C&:n N« Employee — Manager Probation Extension Evaluation

Note: The Probation Extension evaluation is a back-and-forth process between the employee and manager. This guide
illustrates the processes for both roles in sequential order to provide a complete understanding of the entire Probation
Extension evaluation process.

Probation Extension Evaluations should only be utilized if a probationary period is extended, and the initial
probationary evaluation is no longer available in Connect.

Manager creates the Probation Extension evaluation in Connect.
Manager evaluates employee.

Manager shares evaluation with employee.

Employee reviews and acknowledges evaluation.

L\

Manager & Employee have a review meeting to discuss evaluation (occurs outside of Connect).

5. Employee enters final employee evaluation comments.
6. Manager enters final manager evaluation comments.
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1. Manager creates Probation Extension
Evaluation



cebn Ne( 1. Manager Creates Probation Extension Evaluation

Me Labor Administration Tools Others
QUICK ACTIONS APPS
40 Goals .
A MO) 0
1. From the My Team tab, click the Seniorill Dates
My Team Onboarding Hiring Goals
Employee Summary menu.
:
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C'ecn ne 1. Manager Creates Probation Extension Evaluation

{ Employee Summary

Search for a Person v

Direct Reports
2. Select the employee for
whom you will be ‘
performing the Probation
Extension evaluation. '
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(2]
v




C'ecn ne 1. Manager Creates Probation Extension Evaluation

% Public Info

€

3. Click the Show More

mendu. Public Info

Show More

4. Click the Performance
menu.




C'ecn ne 1. Manager Creates Probation Extension Evaluation

< Performance

6. Select PrObation Review Period ‘Annual Review Period ‘
Extension Evaluation for
the Performance

5. Click the Add button.

Anytime Documents + Add | ~
Document Name. .
‘AII . |
7. Enter the evaluation .
Description. ’ There's nothing here so far.

8. Enter the evaluation

eriod From Date and To .

p . o Anytime Documents

Date remembering this is

for an extended save SR

prOb ationary periOd. *pParformance Dacument Name *To Data
Probation Extension Evaluation 12)31)93 (e
Description *Performance Document Manager

9. Performance Document |
Managelj populates v Dot
automatically. 12721720 ]

10. Click the Save button. 6
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2. Manager evaluates employee



Cennec 2. Manager Evaluates Employee

Me Labor Administration Tools Others
QUICK ACTIONS APPS
40 Goals ..
% MO) MO
1. From the My Team tab, click the Seniorill Dates . -
— My Team Onboarding Hiring Goals
Employee Summary menu.
:
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Cenne 2. Manager Evaluates Employee

{ Employee Summary

Search for a Person v

Direct Reports
2. Select the employee for
whom you will be ‘
performing the Probation
Extension Evaluation. '
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Cenne 2. Manager Evaluates Employee

% Public Info

€

3. Click the Show More

ment. Public Info

Show More

€

Public Info

O\
™® Goals

4. C(Click the Performance
menu. 8/ Skills and

” Qualifications

&> Career
= Development

I
ol Performance

[El Feedback




Cenne 2. Manager Evaluates Employee

Anytime Documents

Note: You can see where you

are in the evaluation process A N
by viewing the Task Probation Extension Evaluation I By
Completion and All Tasks.
Current Task Task Completion
Manager Evaluation of Workers 0/5
5. C(Click the link for the All Tasks
Probation Extension © Manager Evaluation of Workers
. . D Manager Shares Performance Document
Evah.'latlon Created mn the O staff Reviews and Acknowledges Evaluation
previous steps. O staff Share input

O Manager Provides Final Feedback
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2. Manager Evaluates Employee

6. Click the Evaluate button
to evaluate the
employee’s
Competencies.

Evaluation Topics

Competencies
0 of 9 rated | 0 of 9 commented
Manager Rating

Manager Comments

N\
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Cenne 2. Manager Evaluates Employee

Evaluate Topic Competencies Cancel

Rate and Comment

o Evaluate the included competencies.

Sort By | Competency Name - Ato Z v

7. Complete each Rating

Accountability

and the Summary Rating Accegtable a.ttendance Bunc(ual and Eractices confidentiality.
. Manager Rating
for all Competencies. % e K 31 T2 & | Mats Standarcs
Manager Comments

Tahoma v 2 <~ B I U

®

Note: All competencies and
the Summary must be rated.
Comments are encouraged
but not required.

Manager comments entered here.

Paragraphs: 1, Words: 4, Characters (with HTML): 30

8. When finiShed, CliCk Show Additional Info
Save and ClOSE. Communication

The ability to convey information to a colleague effectively and efficiently for increased work results.

Manager Rating
v ¥ 7 vt vir & | Below Standards

Manager Comments

Tahoma ~2 >~ B I U

il
i

3

®

Manager comments entered here.
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Cenne 2. Manager Evaluates Employee

Manager Evaluation of Workers:

o Bevrtn 000 evhuste T 0O of 00Ch Saction of he evafurton Choe SUDMT When you'1e done

Note: Attachments can be ocument Datalia
added to this evaluation by
clicking the arrow to expand Evaluation Topics
the section, clicking Add, Competencies -
then uploading the g
applicable document. B
9. When finished, click the
Submit button. Atachments =

, There's nothing here so far
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Cenne

3. Manager shares evaluation
with employee
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c&n Nec 3. Manager Shares Evaluation

Me Labor Administration Tools Others
QUICK ACTIONS APPS
40 Goals ..
% MO) MO
1. From the My Team tab, click the Seniorill Dates . -
— My Team Onboarding Hiring Goals
Employee Summary menu.
:
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C&n ne 3. Manager Shares Evaluation

<{ Employee Summary

Search for a Person v

Direct Reports

2. Select the employee for
whom you will be sharing ‘

the evaluation.

(2]
v
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C&n ne 3. Manager Shares Evaluation

% Public Info

€

3. Click the Show More

mendu. Public Info

Show More

l€
Public Info

™® Goals

4. Click the Performance
menu.

Skills and
Qualifications

O.p
&=
T

Career
Development

I
ol Performance

[El Feedback




C&n ne 3. Manager Shares Evaluation

. . Anytime Documents + Add | A
5. Click the link for the A
Probation Extension (i v
Evaluation used in the
. Probation Extension Evaluation | By
previous steps.
Current Task Task Completion
R Manager Shares Performance Document S— 1/5
Note: Connect displays the
All Tasks

current task to be completed

@ Manager Evaluation of Workers

and Where you are ln the © Manager Shares Performance Document
. O staff Reviews and Acknowledges Evaluation
overall evaluation process. O staff Share input

O Manager Provides Final Feedback
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C&n ne 3. Manager Shares Evaluation

6. Review the evaluation as

needed. Information
Share the evaluation for employee review. Retain control or release to progress

7. Click Share and Release. to the next task.

Note: Share and Release

. i A
locks the evaluation from Document Details
further editing and shares
the flnal Version Wlth the Evaluation Topics A
employee for review and to
acknowledge receipt. Competencies i
g p 9 of 9 rated | 0 of 9 commented
Manager Rating
Note: Share and Retain % Y % ¥ ¥ | Outstanding

allows the employee to
review the evaluation but not
acknowledge receipt.

Manager Comments
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Cenne

8. Enter your Comments.

9. C(lick the Submit button.

3. Manager Shares Evaluation

Share and Release

Comments

Tahoma x2 -~ B I

(=
11
11

& o) ko

Please review and acknowledge receipt of this evaluation.

Note: When finished,
Connect will display the
Current Task, number of
Tasks Completed, and
where you are in the overall
process.

Anytime Documents

All N ’

Probation Extension Evaluation | By
Current Task Task Completion
Staff Reviews and Acknowledges Evaluation —

All Tasks

@ manager Evaluation of Workers

@ Manager Shares Performance Document

© Staff Reviews and Acknowledges Evaluation
) staff Share Input

(O Manager Provides Final Feedback

+ Add | A
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4. Employee reviews and
acknowledges evaluation
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C&n nec 4. Employee Acknowledges Evaluation

I Me I Procurement Tools
QUICK ACTIONS APPS
® )
M Personal Details
. 0 i, @]
p L) puig M
. =5 Document Records
1. Select Me to dlsplay your & Directory Time and Pay Personal
1 f ; Absences Information
emp Oyee unCtlonS‘ ?.-‘ Identification Info
2. C(Click the Performance Contact Info = v ©
. (il |"‘.i‘ = ' \,O,‘_
1COonN.
"‘?] Family and Emergency Contacts Onboarding Checklist Tasks Career and Current Jobs
Performance
[ J . .
ahe My Organization Chart
R 3
A My public Info R 0
Safety Incidents Roles and Connect Help Performance
..( * Employment Info Delegations
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4. Employee Acknowledges Evaluation

Note: Connect displays the
current task to be completed
and where you are in the
overall evaluation process.

3. Click the Probation
Extension Evaluation
link.

Anytime Documents

I All

ol

Probation Extension Evaluation

Current Task
Staff Reviews and Acknowledges Evaluation

All Tasks

@ Manager Evaluation of Workers

@ Manager Shares Performance Document

© staff Reviews and Acknowledges Evaluation
O staff Share input

O Manager Provides Final Feedback

| By

Task Completion
| —

4 Add A\
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C&n Nel( 4. Employee Acknowledges Evaluation

Evaluation Topics A
Competencies
Manager Rating

4. C.lick the View button to % % % v J | Outstanding
view the manager
evaluation ratings for
Competencies.

Manager Comments

Attachments v
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Cenne

4. Employee Acknowledges Evaluation

Evaluated Topic Competencies

5. Review all manager
ratings and comments.

6. When finished, click the
back arrow to return to
the Acknowledgement

page.

Ratings and Comments

Accountability
Acceptable attendance, punctual, and practices confidentiality.
Manager Rating

% % ¥% % 3¢ | Exceeds Standards

Manager Comments

Sample manager comments entered here.

Show Additional Info

Communication
The ability to convey information to a colleague effectively and efficiently for increased work results.
Manager Rating

¢ Y¢ ¥¢ v Y | Exceeds Standards

Manager Comments

Sample manager comments entered here.

Show Additional Info

Environmental and Safety Practices

Follows health and safety practices, emergency/evacuation procedures, identifies of unsafe environmental factors and identifies and
reports critical incidents.

Manager Rating
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Cenne 4. Employee Acknowledges Evaluation

receipt.

Document Details

7. Click Acknowledge
Document.

Evaluation Topics

Competencies

Information
N\ Review the evaluation details shared by your manager and acknowledge Pt L
A4
/\

View
Manager Rating

Y¢r Y¢ Yr vr Yr | Outstanding

Manager Comments

27




c:bn ne 4. Employee Acknowledges Evaluation

Staff Reviews and Acknowledges Evaluation

8. Enter your Comments. Comments
9. C(lick the Submit button.
Tahoma -2~ B I\ = 8 o
| have reviewed and acknowiedge receipt of my Evalsaton I

Note: After the employee reviews and acknowledges the Probation Evaluation in Connect,
the Manager and Employee will meet in person to have a review meeting to go over the
evaluation in more depth. Once this is done, the employee will share any remaining input
through additional comments.
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5. Employee adds final comments to
evaluation after meeting with manager
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C&nnec 5. Employee Enters Evaluation Comments

IMe I Procurement Tools

QUICK ACTIONS APPS

® )
M Personal Details

T O m v

. &S D t Record
1. Select Me to dlsplay your &> Document Recoras Directory Time and Pay Personal
1 f ; Absences Information
emp Oyee unCtlonS‘ ?.-‘ Identification Info
2. Click the Performance Contact Info = ® [:J
. (il |"‘.i‘ 7 ' \,O,"_
1COoN.
o?’] Family and Emergency Contacts Onboarding Checklist Tasks Career and Current Jobs
Ml Performance
;2-1. My Organization Chart
- Dy g 0 1
g My Public Info - 0
Safety Incidents Roles and Connect Help Performance
Delegations

..( " Employment Info
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C&nnec 5. Employee Enters Evaluation Comments

. i Add N\
Note: Connect displays the Anytime Documents
current task to be completed
. All b4
and where you are in the |
overall evaluation process. Probation Extension Evaluation | | By
Current Task Task Completion
Staff Share input /1 3/5
All Tasks
. . @ Manager Evaluation of Workers
3‘ Cth the PI‘ObatIOI‘l @ Manager Shares Performance Document
Extension Evaluation @ staff Reviews and Acknowledges Evaluation
link © Staff Share input
Ink. », Manager Provides Final Feedback
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C'ebnnec 5. Employee Enters Evaluation Comments

Information
Review the performance document and continue to provide any final feedback comments on your
evaluation.

4. If applicable, click the
View button to review
manager ratings and
comments for

Document Details

Evaluation Topics

Competencies.
Competencies View
5. When finished, click the sdanager Rating
Continue button. 77 | Exceeds Standards
Manager Comments

Sample manager comments entered here.
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Cenne

6. Enter your final
Comments for the
Probation Extension
Evaluation.

7. Click the checkbox to
verify you are the
employee being
evaluated.

Note: The Submit button
will not become active until
the checkbox is selected.

Staff Share input

8. Click the Submit button.

5. Employee Enters Evaluation Comments

Comments

Employee Comments

Font 'Z'BI_U_gs 4

Il
I
| R

| agree with my evaluation and have no additional comments.

Paragraphs: 1, Words: 10, Characters (with HTML): 65

I v/| By clicking on this box, | verify that | am I
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5. Employee Enters Evaluation Comments

Note: When finished,
Connect will display the
Current Task, number of
Tasks Completed, and
where you are in the overall
process.

Note: This is the last step in
the evaluation process for the
employee. Updates to the
evaluation can no longer be
made by the employee.

Review Period | Annual Review Period

Anytime Documents

All

v

Probation Extension Evaluation

Current Task
Manager Provides Final Feedback

All Tasks

V] Manager Evaluation of Workers

V] Manager Shares Performance Document

@ staff Reviews and Acknowledges Evaluation
@ staff Share input

© Manager Provides Final Feedback

| By

Task Completion
—

a/5

B
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6. Manager provides final comments
after employee provides their final
comments
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C&n Nel( 6. Manager Provides Final Comments

Me Labor Administration Tools Others
QUICK ACTIONS APPS
40 Goals ..
% MO) MO
1. From the My Team tab, click the Seniorill Dates
= My Team Onboarding Hiring Goals
Employee Summary menu.
Ie Promote >/ 7S
al =
..( * Employment Info Performance C%opr::;ft?on
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C&n ne 6. Manager Provides Final Comments

{ Employee Summary

Search for a Person v

Direct Reports

2. Select the employee for
whom you will be adding ‘
final comments.

o ===
(o]
L
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C&n ne 6. Manager Provides Final Comments

% Public Info

€

3. Click the Show More

mendu. Public Info

Show More

l€
Public Info

™® Goals

4. Click the Performance
menu.

Skills and
Qualifications

O.p
&=
T

Career
Development

I
ol Performance

[El Feedback




C&n ne: 6. Manager Provides Final Comments

. . i <+ Add A\
5. C(Click the link for the Anytime Documents
Probation Extension [A“
Evaluation used in the
previous steps. ‘I Probation Extension Evaluation I | By
Current Task Task Completion
Manager Provides Final Feedback — 1 4/5
Note: Connect displays the Al Tasks

current taSk to be Completed V] Manager Evaluation of Workers

and where you are in the @ Manager Shares Performance Document
11 1 . @ staff Reviews and Acknowledges Evaluation
overall evaluation process. @ staff Share input

© Manager Provides Final Feedback
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C'ecn ne 6. Manager Provides Final Comments

Information
Review the performance document and continue to provide any final feedback comments on the employee's

evaluation.
6. If applicable, click the View Document Details
button to review the
Competencies.

Evaluation Topics
7. When finished, click the Continue Compatencies

button. 8 of 8 rated | 8 of 8 commented
Manager Rating

* | Exceeds Standards

Manager Comments

Sample manager comments entered here,
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C&n ne: 6. Manager Provides Final Comments

Final Feedback A
8. Scroll to the bottom of the page to Manager Comments
. ’ L]
review the employee’s final S ——
comments. | agree with my evaluation and have no additional comments.

v By clicking on this box, | verify that | am

Information
Review the performance document and continue to provide any final feedback comments on the employee's

evaluation.

Document Details v

9. Scroll to the top of the page and | |
click the Continue button. Evaluation Topics

Competencies
8 of 8 rated | 8 of 8 commented
Manager Rating

* | Exceeds Standards

Manager Comments

Sample manager comments entered here,
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C&n ne 6. Manager Provides Final Comments

. Manager Provides Final Feedback saeanaciose | [EETN | o~

10. Enter the final Comments for the
employee’s Probation Extension
Evaluation.

Comments
11. Click the Submit button.

Manager Comments

Twoma =~ 2 - 8 I U |=:= & S N

Note: This is the last step for the
manager in the Probation Extension Empioyee and manager have completed the evakisson|

Evaluation process.

42



C&n ne 6. Manager Provides Final Comments

Note: The status of the

Probation Extension Anvii

nytime Documents + Add | A~
Evaluation displays yt
Completed. T -

Note: To review the Probation Extension Evaluation | BY
completed evaluation, comploted

. . . omplete
simply click the Probation :

Extension Evaluation link.

End of Procedure.
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