could do to improve

Select o oot )3} 3. Adjust the Positivity as needed
rooke @’“Ep“"w’“’” — a4 4. Click on “Place Quote”

5. Click on the “x” in the upper right-hand
corner to close the window

6. Modify the text in the comments field below
the rating as needed




Rating and Entering Comments
Performance Goals

Senice Excellence

Increase % of projects completed on time to from 70% to 90 %. et
CPP Project Database, monthly measure.

S Move your mouse over each circle to see rating.

Exceeds Expectations

Alex's Comment

Click circle to select rating .

projects completed on time to
from 70% to 90 %.
Comments not provided

Measurement CPP Project Database. monthly measure.

Weight-HCPC Only -999999.0

Percent Complete 100.0
Start  09/01/2013
Due 08/31/2014

Click under “Employee Name Comment” to display

Status  Completed

text box to enter comments.

Note: Comments are required for all ratings except “Fully Meets Expectations” J




Printing Your Appraisal Form
Optional

aEsarm Perform2Achieve

With the form open:

1. Click on the Print
lcon

2. Click on the Print
button at the top
of the form

i https://performancemanagerd.successfactors.com/xi/ui/pm2/pages/eview/selfreviewPrint.xhtm|folderMapld=6057&pm_tm=1403210009364&pm_ck=pcBpmi_fmh=yvcAIHABATV gdjdStUddOWXXjL... | — |3 | X

https://performancemanager4.successfactors.com/xi/ui/pm2/pages/review/selfreviewPrintxhtml?folderMapld=6057&pmr_tm=1403210009364 &pmr_ck=pc&pmr_fmk
FY2014 Annual Appraisal Form:Brooke Brown

Introduction
Please use this form to evaluate performance for this
specific competencies. After the manager rates the
Below is the rating scale used ta determine the e

formance period. HCPC classified e yees are evaluated on UTHealth Performance Standards and job
ree for each performance standard and job specific competency, the overall rating will be calculated
yee's overall rating

Rating Scale

nsatisfactory
provement Needed

UTHealth Performance Standards (40%)

Comments are required for all ratings except "Fully Meets Expectations_”

Rate each of the UTHealth Performance Standards below.

Demonstrates Personal Effectiveness and Accountability 12.5% of total scors

Meets commitments, works independently. accepts accountability, handles change. sets personal standards.
stays focused under pressure, meets attendance/punctuality requirements. Communicates well bath verbally and
in wiiting. Shares information and ideas with others. Demanstrates active listening skills and interpersonal sawy-
Seeks and is receptive to feedback. Maintains current skills and proactively develops new knowledge and
capabilities

Rating

92000 Exceeds Expectations
Brooke's Comment

Comments not provided

Delivers Quality Student, Patient and Customer Services 12.5% of total score
Is committed to excellence. Focused on understanding the needs and dahvarmg the highest quality of services for
our students, patients and customers. Continuously locks for opportuniti problems,

questions and concems in a timely manner. Acts in a compassionate. respectful and prufess\una\ manner.
Rating

.. . . Exceeds Expectations

Brooke's Comment
Comments not provided

Exhibits Teamwork and Collaboration 12:5% of tatal scorz
Works effectively and cooperatively with others. is flexible and open-minded. and establishes and maintains good
working relationships. Acknowledges and the contrib and accon of others. Seeks .

oreerinitine 40 1mmas the nam




Printing Your Appraisal Form

Continued

3. Select printer Pt

Total: 5 sheets of paper

4. Set print options

Drestination

5. Click “Print”

Cancel

[ HP Laser)et Profession...

[ is S Lprre_trm e

FY2014 Annual Appraisal Form:Brooke Brown

Introduction

Please wse this form to evsluate pesformance for this performance period. HCPC classited employees are evaluated on UTHealth Perormance Standards and job

snecific competencies. Afier the manager rates the emplayee for sach and job specifc . the: cverall rating will be calculated.
Below is the rating scale used to detemine the employ ting

Rating Scale

1.0 = 1.49 = Unsatisfactory

Pages

Copies

Layout

Margins

Options

= All

*® Portrait

Landscape

Default -

o Headers and footers
Two-sided

Background colors and images

Print using system dialeg... (Ctrl+Shift+P)

UTHealth Performance Standards |
Rate sach of the UTHeakh Performance Standards below. Comments an: requined for al ratings except "Fully Mests Expectations.”

Demonstrates Personal Effectiveness and Accountability TLE% oftrtal acoen
Mests i vearks i accepts ity, handies change, ssts personal standards,

stays boused i i well bath verbally and

inwriting. Shares inkbnation and ideas wilh others. Demansirates active Estening skills and inlerperscnal sawy.

Seels and is recaptive (o feedback . Maintains current skils and pmactiely develops new knosledge and

capabiities.

Rating

000  smcossExecmons

Brooke's Commant

Comments nal provided

Delivers Quality Student, Patient and Customer Services 2.5 oftotal accew
b commilted o excellence. Focused on mdelsla'aduq Ihe neecs and defivering the highest guality of senices vu

ur students, patients ard custome: Addresses

uestions and cancems in a fimely marmer. Acts in a :r.mp\a!slr.rﬂle respectful, and professional mannes.

Rating

unrated

Brooke"s Comment
Commants not provided
Exhibits Teamwork and Collaboration 2.5 oftotal accew
Works efeciively and coopesatiely with others, is dexible and apenvminded, and establishes and maintains good
werking relaticrships. Acknawledges and mcognizes the comributions and accomplishments of cthers. Sseks
opportunities to suppart the team.
Rating
unrated
Brooke"s Comment
Comments nat pravided
Exemplifies Strong Ethics, Integrity and Respect for Others 2.5 oftotal accew

Deals with others in a straightionvard and honest manner, is accountable for actions, maintains confidentiality,
‘supparts institutional walues. Camglies with the ethics and standards of their professional license. Promotes a

culture of incusion built on trust, respect and dignity for all.
Rating
wunrated
Brooke"s Comment
‘Comments nat provided
Adheres to All Work Environment, Health, Safety and Compliance 12.5% aftatal score

prie e %Skmpel... 15




Sending Your Appraisal to
Manager Review

Once you have rated and entered comments for each UTHealth
Performance Standard and Performance Goal, click on “Send to
Manager Review”.

FY2014 HCPC Annual Appraisal Form for Brooke Brown Changes saved

*Rating
S Exceeds Expectations

Brooke's Comment

Comments not provided

HCPC - 1055 - 11 - Mentoring: Provides direction for licensed and unlicensed staff. Includes staff in planning for the shift and patient care. 10% oftotal score

Takes responsibility for the activities of staff. Ensures that the unit program schedule and/or activities, etc. are implemented consistently.

*Rating
S Exceeds Expectations

Brooke's Comment

Comments not provided

5% of total score

HCPC - 1055 - 12 - Hand Washing Hygiene: As applicable, washes hands between each patient encounter. Washes hands before
medication administration. Washes hands before and after glove use. Washes hands following handling of soiled or contaminated items.
Washes hands before and after eating and drinking or passing patient food trays. Washes hands after using the restroom.

Send to Manager
Review

*Rating
S Exceeds Expectations

Brooke's Comment

Comments not provided

Save and Finish Later Send to Manager
Review
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