Employee Performance Manager Signature Process for All Evaluations

For 6-month Initial Evaluations (two types):
(1) Department Probation: 6-month evaluation - when employee is from another department. (2) Initial Probation: 6-month evaluation - when employee is new or in a new position.

NOTE: Notify the Park District HR Contact, 951/955-4332, if the evaluation type does not appear to be correct.

1. Logintothe EPM http://hr.web/pm/Login.aspx. Select your employee from

Employee Name =mpleyee Home | Licensure | Evaluations 44— . . - . A
My EmbloveessName The tab choices the list on the left. {Obtain a Training Manual from an EPM Administrator.}
Ch‘;'”ie whenyou | 5 Select the Evaluations tab (see sample to left).
select a new
[Feopieson oot A screen. 3. Select the Evaluation due. This takes you to the Evaluation Home tab.

,/ {NOTE: Not all screen shots are shown.*}
Evaluation Home | Job Description  Physical Rqrmts | Competencies Rating  Notes 4 GO to the ACtions bOX, SEIECt Import Data, and SeIeCt From a Template-

Employee Name

Mv Emolovee>>Name  d Evaluations >>Evaluation Home 5. Go to the Division Heading the employee works for (Admin, Bus. Ops.,
Evaluation Detail Operations, Recreation, etc.)
Evauation Type: el Fooztion Select the appropriate job title template.
Evaluation Due Date: ATI2018
Evaluation Status: Frojectad 7. Select Success Competencies. Select Import.
S — Sl 8. Onthe new tabs at the top, select Competencies. Select Success
Ao Competencies. Select NA on the ratings (because Probationary Evaluation).
Prit. Evaluation Dral 9. Select Add New Competency. Type Future Goals in the description and type
l\n(;r\tt:r':}larat\nmms are required before an evaluation can be finalzed. the fUture goals IISt SeleCt NA on the rating' SeIeCt save'
10. Select the Ratings tab. Select Edit. Select Meets Performance. (Discuss
Employee Name Evaluation Home | Job Description | Physical Rqrmts | Competencies | Rating | Notes "be|OW performa nce” ratingS Wlth your Su perViSOF or Kyla BrOWn.) In the
My Emplovee >> Name | Evaluations »» Evalustion Home Evaluation Comment box type, “The evaluation was given verbally on
Evaluation Detail (date)”. Select Save.
S e 11. To see the completed evaluation, select the Evaluation Home tab. In the
Evaluation Status: Due Actions box, select Print Evaluation Draft. DO NOT PRINT, just review.
Employee Position: 85077 - POOL SUPERVISOR - PARKS (5/12/2016) . . . .
12. DO NOT FINALIZE. Notify your supervisor that the draft is ready to review.
‘:‘?‘t‘:"f — 13. After your supervisor approves the evaluation, select Finalize Evaluation.
e 14. Print two (2) copies of the Competencies and Goals. (One for the employee

and one to attach to the Ratings\Acknowledgment form.)
Supporting Documents

Unloag New Docymen 15. Print the acknowledgement form.

16. Review the evaluation with the employee. Give employee a copy of the
competencies and goals. Follow the routing instructions on the next page.

Page | 1 *See Training Manual in EPM Program, Resources section, for detailed step-by-step instructions and screen shots. Personnel\EPM Process 9/28/2020
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Employee Performance Manager Signature Process for All Evaluations

For 6-month Initial Evaluations (two types):

(1) Department Probation: 6-month evaluation - when employee is from another department. (2) Initial Probation: 6-month evaluation - when employee is new or in a new position.

Or Annual Evaluation or Performance Recognition Plan

NOTE: Notify the Park District HR Contact, 951/955-4332, if the evaluation type does not appear to be correct.

Employee's
Supervisor

(Evaluator)

(Evaluator's)
Direct

Employee's
Supervisor

(Evaluator's)
Direct

Supervisor

(Evaluator)

Supervisor

eComplete draft
evaluation (see the
instructions on the
opposite side for
probationary
evaluations)

*Do not finalize

e Notify your Direct
Supervisor the draft is
Ready for their review

eReview draft
evaluation

eAddress any concerns
with the evaluator

*Notify evaluator of
your approval to
finalize

eFinalize Evaluation
ePrint Acknowledgement

page and two (2) copies
of evaluation

eReview Evaluation with
Employee & provide a
copy. Both sign
Acknowledgement
°Keep a copy of the
Acknowledgement form
until you see the
Evaluation Status says
complete in EPM

eLet employee know (s)he
has 15 days to add
comments to EPM
eSend original
Acknowledgement page
& Evaluation to your
Direct Supervisor

eDirect Supervisor signs
Acknowledgement
page
(on Department
Manager Signature
line)

eSend evaluation
packet to the Assistant
Director (A copy of the
evaluation and the
signature page)

eSign
Acknowledgement
page
(on Additional
Department Signature
line)

*Send to HR Contact

eFinalize in EPM

Acknowledgement

(on Administrator
Signature line)

eFile in Employee File

FOR PASSWORD RESETS, TEMPORARY ACCESS, OR PROGRAM CHALLENGES, NOTIFY THE PARK DISTRICT HR CONTACT (951) 955-4332.
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*See Training Manual in EPM Program, Resources section, for detailed step-by-step instructions and screen shots.
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