HUMAN RESOURCES: PERFORMANCE MANAGEMENT

MANAGER ADP INSTRUCTIONS: COMPLETING ANNUAL REVIEW
(UPDATED AUGUST 2022)

Accessing your Team’s Reviews

e Loginto ADP Workforce Now
e Onthe tabs at the top, click My Team
e Under Talent, click Performance Dashboard
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Performance Dashboard
e This screen will list the reviews that are open and have employees assigned to you to review.
e To complete the Fiscal Year 2022 review, click CIEE Annual Review Plan for FY22.
¢ The next screen will show you all the employees that you are assigned.
e Click the employee’s name to get started reviewing.
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For questions or problems please reach out to Human Resources:
US Staff: hris@ciee.org
International Staff: awells@ciee.org



https://online.adp.com/signin/v1/?APPID=WFNPortal&productId=80e309c3-7085-bae1-e053-3505430b5495&returnURL=https://workforcenow.adp.com/&callingAppId=WFN
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Introduction Page
o After starting your review, the first page you see will be an introduction page.
o After you have read the introduction. Click Next at the bottom of the page.

Review Name

© Introduction CIEE Annual Review Plan

@  Rating Scale Welcome to the FY22 Annual Performance Appraisal process! VWe use this opportunity to evaluate ourselves and our employees: c
i is 50 essential in helping our employess to reach their full potential and help CIEE touch more lives.

IZ':'ZI Goals »
() Questions »
( : ) Ovwerall Comments

() Summary

Rating Scale

e The rating scale defines the categories that you will use to rate the performance of each staff
member.
e Read over and understand the descriptions before clicking next.

o Does Not Meet Expectations: Consistently does not meet the goals nor performance
expectations and/or demonstrates only a moderate level of proficiency in the
competencies required in the job. Achieves some, but not all, goals may be acquiring
necessary knowledge and skills.

o Meets Expectations: Consistently meets and may occasionally exceed goals and
performance expectations while demonstrating proficiency in the competencies required
in the job. Overall performance is satisfactory, minor areas of unsatisfactory performance
counterbalanced by areas of performance beyond expectations.

o Exceeds Expectations: Consistently exceeds goals and performance expectations while
demonstrating a high level of proficiency in all or most of the competencies.
Demonstrates leadership beyond specific role and exemplifies CIEE values daily.

Rating Scale
© Introduction Annual Review Scale
© Rating Scale Rating name and Description

o Does Not Meet Expectations
() Goals v

Consistently does not meet the goals nor performance expectations and/or demonstrates only a moderate level of proficiency,

— X acquiring the necessary knowledge and skills.

() Questions »
Meets Expectations

() Owerall Camments Consistently meets and may occasionally exceed goals and performance expectations while demonstrating proficiency in the
areas of unsatisfactory performance counterbalanced | s of performance beyond expectations.

() Summary ;

/ ! Exceeds Expectations

Consistently exceeds goals and performance expectations while demonstrating a high level of proficiency in all or most of the

For questions or problems please reach out to Human Resources:
US Staff: hris@ciee.org
International Staff: awells@ciee.org
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Goals

e The first section has the instructions for the goals section of the review.
e After you have read the instructions, click Next at the bottom of the page.

Review Each Goal:

e After clicking next, you will be able to review the employees first goal.

e C(Click View Goal Description to review the details of the goal.

e Click Employee Response to see the employees rating and comments for this goal.

e Choose a rating for this goal in the rating box

e Add acommentin the area provided.
o Be sure to add meaningful comments and avoid generic statements such as “This goal was

completed” or “Employee is on track.”

e You can also click Add Attachment if there is a document or file that you would like to upload
and submit with this goal.

e When finished, click Next
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Your Response ™ Mark to do it later

| Comments Rating * View rating description

Repeat these steps for each goal.

Questions

e Read the instructions for the question section.
e These are the company values that you will reference in the question that follows.

For questions or problems please reach out to Human Resources:
US Staff: hris@ciee.org
International Staff: awells@ciee.org
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e You can also view them here or on the ADP homepage at any time.

MANAGER-Manager View job description Emplayee Assessment

Review Period

1/1/2022 - 12/31/2022 In Progress

Instructions for Questions

©  introduction

Please reference the below organizational values when completing the following question.

€  Rating Scale

CIEE Values:
@ Goals »
EXCELLENCE — We provide the highest quality programs and services; we strive to be the best,
(O Questions - i i
INTEGRITY — We clo what we say we'll do; we lsad by example; we go the extra mile ta serve constituants.
O instructions RESPECT - We practice open and honest communication; we are respactful and professional in aur interactions with peers, participants, and partners.
() Question INCLUSIVENESS — We embrace differences and diversity; we strive to open doors for all people from all backgrounds ta CIEE programs and ta GIEE.
PROBLEM SOLVING - We develop solutions, both innovative and practical in response to the needs of participants, partners, and governments; we lead by exar
) Overall Comments the constituents whom we serve.

) Summary

Click Employee Response to see the employees answer to this question.

Answer the question(s) for this review in the space provided then click Next.

MANAGER-Manager View job description B (s

Review Period
1/1/2022 -12/31/2022 In Progress

Please take a moment to reflect on how you exemplified CIEE's values in attaining your goals and in your everyday work at CIEE. Provide some specific examples of how you lived the values to hi
© introduction Corporate Commitment
@ Rating Scale

® Goals YourResponse M8 Mark to do it later

() Questions .
Comments *

O Instructions B i U A = T =M o B — +

() Question1 In attaining my goals | exemplified the company values of

H Some of the ways | exsmplified them include:
) Overall Comments

) Summary

< Previous Cancel

Overall Comments

¢ Inthis section you will give this employee an overall rating from the dropdown box.

e Click Employee Response to see the rating and comments the employee added.

e Any other comments that you feel are relevant and would like to be included in this review can also
be added here.

For questions or problems please reach out to Human Resources:
US Staff: hris@ciee.org
International Staff: awells@ciee.org


https://www.ciee.org/about/what-we-stand-for
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Summary and Submission
This is a summary and review all the answers you have entered.

e There will be a green bar if you have answered everything required to submit your review.
o After reviewing, go back and make any changes, or click Submit.

MAMNAGER-Marager View job description Employes Assessment
Raviaw Pariod Meets Expectations
V2022 - 1232022 in Pragress
@  irtrodustion Summary - CIEE Annual Review Flan

pitrod etho

€ You can now subeit this form.

) Rating Scale

For questions or problems please reach out to Human Resources:
US Staff: hris@ciee.org
International Staff: awells@ciee.org
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Review Approval

Once completed your review will show as finalized.

EMPLOYEE s PROGRESS EMPLOYEE RATING REVIEWER RATING

Employee, Test - Finalized Meets Expectations Exceeds Expectat!.,

Releasing a Review
*This is a new step — reviews will not be submitted to Human Resources.

Once you have completed your reviews you can schedule meetings with your employees for the performance
discussion and release the reviews to them.

o On the Performance Dashboard, click the name of the review to open the Review
Detail page for that review cycle.
. In the Action column on the Employee list, click Action for the review you want to release

and select Release Review to Employee.

For questions or problems please reach out to Human Resources:
US Staff: hris@ciee.org
International Staff: awells@ciee.org



