Performance Evaluation Quick Start ~~ for Supervisors
Prompt from Human Resources

You will be notified by e-mail that a performance evaluation for an employee is due by a certain date.  The e-mail sequence is a notification at 60 days before the evaluation is due, 30 days before the evaluation is due, and past due. 

Good news!  The performance evaluation form needed for the employee has already been created for you by Human Resources. Some fields will be already filled in.  When you are ready to complete the evaluation, click on the link in the e-mail.
Link

Shown below is a link similar to one that you will see in your e-mail.  It connects you to  OnBase Workflow. https://ecm.nebraska.gov/AppNet/Workflow/WFLogin.aspx?LifeCycleID=126&QueueID=239&DocID=123 
Sign – on to OnBase Workflow 
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Overall Rating: 0.00

Employee Information Evaluation Information

Employee NIS #: 114605 Form Type: STANDARD EVALUATION
First Name: DIRK Employee Type: 'SUPERVISORY -
Last Name: HOOD Type of Evaluation: | ANNUAL -~
Title: 'PERSONNEL MANAGER Il Evaluation Period

PIUEERE  Caslels Start: 4/1/2011 | End: 1/1/2012

Section: HUMAN RESOURCES & DEVELOPMENT

Email. DIRK HOOD@NEBRASKA GOV Evaluation Status: INPROGRESS

User ID: DHHS Supervisor Name:  PAT TRAINER

Second Level
Supervisor Name:  MARY SHANAHAN

Important: You must save this form every 20 minutes and before executing a task
or risk losing any unsaved changes you have made to the form.

The values and core competencies referenced in this evaluation are consistent with and complement the
DHHS Code of Conduct. Living these promotes a healthy work environment and the mission of DHHS:
"Helping people live better lives.”

Section I: DHHS Values - The Foundation





· First line:  Leave as it is: 

   [image: image2.png]



· Second line:  Use the first part of your Outlook ID, without the suffix @nebraska.gov  [image: image3.png]



· Third line:  Use your current Outlook password  [image: image4.png]



Good news again!  When you change your Outlook password, your OnBase   password changes at the same time. 
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Dapending on modules licensed, this product may contain portions of:
Imaging technology © Snowbound Softvars, Inc.
Full Text Indexing technology © Veriy, Inc.

Version 11.0.1.67 - Copyright © 1992 - 2011 Hyland Softvars, Inc. View Licanse




Accept the End User License Agreement (First time only)[image: image5.png]2] End User License Agreement -- Webpage Dialog =

the delivery of the Softwara, the Government haraby agrees that the Softvare qualifies |~
=2 "commarcial” computar softvare vithin the mesning of ALL fedsral scquisition
regulation(s) applicable to this procurament and that the Softvare is developed

exclusivaly at private expense. If this licansa fails to maet the Govarment's nesds or s,
inconsistant in any respact with Federal law, tha Government agraes to raturn this.

Softvare to Hyland. In sddition to tha foragoing, whera DFARS is applicable, uss,
modification, reproduction, ralease, display, or disclosure of the Softvare or

documentation by the Government is subject solaly to the terms of this EULA, as stated

in DFARS 227.7202, and the tarms of this EULA shall supersada any conflcting

contractual term or canditions.

13. EXPORT: The Softvars and Documentation ara subject to United States export
control lavs and regulations. User agrass to comply fully vith al relevant ragulations of
the U.S. Dapartmant of Commarca and all U.S. sxport contral lave, including, but not
limited to, the U.S. Dapartment of Commerca Export Administration Regulations (EAR),
£ assure that tha Softvars or Documantation is not exported in viclation of United
States of Amarica law. User agrass that it ill not export or re-export the Softvars or
Documantation to any organizations or nationais in the taritories of Cubs, Iran, Iraq,
North Korea, Burma (Myanmar), Sudan, Syria o any othar territory or nation with raspect
£ which the U.S. Departmant of Commarce, the U.S. Department of State or the U.S.
Department of Traasury maintains any commercial activities sanctions program. User
hall not usa the Softvara or Documentation for any prohibited and usas undar
‘applicable United States laws and regulations, including but not limited to, any
‘pplication related to, or purposes associated vith, nuclear, chamical or biological
varfare, missile tachnology (including unmanned 3ir vehides), miltary application or any.
other use prohibited or rastricted undar the U.S. Export Administration Ragulations (EAR)
or any other relevant lavs, rules or regulations of the United States of Amarica.

i 1 accapt the agreement Continue

1 decline the agrasment





Caution #1
[image: image17.png]Notable demonstrations of the above competencies:

[istrastg

>

Comments on a "2" or "1" rated competencies:
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Save every 20 minutes [image: image6.png]Important: You must save this form every 20 minutes and before executing a task
or isk losing any unsaved changes you have made to the form,



   
and before executing a task      [image: image7.png]Send to 2nd
Level
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Review
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  or you will lose your work.
[image: image18.png]Employee Comments:

The employee may enter comments below or submit them at a later date. Employee comments are
to be submitted to your supervisor within 30 calendar days of the supervisor signed date.

Employee Comments:

I concur with the evaluation: Z

Employee Signature Date

By clicking E-Sign, | acknowledge that this performance evaluation and related
jri documents have been reviewed and explained to me. | understand this
performance evaluation and related documents will be placed in my personnel file.

| am aware my User Name and Current Date will be placed on the evaluation and
used in lieu of your signature.

©2011 Nebraska DHHS Confidential Information Revised: 11/18/2011




Caution #2
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The Send to HR Button should only be used for unique situations, for example

· the employee you supervised has left employment
· you are no longer the supervisor of the employee

· the 2nd level supervisor has changed
Let’s get started  


The top section is populated for you.

[image: image19.png]Section Ill: Performance of Essential Duties

Duties are scored on the degree of successful execution: A score of 5 is
exceptional. A score of 4 goes beyond successful in terms of output and
quality. A score of 3 is successful performance of the essential duty. A
score of 2 is below successful and needs improvement. A score of 1
means a serious concern that the essential duty can be done.
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Section lll is one third of the overall score.

Notable demonstrations of the above competencies:

Section lll Score: 0

Comments on a "2" or "1" rated competencies:










Please Note:  If the Employee Type does not auto-populate, you must select either supervisory or non-supervisory for the score to properly calculate.
Section I measures employee performance in terms of DHHS Values.  As you select Yes or No, a score is tabulated that counts for one-third of the overall score.
[image: image9.png]§ Yes - The value is demonstrated consistently throughou the review period.
No - The value is not demonstrated consistently throughout the review period.

1. Constant Commitment to Excellence:
Takes timely action in regard to tasks o information: works to eliminate
mistakes: looks for, and embraces, opportunities for organizational
improvements; actively seeks to provide prompt, eficient, and courteous senvice;
shows initiative.

2. High Personal Standard of Integ
Avoids any impropriety, bias, or confict of nterest; follows through on
‘commitments; is truthful; shows good judgment in decisions made

3. Positive and Constructive Attitude and Actions:
Maintains constructive communication with others; supports co-workers,
customers, and clients: expresses appreciation for the efforts and work of
others: is constructive and helpful

4. Openness to New Learning:
‘Open to new ideas and trying new ways of doing things: open to the idea that a
‘given view or opinion s often made better by the input of others; open to the
challenge of unfamiliar tasks and problems

5. Dedication to the Success of Others:
Aids in the growth and success of colleagues: treats all people with respect and
dignity: views the success of the whole as a personal success: gives the
‘assumption of good intent to others

‘Section 1is one third ofthe overall score. Section | Score

Notable demonstrations of the values previously stated:

[sfdjaisdif

Comments on any values that received a 'no’:
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Section II measures employee performance based on frequency of demonstration of Core Competencies.  As you select a number value, a score is tabulated that counts for one-third of the overall score.
[image: image10.png]Score is based on frequency of the demonstration of the core
‘competencies. Please rate the degree to which the employee
consistently demonstrates these core competencies

. Demonstrates Responsibility & Accountability:
Cares for and maintains equipment/facilties: conserves supplies and funds;
takes responsibility and is reliable for completing assigned tasks:
acknowledges and corrects mistakes: adheres to the expectations of their
supenvisor

Demonstrates Professional Composure:
Demanstrates calm, dignity and self control under pressure; defuses
situations with empathy and respect

Demonstrates Effective Interpersonal Relationships:

Works to gain the trust of others: demonstrates courtesy, and civliy: is
‘open and transparent with tact; is sensitive and attentive while actively
listening: promptly and effectively deals with conflict: shares opinions while
respecting the diflering opinions of others

Demonstrates Productive Communication:
Demonstrates good oral, witten, and listening skills: contributes to effective
meetings: clearly and accurately shares information

. Demonstrates Support of Their Team:
‘Shows respect for team leadership: promotes a friendly climate, good
morale, and cooperative team relationships; values all team members

. Demonstrates Selfmprovement:
Participates in training and development opportunities: welcomes new
learning and the challenge of unfamiliar tasks: seeks to do the job better

4~ Frequently
3- Sometimes
2-Rarely

5-Aways [~

2-Raey |-

‘Section I is one third of the overall score. Section Il Score: 3.33

Notable demonstrations of the above competencies:
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Comments on a "2" or

rated competencies:





Text fields

· There are many opportunities to write comments in text fields.  Text fields expand as you write as much as needed.  You can copy and paste into the text fields.  
· You are required to write comments for a “2”, “1” or “no” rating.
Section III  The supervisor must fill in the essential duties and responsibilities in this section.   As you select a number value, a score is tabulated that counts for one-third of the overall score.
More good news!  All performance evaluations are stored in OnBase . You have the opportunity to view previous evaluations for any employee assigned to you.  You will be able to “copy” items in the dialogue boxes from this year’s evaluation and “paste” them into next year’s evaluation.  To cut and paste, you must use CTRL + C to Copy and CTRL + V to paste. 

Section IV
[image: image11.png]Supervisor Comments:
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Development Plan:

Based in part on the ratings in the performance evaluation and on a discussion between the
supenisor and employee, a development plan may be written that is attached to this signed
evaluation

Development Plan Attached: _ YES -

DIRK.HOOD 121912011 10:16:07 AM
‘Supenisor Signature Date




 


The evaluation process is completed by clicking on “tasks” or actions in  OnBase
Once the evaluation form is completely filled out, the supervisor has the option to create a development plan or to send the evaluation to their supervisor (2nd Level Supervisor). 



[image: image12.png]Send to 2nd
Leval
Supervisor
for Reviaw

(Create / Edit
e gy MY





When the supervisor sends the evaluation to the 2nd Level Supervisor, the evaluation continues through the process on time-lines automatically set up by the system.



· The 2nd Level Supervisor is notified by e-mail that they have 7 days to review the evaluation form.  The 2nd Level Supervisor can attach an electronic note, viewable by the employee, supervisor and HR.  This note is limited to 250 characters.        
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· When the 2nd Level Supervisor is finished reviewing the evaluation form, he/she should execute the task “Finished with Review-Return to Supervisor”.  This will send an e-mail to the supervisor notifying him/her that the 2nd Level Supervisor’s review period is over.

· The supervisor then has the ability to execute any of the following tasks.
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· The Give Employee Access to Eval – Optional allows the employee to view the evaluation before you discuss and e-sign it.  When this button is selected, the employee will receive an email with a link to view the evaluation.  The supervisor will be copied on this email.  Please be advised that the supervisor can also view the evaluation from this link, but in order to have the button to e-sign it, the supervisor must use the link from the email stating the 2nd level supervisor’s review is finished.  

· If a Development Plan is attached, the Supervisor and Employee can view the plan at any time by simply clicking the “View” button in the Supervisor Acknowledgement section.

· After clicking on “E-Sign and Complete” the Supervisor’s name and date will be placed on the form.  The electronic signature of the supervisor indicates that the supervisor has reviewed the performance evaluation with the employee.
[image: image15.png]Supervisor Comments:
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Development Plan:

Based in part on the ratings in the performance evaluation and on a discussion between the
supenisor and employee, a development plan may be written that is attached to this signed
evaluation

Development Plan Attached: _ YES -

‘SUPERVISOR'S NAME 1201512011 12:47:53 PM
‘Supenisor Signature Date





· An e-mail will be sent to the employee and the evaluation form will be routed to the employee for his/her acknowledgement.

· If the employee does not concur with the evaluation, he/she can indicate so by selecting the drop down in the Employee Acknowledgement section.

· Once the employee has E-signed the evaluation form, the form cannot be changed.  
· If the employee does not sign the form within 10 days, the form automatically goes to the employee’s personnel file.  No further work can be done on the evaluation form.
Employee Acknowledgement
The employee’s E-signature sends the evaluation to the employee’s personnel file.  
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On the Move … The form has a Life Cycle of its own!








 OnBase provides a paperless, electronic performance evaluation system.  Access past evaluations at any time by clicking on the link provided in your notification e-mails. 








