
Completing Manager 
Evaluations

MEANINGFUL CONVERSATION



Completing Manager Evaluations

 As a result of this training, participants will be able to:

 Appreciate the importance of giving feedback and know how it should 
be delivered;

 Understand the steps of the annual review process; 

 Complete manager evaluations using the performance review form;

 Realize the due dates for each part of the process, and 

 Know where to find more information about the process



Feedback

Feedback to an employee is essential to help clarify your expectations, build 
their confidence and encourage them to learn from your experiences.  

 Constructive –balanced information that will help resolve an issue or 
focus an individual to the future 

 Timely – provided within a reasonable timeframe and periodically

 Specific – based on observed performance compared to the standard or 
objective

 Impactful – linked to the importance of the College’s vision, mission 
and/or business plan

 Caring – shared in a way that demonstrates care and concern for you

 Reciprocal – presented as an open dialogue that encourages an 
exchange of ideas and perspectives



It’s an Annual Review Process!

 Be honest and don’t sugar-coat 
feedback about an employee’s 
performance

 Your ratings and commentary 
should reflect an employee’s 
performance for the entire review 
period

 If an employee initially struggled 
and then improved performance, 
praise for the improvements but 
acknowledge the slower start in the 
rating as well as the commentary.

 An employee should not be 
surprised by your feedback at the 
end of the review period



The Review Form 

 Consists of four sections you need to 
expand and complete:

 Goals

 Competencies

 Developmental Comments

 Overall Comments

 Goals – created by your supervisor or 
you and is work that is in addition to 
regularly assigned duties

 Competencies – vary by the role you 
have on campus 

Competency 
1

Competency 
2

Competency
3

Employee
Continuous 
Learning

Service Focus

Performance 
of Regularly 
Assigned 
Duties

Supervisor
Teamwork/
Collaboration

Functional 
Expertise & 
Technical 
Proficiency

Performance 
of Regularly 
Assigned 
Duties

Senior 
Officer

Leadership
Results/
Achievement 
Orientation

Performance 
of Regularly 
Assigned 
Duties



Goals and Review Templates

 Goal achievement is important for College’s viability and employee success

 Based on the date range of the goals, your review form will contain goals 
for the current review period.

 Goals cannot be edited once review forms are distributed



Goal Progress Throughout 
the Review Period

 Goals should be worked on throughout the review period and progress can 
be noted in the Employee Portal by either the employee or supervisor

 My Team > My Employees > Select an Employee >Career & Education > 
Goals 

 Select a goal that you want to add notes to, and click on progress hyperlink



Goal Progress Throughout 
the Review Period

 Once the Goal Notes screen opens, add your notes and make choices for the  
Who can see this? and Visible from Review prompts

 Click Post to save your note.  The history of note-taking is saved at the 
bottom of this screen. 



Completing Manager Evaluation

 Locate an employee’s review form 

 My Team > My Employees > Select an Employee > Jobs > Reviews

 Click on the In Progress Review to get started 



Completing Goals Sections

 Click Start to open each section of the form.

 Select the number of stars to rate the employee against completing the 
first goal.  Add commentary to support your rating.  Proceed to the next 
goal.

 Save your progress regularly! 



Completing Competencies 
Sections

 Click Start to open each section of the form.

 Select the number of stars to rate the employee against completing the 
first competency.  Add commentary to support your rating.  Proceed to the 
next goal.

 Save your progress regularly! 



Completing Developmental 
Comments

 Click Start to open this 
section of the form

 Free-form text box 
available to document an 
employee’s development 
needs, desired outcomes 
and ideas for action steps 
to accomplish development 
needs

 Save your progress regularly! 



Completing Overall Comments

 Click Start to open this 
section of the form

 Free-form text box 
available to document 
overall comments about 
an employee’s job 
performance

 Save your progress 
regularly! 



Sending Review to Your Next-
Level Manager

 Send the review form to your manager once you have completed all 
sections of an employee’s review and you are satisfied with your ratings 
and commentary 



Due Dates & Responsibilities



Questions and Who to Contact

 Email, call or IM Christine Traini with questions about the review process

 Information is available on the HR website: 

 Learning & Development > Meaningful Conversations


