Annual Performance Reviews

The annual performance review cycle is a collaborative process between the direct/

initiating manager, the team member and an (optional) additional manager.

The initiating/direct manager and team member will complete the evaluation
process in Workday to determine a numerical score that indicates a team member’s
performance based on established performance competencies and the team

member’s individual operational goals. See the graphic below for more details.

The Core Values represent Goodwill's principles and standards of behavior; All team members are held to the standards of: Trust, Collaboration, Engagement,
Ownership and Innovation.

Rate performance for each of the Core Values using the scale below:

« 1-Below Expectations: Does not consistently perform to established expectations. Needs improvement to be successful.
* 2-Meets Expectations: Performance is generally successful and has opportunity to grow in a few areas.

» 3-Exceeds Expectations: Consistently demonstrates high performance and serves as a role model to others.
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Steps in the Annual Performance Review Cycle

The direct/initiating manager starts the review process in Workday

The initiating manager requests additional manager feedback (optional step)
The team member submits their self-evaluation in Workday and the additional
manager submits their feedback (if applicable)

The initiating manager submits their evaluation

The team member acknowledges their review

The initiating manager manger submits their final acknowledgment of the

team member’s review



1: Beginning the Annual Review Process in Workday:
Steps for the Initiating Manager

Christine McBride

Workday Systems Facilitator

1. Navigate to the appropriate
team member’s Workday profile
= 2 and click Performance from the

sidebar.
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2. Click the Performance Reviews tab > Start Performance Review

3. In the Review Template box select, Type > Annual Performance Review > Employee

Review (Individual Contributor) OR_ Manager Review!

Note: The “Employee Review (Individual

Start Performance Review for Employee

Contributor)” template should be selected for

e ey ChristineicBide 5 team members who are not in supervisory

Review Template Search

roles and do not have direct reports. In

Period Start Date * & Annual Performance Review

@ ErporeeReven (o contrast, the “Manager Review” template
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4. Select the appropriate period start and end dates.

Start Performance Review for Employee

Employee *| X Christine McBride - : ]

Review Template * | x Employee Review (Individual ... :=
Contributor)

Period Start Date * | 85/22/2024 []

Period End Date * | ©5/21/2025 []
( Cancel

Note: The period start date should be the team member’s anniversary date of hire. The
period end date should be the date before the team member’s anniversary date of hire.
For example, if the team member’s hire date is 5/22 the period start date should be
5/22/24 and the end date should be 5/21/25.

5. Click the orange Submit button

Note: This will trigger the performance self-evaluation task to route to the team

member’s Workday “My Tasks” inbox.

6. Click Open to Request Additional Manager Feedback (Optional) OR click Skip if

additional manager feedback is not necessary.

Start Performance Review Confirmation

Up Next: Jessica Rhoades | Get Additional Manager Evaluation

View Details




2: The Initiating Manager Requests Additional Manager
Feedback (Optional Step)

Note: Additional manager feedback might be helpful if the team member has only been
under the direct supervision of the initiating manager for a short amount of time during
the current annual review cycle (e.g. recent transfer) or if the team member worked on

signiﬁcant projects under the guidance of another manager.

1. Click Open to Request Additional Manager Feedback.

Start Performance Review Confirmation

Up Next: Jessica Rhoades | Get Additional Manager Evaluation

View Details

2. In the Reviewers box, type the name of the appropriate manager and click the orange
Submit button

Get Additional Manager Evaluation Christine McBride B

Reviewers *[ X Jessica Sample -+

Process History

‘a Jessica Rhoades 17 minutes ago
rrrrrrrr formance Review~ Step Completed
Set Review Content— Not Required
3 Christine McBride
A Complete Self Evaluation for Performance Review- Awaitin g Action
y a Jessica Rhoades
Get Additional Manager Evaluation - Awaiting g Action




3. Click the orange Done button.

You have submitted Get Additional Manager Evaluation for Performance Review: Christine McBride &8

Up Next

> Details and Process

Note: The request for additional manager feedback will be sent to the receiving
manager’s “My Tasks” inbox, however, the initiating manager will NOT be notified when
the additional manager has submitted their feedback request. Additional managers will
not be able to rate the team member, but will be able to provide comments. Once the
additional manager has submitted their feedback they should communicate with the

initiating manager that they have completed their feedback.

3: Team Member Self-Evaluation: Steps for the Team

1. Navigate to your Workday “N\y Tasks” inbox to access the perFormance review self-

evaluation.

Self Evaluation: Employee Review 03/28/2024 'ﬁ(
(Individual Contributor): Christine
McBride




2. Select either the Guided Editor or Summary Editor option
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@ Complete Self Evaluation e

Self Evaluation: Employee Review (Individual Contributor): Christine McBride [+=

41 minute(s) ago - Effective 05/21/2025 Review Period
05/22/2024 - 05/21/2025

Welcome to the start of the annual performance review process. To begin, please ensure you have 15-30 minutes of uninterrupted time to thoughtfully
evaluate performance for the past year.

Go to Guided Editor Go to Summary Editor

A simple step-by-step guide Edit everything on one page

Process History

a Christine McBride
Complete Self Evaluation for Performance Review— Awaiting Action

3. Provide ratings and comments for each performance competency and individual

operational goal to complete the self-evaluation.

Competency
Trust
j === Performance Competency

Description
What Trust looks like in action when done well:
« Making relationships as important as results.
« Doing the right thing even when no one is looking.
« Doing what we say we will do.
« Having the courage to resolve differences.
« Respecting the uniqueness of every individual.
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( Save for Later ) ( Close )

4. Click the orange Submit button when complete

IMPORTANT! The manager evaluation will not route to the initiating/direct
manager’s “My Tasks” Workday inbox until after the team member has submitted

their self-evaluation.



4: The Initiating/Direct Manager Submits Their Evaluation

1. Navigate to your Workday “My Tasks” inbox to access the “Employee/Manager Review”

Employee Review (Individual 03/28/2024 {1{
Contributor): Christine McBride

2. Navigate to your Workday “My Tasks” inbox to access the “Employee Review/Manager

Evaluation”

a Complete Manager Evaluation fo

Manager Evaluation: Employee Review (Individual Contributor): Christine McBride

Review Period
03/28/2024 - 03/27/2025

Welcome to the start of the annual performance review process. To begin, please ensure you have 15-30 minutes of uninterrupted
time to thoughtfully evaluate performance for the past year.

< Go to Guided Editor ) < Go to Summary Editor )

A simple step-by-step guide Edit everything on one page

3. Complete the Manager Evaluation by providing ratings and comments

for each perFormance competency and the team member’s individual operational goals.



Note: N\anagers will be able to view the the rating and comments from the team
member’s self-evaluation for each competency and individual operational goal and

the comments from any additional manager feedback (if any).

Competenc _ Vv
PENY | s Performance Competency

Trust

Description
What Trust looks like in action when done well:

» Making relationships as important as results.

¢ Doing the right thing even when no one is looking.
¢ Doing what we say we will do.

¢ Having the courage to resolve differences.

* Respecting the uniqueness of every individual.
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4. Click the orange Submit button when complete



5. Schedule a meeting with the team member to discuss their evaluation. When the
manager is ready for the team member to see their performance review click the orange

Submit button. This will route the manager’s evaluation to the team member’s “N\y

Tasks” Workday inbox.

complete To DO  Schedule Meeting with Employee &3

For Christine McBride
Overall Process  Employee Review (Individual Contributor): Christine McBride
Overall Status In Progress

Instructions Now that you have completed your evaluation, schedule time with the employee.

DO NOT PRESS SUBMIT UNTIL YOU ARE READY FOR EMPLOYEE TO SEE THEIR EVALUATION.

C Save for Later ) ( Close )

Note: N\anagers can wait to submit their evaluation until they are in the meeting
with the team member if they do not want the team member to view their

perFormance review prior to the meeting.



S: The Team Member Acknowledges Their Review

Note: It is recommended that this process takes place during the meeting

with the team member’s manager to discuss their performance

1. Navigate to your Workday “My Tasks” inbox to access the “Employee Review” task

2. Select Acknowledge Review without Comments OR Acknowledge Review with

Comments Note: Comments are optional.
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a Provide Employee Review Comments
QU Manager Evaluation: Employee Review (Individual Contributor): Christine McBride

o . Review Period
Evaluated By ~ Christine McBride 03/28/2024 - 03/27/2025

Your annual performance review is finalized. To conclude the review process please complete the Employee Acknowledgement section below to confirm that
you have received your review; You may also add comments as appropriate.

To access your completed performance review, go to your Workday Profile page > Performance > Performance Reviews.

Thank you for all that you do to help further Goodwill's Mission of Ending Poverty Through the Power of Work.

~

Acknowledgement

Acknowledge Review
without Comments

Acknowledge Review with A v
Comments
Status *
Search =
Comment
Format B I U A = | "

Save for Later > < Close )

3. Click the orange Submit button when complete



6: The Manager Acknowledges Their Review

1. Navigate to your Workday “My Tasks” inbox to access the “Manager Evaluation” task

2. Select Acknowledge Review without Comments OR Acknowledge Review with

Comments Note: Comments are optional.

a Provide Manager Review Comments For
QU Manager Evaluation: Employee Review (Individual Contributor): Christine McBride

o . Review Period
Evaluated By ~ Christine McBride 03/28/2024 - 03/27/2025

Your employee has completed the Employee Acknowledgement step of the annual performance review process.

To conclude the overall process please complete the Manager Acknowledgement section below; You may also add comments as appropriate.
To access the employee’s completed performance review, go to the employee’s Workday Profile page > Performance > Performance Reviews.
Thank you for all that you do to help further Goodwill's Mission of Ending Poverty Through the Power of Work.
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Save for Later ) ( Close ) (i'F any)

3. Click the orange Submit button when complete

Note: The Annual Performance Review process is complete!



