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I-PERFORM Supervisor User Guide

[-PERFORM General Information

I-PERFORM is an online application that supports a statewide performance management system for state agencies. In
addition to the ability to document, create, review, finalize, and retrieve employee evaluation records, supervisors have
the ability to quickly document day-to-day performance. The development of I-PERFORM is a collaborative effort
between the Division of Human Resources (DHR), The State Controller’s Office (SCO), and other state agencies
represented in the I-PERFORM Oversight Committee, and the I-PERFORM Human Resources Focus Group.

If you experience any problems with this application please contact your agency I-PERFORM system administrator or the
Division of Human Resources (208) 854-3080 or email- iperformhelp@dhr.idaho.gov. If you have any suggestions for this
help manual please contact the Division of Human Resources.

Division of Human Resources

304 N. 8th Street, Suite 347 Development Documentation
Boise, ID 83720-0066 Q

(208) 854-3080
iperformhelp@dhr.idaho.gov

Expectations Coaching and

Calibrating

Feedback
-~ @
Q

Our focus today! \j
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I-PERFORM Supervisor User Guide

EMPLOYEE PERFORMANCE EXPECTATIONS (STANDARDS) CROSSWALK Rev: 3/4/2012

This cross walk will help you and your staff members understand the correlation between the performance standards as listed in the previous performance
evaluation and the 2012 performance expectations. Note: Standards from prior evaluation form will be duplicated within the revised performance expectations.

2012 Performance Expectations: " Previous Performance Standards:

PROFESSIONALISM

This performance expectation evaluates the employee's
competence in quality of work, dependability,
adaptability/flexibility, and respect for others.

Adaptability/Flexibility: This describes how well the employee adapts to change and is open to

different and new ways of doing things.

Dependability: This describes how well the employee completes assigned work in a timely
manner. The employee meets attendance requirements.

Interpersonal Skills: This describes how well the employee establishes and maintains effective
work relationships. Demonstrates good communication and listening skills. Practices respect
for others. Demonstrates conflict resolution skills.

Quality: This describes the employee’ work in terms of consistency, thoroughness, and
accuracy.

Work Environment/Safety: This describes how well the employee promotes a respectful
workplace and complies with general conditions of employment, EEO, security, and workplace
safety policies.

PROMOTING RESPONSIBLE GOVERNMENT

This performance expectation evaluates the employee’s
competence in adaptability, dependability, productivity, efficiency,
work environment and safety.

Adaptability/Flexibility: This describes how well the employee adapts to change and is open to
different and new ways of doing things.

Dependability: This describes how well the employee completes assigned work in a timely
manner. The employee meets attendance requirements.

Productivity: This describes how the employee manages and completes workload expectations
and demonstrates the knowledge and skills needed to do the job.

CUSTOMER FOCUS:

This performance expectation evaluates the employee’s
competence in customer service, conflict resolution, interpersonal
skills, and communication.

Adaptability/Flexibility: This describes how well the employee adapts to change and is open to
different and new ways of doing things.

Customer Service: This describes how well the employee works with internal and external
customers to achieve desired results and maintain positive relationships.

Interpersonal Skills: This describes how well the employee establishes and maintains effective
work relationships. Demonstrates good communication and listening skills. Practices respect
for others. Demonstrates conflict resolution skills.

Work Environment/Safety: This describes how well the employee promotes a respectful
workplace and complies with general conditions of employment, EEO, security, and workplace
safety policies.

PERFORMANCE EXPECTATION: LEADERSHIP

This performance expectation evaluates the employee’s
competence to motivate people and efficiently manage resources
in achieving the agency’s mission.

Encompasses all facets of previous standards from supervisor/manager level.
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Performance Management Best Practices

Performance evaluations assist employees in developing their careers and being successful in their jobs. They
describe expectations and objectives for all state employees. Performance evaluations help to ensure:

The agency mission and vision are achieved.

There is statewide consistency to the extent possible.

Legal requirements are met (Ref. I.D.A.P.A 67-5309(h)).

Personnel decisions are justifiable and equitable based on performance documentation.

PN PE

Effective performance management establishes a year-round partnership between the employee and the
supervisor while creating a shared understanding about the work that is to be accomplished and how that work is to
be done.

The best performance management systems include the components of:
e Setting expectations and resetting them as they change.
e Evaluating current skills, identifying missing skills, and creating a development plan to close existing skill gaps.
e Providing consistent, effective, and timely feedback and coaching.
e Immediately and consistently documenting effective and ineffective actions and behaviors to
demonstrate trends.
e Creating an environment where employees can feel motivated.
e Ensuring complete, shared understanding of the State and agency performance ratings.
e Utilizing a system to bring consistency and reporting of performance ratings across agencies.
e Delivering an evaluation that is fair, accurate, free of bias, and informative.

SMART Criteria

Anytime goals are created they should be defined in a way that is clear and targeted. The SMART acronym has been used for many
years to help add structure to goals so they can be meaningful and it allows us to know when we achieved exactly what we wanted
to have happen.

Goal
Realization!

Specific. Clearly written, expectations defined.
Measureable. Impacts: quality, quantity, costs, time.

Actionable. Consider: time, resources, knowledge, and authority.
Relevant. Supportsthe mission of the agency.

Time Bound. Specific deadline or milestones.

Engaging. The employee wants to do it because they see the value.
Reaching. Provides growth and challenge.

2/11/2015 4-
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I-PERFORM Roles

specific, informative, and legally-defensible
performance evaluation
Check for common errors

Role Responsibility Access Rights
Employee e Review both current and past performance View draft evaluation once
evaluations for clarity of: forwarded by supervisor
o Expectations Add comments to the evaluation
o Developmental opportunities on the cover sheet
o Agreed on actions to be taken for development View documentation and
o Documentation of performance attachments once the evaluation is
marked complete by the
supervisor
Supervisor Create and maintain performance evaluations for Create and delete “Draft” status
staff evaluations
Follow routing and approval processes of the agency Review comments by
Utilize the four Performance Expectations as set reviewers and employees
forth by the Office of the Governor Add and delete documentation
Obtain a clear understanding of the individual and attachments before the
rating distinctions, and apply them consistently and evaluation is transmitted to SCO
without bias Return an evaluation to “Draft”
Status (if the evaluation has not
yet been signed by the
employee.)
Reviewer Assist the supervisor in creating a clear, concise, View evaluations sent by

supervisor

Enter comments into the review
window, which are submitted
back to the supervisor

Administrator

Create the agency-specific routing structure within
I-PERFORM

Create additional administrators for the agency*
Create and maintain agency evaluation standards
Create agency appointees, if used

Assist supervisors and employees with questions
or issues related to I-PERFORM

View/edit routing structure based on
agency structures

Add agency-wide

performance

expectations

Add agency goals

Provide training and support to agencies
Relay programming issues to SCO

Agency Act as the last sign off on the performance evaluation View/review performance
Appointee after it has been discussed with the employee evaluations
DHR Provide oversight on the [-PERFORM system View all performance evaluations

Return performance evaluations to
draft status

2/11/2015
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Access I-PERFORM

Sign on to the State Controller’s Office Application Menu
and click on DHR I-PERFORM from the right-hand
column on the bottom of the screen.

The left frame functions as navigation between the
areas of I-PERFORM. Depending on the individual’s
role this menu will have different options:

1. Performance Evaluation is available to
supervisors and allows access to create and/or
maintain their employee’s evaluations.

2. Performance Review: Designated employees
can view pending evaluations that have been
assigned to them for review.

3. Administrative Functions are for designated
agency |-PERFORM administrative personnel.
Allows for role assignments and system set-up.

4. Supervisors can capture notes during the review
period by selecting Supervisor Employee Folder.

5. All employees can access their performance
evaluation by clicking on My Evaluation.

6. The main navigation bar at the top of the screen
will remain static; however available options
may change from page to page based in the
employee’s assigned role.

Brandon D Woolf
Office of the Sun Controller H

Application Selection Menu
You will only be able to access those applications you have been authorized to use.
If you do not have authorization to enter an application that you wish to,
contact your agency security administrator.

2 W-2: vailabl

[ looor ]
Welcome: Terri
Declare State Surphus Property LTIME
Board of Examiners 1daho Employee Time Entry System
Declare State Surplus Property Online Reporting
Employee Self Service Agency Financial and Payroll Reports
Medical and Deatal Enrollment, FSA, Direct Deposit, Pay Stubs

Employee Pay Stubs

Statewide Accounting System
Adjustments, Budgetary, Cash Receipts, P-Card,
Payment Services, Req PO, Travel Reimbursement

Vendor Remittance
Non-Employes Payment Information

1daho Business Intelligence System
State of ldsho Data.
IPOPS

Jdaho Paperless Online Persoanel Payroll System

DHR I-PERFORM

Idaho.gov Applications Menu Help Contact Us

State of

JDAHO

Welcome: SEATTLE WASHNGTON-100

[-PERFORM

FPerformance
BEsraluation

Performance

- I respect and value our State emplovees for all they do. The State o
Review

9 new web-based systermn I-FPERFOEM is another example of the Stat
g leveraging innovative technology, This unified statewide svstemis a

Administrative more consistent and pro—active in recognizing individual strengths =

Functions employees to become better leaders and public servants for Idaho 1
Supervisol Thank you for your public service to the State of Idaho.
Governor C L. "Butch” Otter
Ermplayee 9
Folder

(;&:ﬂ%%:t&i:;ha
Governer C.L. 'Butch” Otter

Iy Evaluation ‘3

Employee Name PCN

Ewaluation Type Review Period Sta
Me current evaluations found,
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General Navigation Tips

Use EXIT on each screen to return to the home screen. Depending where you are in the system, clicking
the browser “back” button may give you an error message or keep returning to the same screen. You will
receive a message reminding you to save.

I-PERFORM uses Microsoft Outlook to send notifications during the routing process. To ensure that
emails do not get caught in your junk or blocked folders, add the system email address to your safe list.

e In Outlook click on the drop down list for Junk from the home tab.

e Click on Junk E-mail Options.

e C(Click on the Safe Senders tab.

e Copy or type in this address: SCOapps Admin/SCO.APPS@apps.sco.idaho.gov.

e C(Click Add.

e Click OK.

e

ABL A Spell Check feature is available for all text in the evaluation.
e Clicking the Spell Check button in the top navigation bar checks the entire evaluation.

e C(Clicking on one of the red check marks yﬂ"displayed throughout the document checks that specific
section.

- Like I-Time, your systems will time-out for security reasons. The length of time before timing out is 3-4
[. hours. To avoid losing work, save VERY frequently.

2/11/2015 -7-
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Using [-PERFORM: Supervisors

Immediate supervisors responsible for completing employee performance evaluations use I-PERFORM to create and

route a draft evaluation for each employee.

Locate Current Evaluations

Once logged into I-PERFORM, create the evaluation:

1. Click on Performance Evaluation.

2. Select your Location from the list box by
clicking on the arrow.

3. Click on the Employee Name for whom
you wish to create the evaluation.

4. Looking through the list you may see
multiple evaluations for one employee.
You cannot edit one that has already
been “Transmitted”, meaning the data
has been uploaded into IPOPS.

5. If there is an evaluation that has a “Draft”
status, you may open it and continue
working.

6. To open an evaluation, click on the name
associated with the specific evaluation
you want to view.

If an evaluation was completed and
transmitted in error, contact: Agency HR
Representative.

State of

JDAHO

Welcome: SEATTLE WASHINGTON-100

Performance
Evaluation

Performance
Review

Supervisor
Employee
Folder

My Evaluation

State of

IDAHO

Welcome: SEATTLE WASHINGTON-100

Performance
Evaluation

Performance
Review

Supervisor
Employee
Folder

My Evaluation

Employee Nam, CN
BART DAVIS 0

Home Create Evaluation Help Logoff

[-PERFORM

Select Personnel Management Location
Select Employee Name:
Select PEL Location

Evaluations

Home Create Evaluation Help Logoff

[-PERFORM

ROUTINGFOUR ~ 9

BART DAVIS-100-9090 -
BENJAMIN ADAMS-100-9595
DENVER COLORADO-100-9090 x|

Statu
Draft

Select Personnel Management Location
Select Employee Name

Evaluations

Evaluation Type Review Period
Annual Review 06/03/2013-
06/14/2013

If you need additional assistance or have questions on these supervisory
procedures, please click on the help button.

* 4

Creating a new evaluation for the first time in I-PERFORM will take more time than normal. This is
due to the fact that there is no way of importing data from a previous evaluation created outside
of I-PERFORM. Therefore, you will need to spend more time in these areas:
e Objectives — Previous/Current Year and Next Review Period
e Goals — Previous/Current Year and Next Review Period
To add the information you will need to either:
e Copy and paste from another document into NOTEPAD and then into I-PERFORM, or
e Attach another document and refer to the attachment in the Objective and Goal fields.

2/11/2015
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Create a New Evaluation

o

After logging into I-PERFORM, select the
correct Management Location from the list.
Select the Name of the Employee for whom
you wish to create the evaluation.

The box below the employee name will auto
populate with their -PERFORM evaluation
history. If no evaluation has been created in
I-PERFORM, no history will be listed.

Click on Create Evaluation at the top of the
screen.

Most information will prefill; verify accuracy.
Complete the field for Division/Unit.

Enter the From and To Dates for this
evaluation period. Note: The dates and type
of review are required before the evaluation
can be routed. Check with your agency HR
Representative if you are unsure of the
review period dates. Click on the links to
choose dates from the calendar.

Select the appropriate Type of Review.
After completing the evaluation reflect on
all comments and ratings to determine and
select the Overall Rating. You will come back
to this screen after completing the
Performance Summary.

10. SAVE before moving to the next tab.

Home Create Evaluation Help Logoff

State of

JDAHO

Welcome: SEATTLE WASHINGTON-100 I PERFOR
Performance
Evaluation
Performance Select Personnel Management Location ROUTINGFOUR ~
Review Select Employee Name:
il BART DAVIS-100-9090 A
X BENJAMIN ADAMS-100-9595
Supervisor DENVER COLORADO-100-9050 A4
Employee
Folder Evaluations
My Evaluation 5 r 5
Employee Name PCN Evaluation Type Review Period Status
No current evaluations found for pcn 9090.
If you need additional assistance or have questions on these supervisory
procedures, please click on the help buttorn.
P
Create A

Aad Spell nt
Documentation Attachments Attachments Check Send To Preview Help

Select Next Reviewer |~ [IEIUINS >213
Performance Cover Sheet | Performance Objectives Performance Expectations Performance Summary  Audit/Attachments

state of Idaho
SENATY ﬁ

Senate
Employee Performance Evaluation
Employee Name: DENVER C COLORADO
PCH: 4090
Supervisor/Manager: SEATTLE WASHINGTON-100

Review Period: Erom Date (mmidd/yyyy)

Job Title:

Division/Unit:
a To Date (mm/dd/yyyy)

0 Annual Review ) Entrance Probation ) Promotion Probation
Transfer ) Separation from State Service ) Other

Type of Review:

@ Overall Rating: This document iz an evaluation of the employee's performance since the last evaluation.

©) Exemplary Performance: This rating is used for special circumstances for employees that sheuld recetve special recognition
for assizned projects that are completed with significant results and have a significant impact on agency business,

(© solid Performance: This employes exceeds performance expectations.

' Achieves Performance: This employes meets performance expectations OR this employee 1= developing new skills, gaining
new knowledge, or new to the position,

Does Not Achieve Performance: This employvee's performance needs improvement OR is unacceptable in accordance with
Rule 190, 152, and 163

NA Not

EMPLOYEE COMMENTS: Fiasza mofe: [f ¥ou f2Va quesoas o coseans regarding e coatant of your avaluagos, do aot click "siga”
he ayaluation or Tefuse (o wgn” the evaluatios, iasfead comlact your supervizor fo discuss. Alto, if yor need addifional spaca for your
plasse copuret your suparpsar

SIGNATURE SECTIORN:

Employee Signature
(Signa tura
sgreement )

dicussiosn of 1 but dass 0

ty bply Date

Move to
Performance
Objectives
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Performance Objectives

1. Record the Key Responsibilities, the
primary function of the employee’s job
for this individual.

Create Add Delete Spell Print
ocumentation Attachments Attachments Check Send To Select Next Reviewer El Save Delete Ezit Preview Help

Performance Cover Sheet | Performance Objectives | Performance Ezpectations Performance Summary  Audit/Attachments

state of ldano

D

2. Enter the Objectives that were assigned Bmploes Performance Bramation
during the last evaluation period, or if ProwTmNeas e e e

Supervisor/Manager: SEATTLE WASHINGTON-100

this is the first for this employee, enter
the new objectives.
3. During the year, track progress toward e e comsibiltios o primary purposs:

Review Period: From Date (mmiddlyyyy) 06/03/2013 To Date (mmiddiyyyy) 06/14/2013

v
the objective. Reflect on the o
performance during the review period
toward the assigned objectives. Add e % et s 0 el s on 1 hich nch
final comments beneath each objective. [P e |

4. Complete the Review of Prior Year Prior Yeas Objective #1:

Employee Development Plan section. As M v
with objectives, for the first time you
will populate the Developmental Status Updatei(Dato] Poxcomsge Complate: J
Objectives that were established at the
end of the last review period, or if they 9 S — :
are a new employee, at the beginning of prommen v
their employment. Goals and Objectives

for the NEXT evaluation period will be ,
Docamentation Atthchments Attachments Check Send To Save Delete Exit Frowiew Help
added on the Performance Summary

. . Parformance Cover Sheet Performance Expectations| Perform mary| AudiyAttachments
tab. Developmental Objectives should @"

be designed to increase an employee’s ‘ ‘ ‘
6 REVIEW OF PRIOR YEAR EMPLOYEE DEVELOPMENT:

professional growth by increasing
Wmm space below, if applicable. Discuss the extent to wiucl f1e

knowledge, skills, and/or abilities. Bt G st oo e
-
5. Add comments regarding progress e ———

toward the objective goals. S Dolote Ghiective £1
6. Click SAVE. Due Date v

Chjective Description

Performance Measurement
Status Update: (Date) Percentage Complete

\‘,‘ ‘ i | 6 (Comment) v

You can keep up with your spell check by
clicking the red check mark on each comment e et o L,
field. Alternatively, you can check the entire
document at once using the main tool bar at
Status Update: (Dats) Percentage Complete:
the top of the screen. {comment) v

Move to
Performance
Expectations
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Performance Expectations

1. If you are not familiar with the statewide
Performance Expectation ratings, review the
descriptions of the levels of Exemplary
Performance, Solid Performance, and
Achieves Performance for each performance

standard.

.
-’ ,

The descriptions are examples and are intended
to provide you guidance on the differences
between each rating level. Each bullet does not
have to be demonstrated by the employee to
warrant the rating. Use your agency’s role-
specific expectations for clarity.

2. If desired, click Hide Expectation to hide the
detail describing each rating while on that

page.

Based on the employee’s performance
during the entire evaluation period, assign an
appropriate rating to each expectation,
according to your agency’s process by
clicking the associated button.

If desired, you may click Hide Rating. This
may be used by agencies that only assign an
overall rating, and do not assign ratings for
each category. Contact your agency

HR representative to discuss this option.
Add Comments that justify the assigned
rating. Comments on each expectation are
required in I-PERFORM.

If there is any documentation that you have
assigned to this performance expectation it
will show in the Documentation field. See
next page to create/handle documentation.
Continue working through the rest of the
Performance Expectations in the same
manner.

Create
Documentation

@Q

Add Delete Spell Print
Attachments  Attachments Check Send To Preview Help

Select Next Reviewer
Performance Cover Sheet Performance Objectives Perfurmance SummaryAudi/Attachments

state of KIaho

Save Delete Exit

Employee Performance Evaluation

Employee Name: BART DAVIS Job Title: SENATORS
PCH: angn Division/Unit
Supervisor/Manager: SEATTLE WASHINGTON-100

Review Period: Erom Date (mmiddiyyyy)  06/03/2013 To Date (mmiddlyyyy) 06/14/2013

EMPLOYEE PERFORMANCE EXPECTATIONS

The following rating levels are examples of the performance egpectations employees would be demonstrating when

rated at one of the three levels: Achieves Performance, Solid Performance, or Ezemplary Performance, These

examples are meant to assist the supervisor and employee during the performance evaluation discussion in

identifying the current level of performance. In addition, this should assist in describing what additional

gehaglorslthe employee would need to demonstrate to achieve a higher rating. These examples are not intended to
e all inclusive.

PERFORMANCE EXPECTATION. PROFESSIONALISM
This performance expectation evaluates the employee's competence in quality of work, dependability, adaptability /flexibility,
confidentiality, and respect for others.

Hide expectaion

Description of the emectation

EXEMFLARY PERFORMAN(
Enmployee mests and often cands expectations for performarce expectations listed at Solid Performance level AND consistently
demonstrates performance such as

Employee is recognized as hizhly skilled and knowledgesble in their fisld, actively sought after for advice and guidance
Exceptional quantty of work often ahead of seheduld and can he depanded ipotl o work indzpendently

Assigned to special agency projects or is assigned to represent agency in meetins

TYaCkS trends an coneerna Nl anTCIpATSs 135163 of rEDIEMS MEGATdInE Agncy or statewids imitiatves

Consistenty looks for improvements 1o streamline processes or cost efficiencies
Fwitches tactics and stratesies when planned approaches do not work

Ensures nex level of aupervicion or msnsgement has fnformation for decisions
Exerts a major positive influence on manazement practices, oper: ur
contributad substantially to oTganizational growth and recogition

« Proactive and demonstrates foTesight in correcting situation that may cause future problems

SOLID PERFORMANCE:
Etiployee meets and often exceeds expactations for performance expactations listed at Achieves Perfermance level AND
consistently demenstrates performance such as.

, and program jon, which has

Felied upon to provide consultation or technica] assistance within agency
Adopts practices to improve work processes, enhance customer satistaction and ensure excellence in daily work
Gonfinuously looks for improvements and looks for cpportunities to provide better service
ticipstes problems and takes nscesssry corrective sction to pravent or lessen conssqusnces
ew, different, or changing work requirements or procedures
Fieselves Contlict situations PIONPIY aht SbprcpTIAToly WIS Temaining open to discussion
Models proper work ethics and practices

@6

Teate
Documentation

K51

Add Delete Spell Print
Attachments Attachments Check Send To Preview Help

Select Next Reviewer |~ |
Performance Cover Sheet Performance Objectives |Performance Expectations | Performance Summary Audit/Attachments

State oI Idano

Save Delete Exit

Employee Performance Evaluation

Employee Name BART DAVIS Job Title: SENATORS
PCH: 9090 Division/Unit:
Supervisor/Manager: SEATTLE WASHINGTON-100

Review Period: From Date (mmiddiyyyy)  0/03/2013 To Date (mmiddlyyyy) 06/14/2013

EMPLOYEE PERFORMANCE EXPECTATIONS

The following rating levels are examples of the performance expectations employees would be demonstrating when

t one of the three levels: Achieves Performance, Solid Performance, or Exemplary Performance. Thes:
examples are meant to assist the supervisor and employee during the performance evalugtion discassion in
identifying the current level of performance. In addition, this should assist in describing what additional
behaviors the employee would need to demonstrate to achieve a higher rating. These examples are not intended to
be all inclusive,

PERFORMANCE EXFECTATION: PROFESSIONALISM
This performanca expectation evaluates the employes's competence in quality of work, dependability, adaptability/fleibility,
confidentiality, and respect for others.

Show expectation

* Exemplary Performance: This rating is used for special circumstances for employees that should receive special recognition
for assigned projects that are completed with significant results and have a significant impact on agency business.

~' Solid Performance: This employee exceeds performance expectations.

Achieves Performance: This enployee neets pertormance expectations OR this enplayes 19 developing new skils, gaining
new knowledge, o new to the position.

Does Not Achieve Performance: This employee's performance needs improvement OR is unacceptable in accordance with
Rule 190, 162, and 155,

) NA Not Applicable

COMMENTS v

pOC! TATION

Date Comments

Documentation

Move to
Create

2/11/2015
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Create Documentation

1. Click on Create Documentation on the menu bar.
A new window will open.

2. Provide a BRIEF description of the event. Make this
a short-name. Details will follow.

3. Identify the details of the event; when the event
took place, where it occurred, who was present,
the outcome, impact to the agency, relationship to
the performance expectation and the policies and
procedures, when you talked to them about the
event, the follow up required, consequences, and
suggestions for improved or continued
performance. Continue to scroll down for each
area; it is not a requirement to use all areas.

4. Check Spelling. Remember you can do this in each
field or check the entire document at one time.

5. If you wish, you can link the documentation from
the menu bar that displays in the new window.
Select one of the performance expectation
categories from the Add Link to Evaluation drop-
down list. Once you have selected the category,
click on Add Link to Evaluation. The
documentation will appear in the evaluation with
the assigned performance expectation. The Link to
Evaluation field is ONLY available when the
documentation is initially created.

6. Click Save as Draft if you wish to continue working
on the comments, OR

7. Save as Completed if you are done with the
comments. All documents must be complete
before being routed for review.

8. You can view, review, or edit the documentation
from the Audit/Attachment tab.

9. Under Documentation, click on the date of the
desired document to open. The documentation
will now also show on the main page of I-
PERFORM.

) ]

Use this Documentation tool for positive as well as
negative feedback. You can use it while writing the
evaluation or capture notes all year long for easy
recall and access. NOTE — the documentation and
attachments are visible by the employee once the
evaluation is finalized, and is discoverable.

Division/Unit DHR

101201 To Date (mm/dd/yyyy) 110722012

Last Routed

PCHN:
Work Unit:

Employee Name: DEMVER C COLORADO Today's Date: /072012

State of [daho

enate

Empl

9090 Job Title: SENATORS
DHR. isor: SEATTLE WASHMNGTON-100

October

What was the

Problem Solved!

When did it o

- ©
v

O

14, 2012

Save as

Spell  Save Print
M Completed Delete Check asDraft  Preview  Exit  Help

PROMOTING RESPONSIBLE GOVERNMENT
CUSTOMER FOCUS

For notes that you DO NOT want the
employee to see, use the Supervisor
Employee Notes function described
on pages 23 - 26 instead.

2/11/2015
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Add Attachments

In addition to creating documentation during the year, or at the time of the evaluation, supervisors can also add

attachments to the online file in I-PERFORM. These will be available for reference as you finalize an evaluation and will
remain attached to the evaluation.

1. Click on Add Attachments in the main toolbar; a
new window will open.

2. Create a documentation title that will help you
determine where to utilize the comments within
the evaluation document.

3. Browse for thefile, it can be any type of file.

Click Save & Close.

5. You will now be able to see and open the
attachment by clicking on the Audit/Attachments
tab.

6. To open the attachment click on the attachment
name.

Supervisor/Man

Review Period:

E

Add Attachment

Title: Feedback from ITD 9

(Attach new file here C:\Usersitdeninno\Desk | Browse.

T TIET

, operating pri

d program implementation, which has contributed substantially to

situation that may cause future problems

SOLID PERFORMANCE:
Emplogee meets and cften exceeds
performance such as

listed at Achisves Perforr level AND consistently demonstrates

o Reliad upon to provide consubation or techrical assistance within agency
g5 eactoes to imroge swork wore hance cusomer safigact

o Adars b nrocessp: £ LUt n naure excellence in daile sork
\/ b d

Like documentation, these are visible by the Performance Cover Sheet| Performanoe Objectives Performance Expectati rmance Summary
employee once the evaluation is complete, Buplores Nemer | DENWER CCoLORADD i p—
. PCN: 9090 Division nit: DHR
are also discoverable. SuporvisorMansger:  SEATTLE WASHNGTON-100
fetew Tasiod: Erom Date (mmiddiyyyy) 11012011 To Date (manddlyyyy) 1110712012
Documentation:

Camplete
Complets
c Complete
12 Link this to professionalism Draft
11/09/2012 2nd lnk to prfessionalism Drat
Status Originator Carrent Approver Last Routed
Draft SEATTLE WASHINGTON-100
ime: P Audit Trail
11/07/2012 09:37:13 AM SEATTLE WASHINGTON-100 - Created

11/07/2012 10 4317 AM SEATTLE WASHINGTON-100 - Saved as Draft

Return to Supervisor for Comments:

Date Comment Reviewer

Attachments:

Attachment Name

‘eedback from ITD

2/11/2015 -13-
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Supervisor Employee Folder

Added to I-PERFORM as part of Phase Il, the supervisor employee folder allows supervisors to keep documentation
throughout the year, which can either be:
1. Attached to a current evaluation. When the evaluation is marked complete the note will be visible by the employee.
2. Added to the notes, never visible by the employee.

As with all documentation, remember that it should be written for a juror’s eyes — fair, consistent, and objective. It is
important that it creates credibility for the manager and shows consistent treatment of employees.

RULES

1. Describe expectations presented to the employee. Employees should know what their supervisor’s expectations are.
These may be performance standards, company standards, and policies and procedures. Employees can generally find
these expectations in job descriptions, written performance goals, ethics statements, attendance policies, and in
employee handbooks. They should have been discussed, and understanding of them achieved.

2. Describe the behavior or performance that must change. Here, the documentation should describe the
“performance gap”: the difference between desired behavior (expectations) and the actual conduct. It is critical that
supervisors focus on the conduct at issue, not the person. Provide only the facts and avoid interjection of opinion or
assumptions. Be careful when using legal terms or conclusions in the documentation. For example, a supervisor
should not write that an employee was “drunk” at work. Instead, the manager should describe the behavior (i.e.,
slurred words, stumbling, etc.) and what action was taken (i.e., the employee was referred for a blood test).
Professional and effective documentation provides a description of fact, not a diagnosis or judgment.

3. Include the employee's explanation. First, ensure that the employee understands why the behavior or performance
must change and how the gap affects overall operations. As a matter of fairness, the employee should be given an
opportunity to explain why the behavior is occurring or why a performance standard is not being met. This can
provide the employee's supervisor an opportunity to help the employee correct the problem and “ties” the employee
to his or her story.

4. Detail action plans and goals. Note the steps the employee will take and the steps the supervisor will take to help the
employee achieve the desired results. Reach an agreement with the employee on these plans and goals.

5. Describe the potential consequences. Let the employee know what will happen if the behavior or poor performance
continues.

6. Include a time expectation for correcting the behavior. The time can be a general time frame, such as by the next
meeting, or it can be a specific time, such as within one month. If the manager sets a specific time, such as 30 or 60
days, the manager must follow up at the end of the time period.

7. Discuss and complete the follow-up. This step is critical to effective documentation and the overall performance
improvement process. Here, the manager should note the results of the action plan and whether goals have been met
or amended.

Adapted from 7 Bullet-Proof Rules for Documentation, HR.BLR.com
June 30, 2009 Patricia M. Trainor, J.D., Legal Editor

2/11/2015 -14 -
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Create Supervisor Employee Notes

Access the Supervisor Employee Folder from the I-PERFORM Main Screen.

1. Click on Supervisor Employee
Folder from the home screen.

Home Create Supervisor Notes Help Logoff

State of
2. Select the appropriate location. ‘"DA]__IO
3. Select the employee for whom you I-PERFORM
wou Id I|ke tO document Welcome:! SEATTLE WASHINGTON-100
Performance
performance. Evaluation o
4. Click on Create Supervisor Notes at | performance Selectpersomme ansgemen Locaton FOUTRA TR 9
. Review = -
the top of the screen in the menu EENJAMIN ADAVS 100959 —
b Supervisor DENVER COLORADO-1 DD-QDQDL[
ar. Empl
. ngl;;yee Employee Notes
5. You can view any created notes or ; Tast Modificd Deoseription Tote Type
. L. by Evaluation 5/28/2013 9:00:25 AM Try #3 docurnentation
documentation by clicking on the 6 5/28/2013 9:00:26 AM Attendance Notes
. . . 5/28/2013 9:00:26 AM dfasdf attachment
appropriate item from the list. 6/18/2013 0118140 AM attendance Motes
If vou need additional assistance or have questions on these supsrvisory
procedures, please click on the help button.

¢ Effective documentation should be created at or close to the time
of the incident.

| Documentation should also include the date (with the year) and
¢the employee's full name at least once (after that initialscan be
used).

| If possible, the manager or supervisor should obtainthe
employee's signature to verify the discussion.

2/11/2015 -15-
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This screen will allow you to enter either:
a. An attachment: any
document existing outside of
I-PERFORM that you would

Spell
Delete Check Save Exit Help

State of Idaho

||ke tO |mp0rt tO serve as Employee Perfor:gggteesupervisor Notes
documentation. This would be — S o —
visible to the em ponee when Sipbrvisor: %3%?1’&%’1‘01\1—100 Dapgon/umit 7/18/2013
the evaluation is marked

Complete. Type: Aftachment -

Brief Description:

b. Documentation: any
information that you would

) . [Attachment:
like shared with the employee Tige
. . Attach new file here:
once the evaluation is marked r——
complete.
c. Notes: any information that
you would like to retain as Delete Chock Save  Exit
part of the employee record. 9
This information is like all State of Idaho
dOCU mentatlon a nd Ca n be Employee Perrorﬁ::acteesupervisor Notes
used in court. It is NOT visible Employee Name BART DAVIS Job Title SENATORS
ggtmsor: g?«:%g'rrm D;vtglonmmt 07/16/2013 ‘
to the em ployee unless you WASHINGTOR-100
mark it for the specific
. Type: MNotes -
eVaIUat'on NO Brief Description:
documentation should be a e @

surprise to an employee.
6. Select the desired type. -~
7. Add a BRIEF Description of the @2i;iaiiaiiiif“ieisiid”iii What happend and he sated he nad car probiens. 1 eld im I expect him
situation. To call when somerhing happems that causes him to be late. fe stated he weld.
8. Create your Notes, following the
guidelines discussed at the beginning
of this document.
9. Click SAVE. The window will close and
you will be returned to the Main

Category: FeedbackonPerformance ~

Home Create Supervisor Notes Help Logoff

Screen. . . . TR
10. The note will now display on the main WO
screen under the associated ] I-PERFORM
employee. Click the date to view the Welkema SERTIEEIHASHRIGTONE100
Performance
note. Evaluation
o SeteaEmpioeeName el

BART DAVIS-100-9090 |2
BENJAMIN ADAMS-100-9595 —1
DENVER COLORADO-100-9090 x|

Supervisor

Employee
Folder Employee Notes

Last Modified Description Note Type
My Evaluation 17/2013 4:32:13 PM  dfasdf attachment

4/17/2013 4:41:44 PM Try #3 documentation
5/21/2013 3:31:44 PM  Attendance s
6/18/2013 9:18:40 AM attendance
7/5/2013 3:10:11 PM  fas
7/18/2013 9:16:54 AM Ii,?],?,la‘:‘d Attendance
7/13/13

If you need additional assistance or have questions on these supervisory
procedures, please click on the help button.

2/11/2015 -16 -
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Delete a Note

1. Click on Supervisor Employee Folder.
Select the appropriate location.
3. Select the employee for whom you would

N

Help Logoff

like to document performance. State of S
4. In the field marked Employee Notes will be a ]DN—]O Y%
list of all previously created notes. Select the Welcams: SEATTLE WASHNGTON-100 [-PERFORM ;
note you wish to delete; click on the date to Evatuation
open the note. Patormanes | JiE s ::::‘::::71“;7;9 y
5. A message displays to verify your intent to Supervioe) o BENAMN ADAS 00003 B,
delete the note. This action cannot be s Eice e e oo
undone. If you wish to contine, click OK. My Braatig NI LZRSZ M e s Anndane nates
6. The window will close and you will be .
returned to the Main Screen. i =

9 |_e_\ Are you sure you want to DELETE this decument?

Move to
Performance
Summary

[ o || Cconcel

2/11/2015 -17 -
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Performance Summary

1. Click on the Performance Summary tab. concer EL
2. Enter comments that describe the Performance Cover Sheet . Performance Objectives | Performance Expectations | Performance Summary | Audit/Attachments
employee’s overall performance in the o
Summary field. Consider all of the o AR on
expectation areas ratings assigned Employee Name: DENVER C COLORADO Job Title: SENATORS
. ! h ! gt?;‘ervisurlhlanager: g?EQAnTTLE WASHINGTON-100 Division/lnit PHR
documentation, and other comments. ortow Periot . map0ut ey L1/ [P

Comments should be specific and reflect all
sections of the evaluation.

PERFORMANCE SUMMARY

Use this section fo summarize the employee s performance for the review period. When providing

3 . Be I ow th e Perform ance Summary f| e | d S yo u comumerts, consider the yee’s p 1 agzist objectives, key issues from the Employee
Performance section above. and strengths/potential improvemeats, v
. Summary!
will see Agency Goals and Performance -
Objectives for Next Review Period. This 9
section is for o] lanni ng theu pcom i ng AGENCY GOALS AND PERFORMANCE OBIECTIVES FOR NEXT REVIEW PERIOD
eva | u atio n pe rio d . Th e te m p I ate d es | gn ed 9 55;{2[;3;ﬁ:g;iﬁjs;zgfb;:;f:;dpsﬁ‘ormsncs objectives for the next review period. You may add

into I-PERFORM allows you to articulate, and Select Goals and add Pexformance Objectives:

Use the following section fo create Performance Objectives tied (o the sirategic goals of the agency, From the drop down list

d ocumen t, th e ex p ec t a tl ons an d Ziff:: Zs Eigngz?jﬁ vou want to ereate a Performance Objective(s), A box to ereate the objective(s) will display below
developmental objectives for each of your .
employees. When creating goals, be certain Esuelovee Development Plan

to connect the individual’s goals with the 6 %ésgiiéﬁéjﬁiiffi‘lﬁii??!5/2235;1{5754‘2’”5’!"’?9 d’”fb“ ""gj'ejf”f e Gaveiopmant sctnies (og the
strategic goals of the P e e
agency/division/department. Through Develpment Objective 711

many employee engagement surveys Ohpctie Desciption ”

conducted employees want to know their

job matters; that they make a difference to

Status Update:([Date} Percentage Complste:

the overall success of the organization. It is a prime motivator.

4. Select the agency goal you would like to set as an expectation from the drop-down list. You may add/delete
goals, as described in this section. Once the agency-wide goal is selected another field will open for you to enter
the objective(s) as related to the goal and the job of the employee. To add additional objectives click on Add
Performance Objectives. Add the due date for the objective. Make this date realistic. If it is long-term or
continuous, you can use the status updates dates for setting and following up on milestones. When you meet
with the employee to determine their progress toward the goal, enter the date of the update.

5. Use the Employee Development Plan to insert development objectives which will guide the employee for the
next review period.

2/11/2015 -18-
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Finish the Evaluation DRAFT - Cover Sheet

1. Move back to the Performance Cover foedy for  Ceone

Documentation

Sheet.
2. Based on the entire evaluation, assign an
Overall Rating by clicking on the b, NSRS
H Employee Name DENVER C COLORADO Job Title: SENATORS
appropriate button. fo - e o
3. C||Ck Save. Supervisor/Manager: SEATTLE WASHNGTON-100
. . Review Period: From Date (mmiddlyyyy) 11012011 To Date (mmiddiyyyy) 11/07/2012
4. You can either close the evaluation and
come back to review it again, OR LEL L
5. Send it for review according to the e e s
routing process of your agency. This B —————————
process is diagramed on pages 30-33. Exemalacy Partormance: Ts rain s wed o specil cocumsances

projects that are comp with significant results and have a significant impa

that should receive special recoguition for assigned
business.

ceeds performar

pectations.

» meets performance expectations OR this employee iz developing new skills, gairing new knowledge,

Does Not Achieve Performance: This employee’s e mance needs img ORis le in accordance with Rule 190, 152,
and 153,

NA Not Applicable
EMPLOYEE COMMENTS:

e (4)

[« Print
eview Help

Teate Add Delete Spell Tl
Documentation Attachments Attachments Check SendTo [EELRURMERICICHRY save Delete  Exit Pr¢

Performance Cover Sheet | Performance Objectives Performance Expectaions  Performance Summary  Audit/Attachments

State of Idaho

Senate
Employee Performance Evaluation
Employee Name DENVER C COLORADG Job Titler ENATOR:

PCH: 9090 Division/Unit: DHR
Supervisor/Manager: SEATTLE WASHINGTON-100
Review Period: From Date (MMAANYYY) 11012011 To Date (mmiddiyyyy) 11/07/2012

e of Review:

@ Annual Review © Entrance Frobation © Prometion Prebation

If the draft is
complete...
Time to Route!

2/11/2015 -19-
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Route the Performance Evaluation

Routing the document is basic in its concept. Depending on your agency’s policies and procedures you may have one
person to route the document to for review, or you may have multiple, generally including your supervisor and HR.
Following is the basic routing process, which can be very dynamic depending on the comments of the reviewer and
manager, and the processes the agency has put in place. The reviewer’s process is discussed later in this document.

10.

2/11/2015 -20-

Review each tab of the review to ensure that all
are complete, including any added
documentation.

When ready to send the DRAFT evaluation click

on the drop-down list for Select Next Reviewer.

Select the person you want to send the
evaluation to first, following your agency’s
process. If a specific reviewer name is not listed,
check with your HR representative, who also
serves as the administrator for [-PERFORM.
Click Send To.

A system-generated email will be generated to
the reviewer to complete their review of the
performance evaluation, add comments, and
return to you. Comments from the reviewer will
be returned via email. To understand the entire
review process, see the Reviewer User Guide for
the step-by-step detail. See page 7 for
additional information on the reviewer role.
When the reviewer returns the evaluation you
will again open the evaluation to read their
comments, if any. To make changes navigate to
the appropriate location and make the changes.
SAVE.

Return it to the reviewer for final approval.
Depending on your agency’s process, this may
require sending and resending to each reviewer
each time the document is changed.

When the reviewer is done with their review
they will route it back to you with one of two
possible statuses; Draft or Review Complete.
Watch the I-PERFORM evaluation status area
and your email to see when it is complete.

Create

Ada Delete spell
Documentation Attachments Attachments Check Send To [EECHUCUACMCICEA Save Delete  Exit

Pertormance Caver Sheet | Performance Objectives . Pertormam ROUTING FOUR ;umEj Audi/Attachments

Employee Lzl
ploy Approver

Select Next Reviewer
ADA COUNTY-100
State of Idaho

enate
Employee Performance Evaluation

mployee Name DENVER C COLORADO Tob Title: SENATORS

PCN: 9020 Division/Unit: DHR

Supervisor/Manager: SEATTLE WASHINGTON-100

Review Period- Erom Date (mmidd/yyyy) ToDate (mmiddiyyyy)

11/01/2011

1072012

e of Review:

® Annual Review () Entrance Probation ) Promotion Probation

I-Perform notice

SCOapps_Admin/SCO.APPS@apps.sco.idaho.gov
Thu 10/25/2012 4:55 PM
Terri DeMinna

Evaluation for KATHLEEN OSBORN-194 is ready for your review.

Print
Preview Help

This process could become cumbersome. Avoid
this by having a conversation with the reviewer to
discuss questions, comments, and/or concerns
BEFORE initiating the routing process.

This way, the reviewer will be able to simply mark
the evaluation as complete.
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After the Review of the Evaluation Draft

1. When all reviews are done and the evaluation
draft is ready, print the evaluation for use during
your face-to-face meeting. Select Print Preview.
A new pop-up box displays.

2. If the formatting is off, follow the steps outlined
in the General Navigation section of this
document. When ready to print, select Print.

| |
Y |

The document is still considered a draft at this point.

Working collaboratively with the employee and your
manager will allow the best opportunity to make the
evaluation meaningful for all involved. See the next
pages for further descriptions for sending the
evaluation to the employee.

3. Click Cancel after printing to close the box.

4. After meeting with your employee make any
agreed-upon changes. Route to your supervisor
and/or other reviewers as designed by your
process.

5. When all reviews are complete the last reviewer
will click on Review Complete. This will add
electronic signatures to the evaluation of the
reviewer and the supervisor.

6. Send to employee for their final comments and
signature by clicking on Ready for Employee. At
this point you COULD return it to draft status.

7. The status will now show as Employee Review on
the home screen.

8. The employee will receive an email and
complete their comments and add their
electronic signature. When the employee has
either signed or refused to sign the evaluation
will be automatically forwarded to the
Appointing Authority, if used, for their signature.
If an Appointing Authority is NOT used, the
evaluation is marked Complete.

2/11/2015

Ready for Print
Employee Exit Preview Help

Performance Cover Sheet| Performance Objectives Performance Exzpectations  Performance Summary  Audit/Attachments

State of Idaho

Employee Performance BEvaluation

[Employee Name: DENVER C COLORADO Job Title: SENATORS
IPCH: 9030 Division/Unit: DHR
Supervisor/Manager: SEATTLE WASHINGTON-100

Review Period: From Date (mmiddiyyyy) 11012011 To Date (mmiddiyyyy) 11/07/2012

Type of Review:

© Anmal Review ) Entrance Probation ) Prometion Prebation

Transfer () 3eparation from 3tate Service () Other

Overall Rating: This document is an evaluation of the emplovee's performance since the last evaluation.

© Exemplary Performance: This rating is used for special circumstances for employees that should receive gpecial
recegnition for assigned projects that are completed with significant results and have s significant impact on agency

Stata of Idaho
Employee Performance Evaluation
Employee Name DENVER € COLORADO Job Title: SENATORS

PCN:

Division/Unit: DHR

Supervisor/Manager: SEATTLE WASHNGTON-100

Review Period: From Date (mmiddlyyyy) 11012011 To Date (mmiddiyyyy) 1100772012

Print Instructions Print Cancel Help

Employee Performance Evaluation

Employee Name: DENWER C COLORADO Job Title: BENATC
PCH: anan Division/Unit: DHR
Supervisor/Manager: SEATTLE WASHINGTON-100

Review Period: Erom Date (mm/dd/yyyy) 11/01/2011 To Date (mmiddiyyyy) 11/07/20

Type of Review:

Annual Reviesw

Overall Rating: This document is an evaluation of the employee’'s perfermance since the last evaluation.
EX

EMPLOYEE COMMENTS: Ffexse moie [f you kave questions or comcerns regarding the comtent of your evalus io
Tstga £a8 evaludfom or Teifuse fo wga’ fhe avaluados, inslesd comizci your supervisor fo discuss Also, if yox meed
space for your comments, please contactyour Supervisor

(Sigas are sckgow s ghis
6 been diseussed vt fre employee. )

SIGNATURE SECTION-

DENVER COLORADO-100 1/16/2012 3141122 PM
Employee Signature Dat
(Signzfure acinowledges dicusson of evalusfon, buf does noinecessaniy ate
mply sgreamant
SEATILE WASHINGTON-100 11/16/2012 1:3:26 P
Supervisor Signature

2ad kay 1 hitigias hava Date

11/16/2012 95331 AM

ADA COUNTY-100

Reviewer Signature Date

-21-
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Choices for Sending to Employee

There are a couple of ways you can approach preparing for your meeting with the employee once the review process is
complete. This section outlines both options.

Not sending to the Employee prior to Meeting

1.

When all reviews are done and the evaluation
draft is complete, print the evaluation for use
during your face-to-face meeting.

Select Print Preview.

If the formatting is off, follow the steps outlined
in the General Navigation section. When ready
to print, select Print.

Click Cancel after printing to close the box.
Meet with the employee. If changes have been
agreed to, make the changes in I-PERFORM and
follow the routing process again as described in
this document.

Select Ready for Employee.

The employee opens the evaluation and adds
comments to the cover sheet and sign or refuse
to sign the evaluation.

it

Review

Review

2/11/2015
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Sending to the Employee prior to Meeting

I 1. When all reviews are done and the
evaluation draft is complete, select Create
Ready for Employee.
2. The screen closes, and the evaluation is : :
Sign Review
sent to the employee.
3. The employee opens the evaluation and

begins reviewing the ratings and
comments. They can now also add

comments to the cover sheet and Sign Send to
or Refuse To Sign the evaluation. Employee
4. Meet with the employee. If changes

have been agreed to, make the changes
in I-PERFORM by first selecting Return to
Draft Status.

5. You will receive a notification indicating
that the signatures will be erased and Review Meet
returned to draft status, and asking for

you to select OK or Cancel. The

Audit/Attachments tab will reflect the
change. Revise Return to
6. Make the changes in I-PERFORM and Draft

follow the routing process again as
described in this document.

Send to
Employee

The difference in these two methods is when the
employee can see the evaluation and have the ability to
add comments and sign or refuse to sign the document.
Consider the impact of the employee seeing the
evaluation before you have had a chance to meet with
them. If you have had ongoing conversations about their
performance, the latter process would not be an issue.
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Return to Draft Status & Status Descriptions

Supervisors have the ability to return an evaluation to a draft status depending on the current status and the stage the
evaluation is in within [-PERFORM. Returning to draft status does not delete information already typed in the evaluation
but simply erases the reviewer and/or supervisor signatures from the cover page. The supervisor can return the
evaluation to draft status UNLESS the evaluation is in ‘Pending Review’, ‘Complete’, or ‘Transmitted’ status.

There are several stages of the performance evaluation routing process:

Draft Status Draft Status indicates the performance evaluation is still in the hands of the supervisor. It will
remain in a draft status until the supervisor either sends it for review or sends it to the
employee. Anything on the evaluation can be changed by the supervisor at this stage.

Pending Review Pending Review indicates the performance evaluation has been routed from the supervisor to
any pre-determined reviewers as indicated per agency process. The evaluation will remain in
this status until the reviewer routes it back to the supervisor with any comments. While in this
s;c]age the supervisor is only able to view and print until rerouted back to the supervisor from
the reviewer.

Pending Supervisor  Pending Supervisor status indicates that the reviewer has returned the evaluation to the
supervisor to make suggested changes or to route it to another reviewer in the process.
Changes on the evaluation can be made by the supervisor at this stage.

Review Complete Review Complete indicates that the final reviewer in the agency’s process has reviewed and
approved the contents of the evaluation, and had agreed the review is now ready to be shared
with the employee. The supervisor may return the evaluation to draft status which erases the
reviewer’s signature. The routing of the evaluation to the reviewers would start over.

Employee Review Employee Review indicates the evaluation has been forwarded by the supervisor to the
employee to review and provide their comments and electronic signatures.

Awaiting Final Each agency has the option of utilizing a role called Appointing Authority. When a person is
designated into that role, they must review and provide final approval of all agency evaluations

Approval before it can be uploaded into the DHR Performance Evaluation application.. If the status
indicates Awaiting Final Approval, the designated Appointed Authority has not yet completed
this action.

Complete Complete Status indicates that the all signatures have been added and the evaluation is final.

To make changes on the evaluation contact your agency HR Representative.

Transmitted Transmitted Status indicates that the evaluation has been uploaded to DHR Performance
Evaluation application.
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Tips: Copy and Paste into I-PERFORM

When you first use I-PERFORM there is information required that is not pre-populated. You have choices; you can either
re-enter all of the information needed, or copy or paste it from any other document.

ERROR:

When copying and pasting directly into I-PERFORM
you may see interesting characters where you did
not see them before.

Because there is so much formatting within
documents, some that you are not even able to
see, it is important to strip all of the formatting
before inserting into I-PERFORM. This will prevent
characters and formatting that make it difficult to
read the information.

How To:

1. Open any document or email that contains
information required. Use your Microsoft
Word copy feature to select the data you
would like to copy.

2. Click on the Start icon in the lower left
corner of your monitor screen.

3. Inthe Search programs and files field, type
Notepad.

4. A new window will open, allowing you to
now paste the information you copied into
the open field. You will notice the lack of
formatting available.

5. Now that the formatting is erased, you can
again copy and paste it into I-PERFORM
without carrying “junk” with it.

EEY RESPONSIBILITIES:

List the employee's key responsibilities or primary purpose:

Assistant 2 Key Responsibilities

Bring Vicki food on a daily basis.
Lrrange department fun times.

Enswer phones promptly and professionally. Route calls a

&nd, of course, complete other duties as assigned.

]

_I[ Getting Started 3

! Connect to a Projector

Sticky Motes

% Snipping Tool
,.:_/j‘ Paint

.‘,‘ KPS Viewer
»

All Programs

Fe Eit fomd Vv Hip

Music

Computer

Control Panel

Devices and Printers

Help and Support

0n behalf of myself, the committee and attendees of the Idaho Transportation Department 2012 Support Staff workshop I would Tike to say thank you for tak.

1 appreciate that you met with us in advance to assess what our qozls and expectations were and that you adeptly incorporated our Strategic Plan into you
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Help: Allowing/Showing Error Pop-Ups

Understanding errors that are occurring in I-PERFORM
are important to DHR and SCO so that they can be
identified and fixed. To help with that endeavor please
take steps necessary to display errors as they occur. You
only need to do this when working within I-PERFORM.

To change the settings to display the errors:

1. Open Internet Explorer. Select ‘Tools’
from the Menu Bar.

2. Click on ‘Internet Options’.
3. Click on the ‘Advanced’ tab.

4. Click within the box labeled ‘Display a
notification about every script error’.

5. Click ‘Apply’.
6. Click ‘OK’.

7. Press PrtScn on your keyboard to create
a screen capture of the display.

8. Either paste the screen capture into the
body of an email or a Word document.

9. Send an email with a description of the
situation along with the screen capture
and/or Word attachment to
iperformhelp@dhr.idaho.gov.
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Delete Browsing History.. Ctrle Shufts Del

Curts Shifte P

S Favorites

W B We

| &5 Hotrmail - tderwnnod

InPrivate Browsing

) Protected mode is currently ¢ Reopen Last Browsing Session

InPrivate Filtesing Ctele Shidte F

InPrivate Filtesing Settings
Pop-up Blocker
SmastScreen Filter
Manage Add-ons

Compatibility View Settings

State Engioyess ™

Windows Update
Developer Tocls

OneNote Linked Notes
Create Mobile Favorite...

My Accou
Send to OneNote

Intemet Options

ptemet Opiions R

General |Samrity I Privacy | Content I Connections I Programs I Advance: >

tntemet Options . .

‘ General I Security I Privacy I Content I Connections I Programs | Advanced

Home page

@ To

Settings

®
[ Always expand ALT text for images
[ Enable Caret Browsing for new windows and tabs
[ Move system caret with focus/selection changes
[ Reset text size to medium for new windows and tabs
Reset text size to medium while zooming® I
[ Reset zoom level for new windows and tabs

D Browsing
Automatically recover from page layout errors with Compz |
[ Close unused folders in History and Favorites®
Disable script debugging (Internet Explorer)

Disable script debugging (Other)
q [ Display a notification about every script error
|

[¥] Display Accelerator button on selection
‘ |

Browsing histol

7T, Del
"L,' and

[wm. | »

b

*Takes effect after you restart Internet Explorer

Restore advanced settings
Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition.

Reset...

You should only use this if your browser is in an unusable state.

@@ Some settings are managed by your system administrator.

6 S
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[-PERFORM Glossary

Agency Goals

Statements describing what an agency intends to accomplish, stemming from the
agency's strategic plan.

Developmental Objectives

Specific actions related to training and educational needs that are included in the
development plan.

Documentation

A record of employee performance and behavior.

Effectiveness

The degree to which an individual, organization, or group produces a desired result.

Efficiency

The degree to which an individual, organization, or group produces a desired result
(productivity) with a minimum expenditure of time, effort, money, or resources.

Employee Development Plan

A documented form of shared discussion where managers or supervisors work
together with subordinates to identify objectives, resolve performance-related
concerns and determine and create an appropriate development plan designed to
stimulate an individual’s professional growth by increasing his or her skills,
knowledge or abilities(i.e.: training, education).

I-PERFORM

A web-based performance management tool developed for State of Idaho
employees.

Key Responsibilities

Primary functions of an employee’s job.

Mission

The expression of an organization’s vision.

Objectives or Goals

Short-term, measurable steps within each key responsibility that clarifies
performance expectations.

Performance Evaluation

An assessment of an employee’s performance based on established expectations for
the position.

Performance Expectations

Describes desirable level of competence an employee would be demonstrating at a
particular level.

Performance Improvement
Plan

A formal process designed to facilitate constructive discussion between a
subordinate and his or her supervisor and to clarify the work performance to be
improved. The performance improvement plan, or PIP, as it is sometimes called,
identifies performance and/or behavioral issues that need to be corrected and
creates a written plan of action with time frames to guide the improvement and/or
corrective action.

Performance Management

A strategic and integrated approach to increasing agency effectiveness by planning,
assessing, and measuring both employee and agency performance.

Performance Measurement

The ongoing monitoring and reporting of program accomplishments, particularly
progress toward agency goals.

Performance Measures

A quantitative or qualitative process for evaluating progress toward agency goals.

Performance Summary

A narrative explanation of the overall performance of an employee.

Rating Levels

An assigned level of evaluated performance (Exemplary, Solid, Achieves, Does Not
Achieve).

Strategic Plan

A document that outlines the long range goals of an agency in support of achieving
its mission and vision.
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