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PageUp Management website

TRAINING AND ORGANIZATIONAL DEVELOPMENT

Design, develop, and deliver training and organizational development programs and strategies that drive employee and organizational performance
and enhance effectiveness. Primary areas of focus are supporting efforts around the training and OD philosophy as it relates to performance
management and coaching, employee on-boarding, employee & leadership learning and development and employee engagement. Serves as a
consultative partner to leadership to diagnose situations, provide insight, and develop comprehensive solutions to leadership and talent related

challenges. Supports the implementation of talent review, succession planning, and high potential development processes.
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UTOLEDO HUMAN RESOURCES

Performance Mana ge ment

Performance management is more than an annual performance review. It's a year-round process designed to foster ongoing, two-way
communication between employees and supervisor that helps employees achieve their highest potential in their role. At UToledo, we
believe that effective perfarmance management begins with mutual respect and ends with performance excellence.

Supervisors are responsible for communicating performance expectations and progress on an angoing basis to their employees. These
conversations should be grounded in honest communication and provide employees with clear role expectations, feedback, identify
performance successes and areas of improvement, development opportunities, and career possibilities.

Employees have a responsibility to participate fully in these conversations, understand their role responsibilities and expectations, and
communicate any obstacles or training needs to pearform their role at an optimum level. This collaborative process continues throughout
the year and includes continuous feedback and a written year-end review.

The Performance Management Cycle

The performance management process is intended to create an ongoing dialogue for supervisors and employees to assess how well an
individual's performance meets the requirements of the job. Following is an overview of the performance ranagerment cycle.
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Access the PageUp Mid and End Performance
Review from your MyUT portal.

The University of Toledo

Sign in with your organizational account

Username
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Step 1: Manager Evaluation &
Performance Discussion

# Aboutme~ Myteam~ @ Create

Welcome Manager, you are logged in

& Team Performance Reviews -

Kimberty Fahay

EEl Probationary Performance Review-End

Current step: Manager Evaluation & Performance

=]

Current step: Manager Evaluation & Performance

i

L

Employee Performance

nal entry .I.'Ianagerv a8

The manager is responsible for
completing the employee’s Mid-
Probationary Performance Review within
the first 90 days of employment.

The End-Probationary Performance
Review should be finalized near the
conclusion of the employee’s 180-day
probationary period.

Click the green title of the review that
corresponds to the current review that
the manager needs to complete.



Kimberly Fahey - Probationary Performance Review-Mid

Start Manager Manager & Employee Signatures MNext steps

Performance Raiting

Actions =

THE UNIVERSITY OF The Start Tab provides step-

TOLEDO by-step instructions for the
Supervisor to complete the

Welcome to Step 1: Manager Evaluation & Performance Discussion ~ performance review process.

DIRECTIONS

Dwuring this step you will complete these sections of the review:

= Performance Rating tab: Rate the employee’s performance and provide clear explanations in each comment bos.
= Signature tab: Sign review after performance discussion.

After completing the Manager Evaluation and Performance Discussion, select the Next 5teps tab. In the Next Steps tab, scroll to the middle of the page on the right hand side
select the blue “go to next step” button to send your evaluation to Step 2: Employee Acknowledgement.

TIPS for completing the review

= Review employee’s department folder for any compliments or concerns.

= Reflect on the successes and challenges the employee faced

TIPS for Performance Discussion

= Ensure your meeting is in a private setting with ample time, so0 you don't rush the conversations.
= Hawve a welcoming and positive approach when talking with your employee.

= He an active [istener.

= Make any changes to the evaluation during your discussion.

Rewview: Kimberly Fahay Hiring Manager: Manager Performance

Next



The Performance Rating tab provides managers with an overview of the four-point star rating
scale, along with definitions for each level. Managers are required to assess nine
performance objectives. Each objective includes a summary for review prior to selecting a
rating, as well as an 'Add Comment' option to provide specific examples of how the
employee demonstrated that particular performance.

Kimberly Fahey - Probationary Performance Review-Mid

Start Manager Manager & Employee Signatures Mext steps
Performance Ralting

» Saved | Actions=

Manager-Performance Raiting

THE UNIVERSITY OF

TOLEDO

Manager Instructiong: For each objective, select the rating that best describes the performance during the appraisal period. In the comment section, provide
specific examples of how this performance was demonsirated.

« When a rating of "Does not meet (1)° or "Meeds growth (2)" is selected for an objective, it is required to use the "Add Comment" button to provide
explanations for this rating.

Rating Scale:

Does not meet (1): May have met some performance objectives, but overall fails to meet performance and
behavioral expectations. Immediate action is required to improve performance and/or behavior.

Meeds growth (2): May have met zome performance objectives but has not yet met all performance objectives and behavioral expectationz. Immediate
improvement iz needed due to inconzistent performance and/or behavior.

Meets expectations (3): Performance meets most or all objectives and expectations. Produces expected results that
meet the needs and expeciations of the role and for the team. Models behaviors within the competency expectations.

Exceeds expectations (4): Performance consistently meets and often exceeds all objectives and expectations. Produces or exceeds expecied results while
demonsirating behaviors within and often beyond the competency expectations. Notable and excellent confributions are widely recognized in the organization.



« Technical Knowledge and 5kills

For this objective, review the summary and select the option that best describes your performance. In the
) ) . ) : Manager Performance
comment section, provide specific examples of how you demonstrated this performance. (Clinical and Ancillary
Departments will separately conduct competency assessments Core and Ongoing for new and existing
Employess) P
Meets expectations
= Understands the methods, procedures and technical skills needed to execute job duties.

= Understands the function of the department and how the job operates within the larger organization.
= Keeps abreast of current trends and developments within their area of expertise. C=mermrae
Performance meets most or
all objectives and
expectations. Produces
== e
the needs and expectations
~ . of the role and for the
here are no comments for this goal. team. Models behavi
within the competency
expectations.
« Integrity and Accountability
For this objective, review the summary and select the option that best describes your performance. In the
Manager Performance

comment section, provide specific examples of how you demonstrated this performance.

= Accepts responsibility for work and understands the importance of ownership. el 1ol el R

= Dependable and self-reliant, acknowledges mistakes and gains insights from them. ReeEhE s

= Creates a culture of integrity and credibility.

There are no comments for this goal.

« Teamwork and Relationship Building

For this objective, review the summary and select the option that best describes your performance. In the
comment section, provide specific examples of how you demonstrated this performance.

Manager Performance

= Communicates openly and honestly to build trusting relationships. el b e
. — . . Exceeds expectations
= [Establishes and maintains productive work relationships with colleagues and customers. pe

= (Contributes positively to the success of the team and department.

There are no comments for this goal.

When you hover over
a rating star, a tooltip
appears displaying the
definition for that
specific rating level.



~ Problem Solving and Innovation

For this objective, review the summary and select the option that best describes your performance. In the

comment section, provide specific examples of how you demenstrated this performance. Manager Performance

« Generates innovative solutions in work situations.

= Seeks different and novel ways to deal with work problems and opportunities. [3EBEnEaRtT

= Utilizes all relevant information and resources in an effort to make effective decisions.

There are no comments for this goal.

TO d d d a comme nt to ~ Continuous Learning and Development
t h e p e rfo rmance For this ohjective, review the summary and select the option that best describes your performance. In the

comment section, provide specific examples of how you demonstrated this performance.

. . . "
ObJectlve, CIICk Add = Actively identifies new areas for development.
= Regularly takes advantage of learning opportunities and resources.

Comment” to Open = Applies newly gained skills and knowledge to their role.
the text box.

Manager Performance

Meets expactations

Actively seeking training opportunities to grow her skills

Enter your comment,
then select the “Save
& Share” button to
submit it.

Cancel

There are no comments for this goal.

£

Upholds the Standards of Conduct

For this objective, review the summary and select the rating that best describes your performance. In the
comment section, provide specific examples of how you demonstrated this competency.

Manager Performance

= Seeks to encourage a safe and pleasant work atmosphere.

= Demonstrates commitment by complying with and adhering to all performance expectations, policies, (228 e ZaREs
and procedures.

= Acquaints themseles thoroughly with the established rules of the University and their respective
departmeants.

= Maintains high standards of conduct in all professional activitias.

There are no comments for this goal.



~ Adaptable to Change

For this obhjective, review the summary and select the option that best describes your performance. In the
comment section, provide specific examples of how you demonstrated this performance.

= pen to and encourages change.
= Participates in change management.

= Looks forward to new opportunities and challenges.

There are no comments fior this goal.

~ Customer Service

For this ohjective, review the summary and select the option that best describes your performance. In the
comment section, provide specific examples of how you demonstrated this performance.

= Ascertains the needs of others through listening, observation, solicitation and feedback.
= |5 positive and professional with all colleagues and customers.

= Strives to continually enhance the service experience.

Thiere are no comments fior this goal.

~ Commitment to UToledo

Far this objective, review the summary and select the option that best describes your performance. In the
comment section, provide specific examples of how you demonstrated this performance.

= |s committed to UToledo’s mission, vision, values and strategic plan while acting as a steward of university
respurces and adhering to university policies.

= |s committed to department specific objectives and initiatives.

Add comment

There are no comments for this goal.

Manager Performance

',1,-,.',1‘3:'.'5

Maets expactations

Manager Performance

e
Maets expactations

Manager Performance

Tl el Tl
B M R

Maets expactations



Summary: Manager-Performance Raiting

Manager Performance
Kimberky MEE;.:
pectations
B I U|z= :=|gls = =M =|% B sowc B
Manager Excellent work during your first 80 days—I'm excited to see how you continue to grow and thriee
in yeur rale.

— — e

Type your overall comment for the probationary
review into the text box, then click the 'Next' button
to continue.



Start Manager Manager & Employee Signatures

Performance Raiting

Mext steps

+ Saved

Actions =

Manager Instructions: Place your Name & Credentials and Title in the Manager Designated Area below. Please have a Cosigner if the manager is not & Nurse

Manager & Employee Signatures
Manager’s
Signature and THE UNIVERSITY OF
Manager’s Title TOLEDO
TO type and the employee is a Nurse.

Info rm atIO n’ CI |C k Employee Instructions: Place your Name & Credentials and Title in the Employee Designated Area below

“Add Comment”
to Ope n the text ~ *MANAGER Only* Manager Name & Credentials

box.
' Add comment  ~ .

Enter your > Comment Manager Performance
. o Kimberly Fahey
information, then

select the “Save
& Share” button
to submit it.

~ *MANAGER ONLY* Manager Title

Director, Training & OD

Save & Share Save as Draft Cancel

There are no comments for this goal.

Today at 10001 AM



~ *EMPLOYEE ONLY* Employee Mame & Credentials

~ *EMPLOYEE ONLY* Employee Title

~ Cosigner if Needed

€ Back

There are no comments for this goal.

There are no comments for this goal.

There are no comments for this goal.

Click on the “Next” button after you
completing entering your signature
and tile.



Start Manager Manager & Employee Signatures

Performance Raiting

MNEXT STEPS:

MNext steps

« Saved | E C ] Actions =

Thank you for completing Step 2: Manager Evaluation and Performance Discussion portion of the performance management process.

Flease select the blue "Go to next steps" button below.

Overall rating

Rating surmmary

Rating summary

Meets expectations

-

Manager Performance

= Manager-Performance Ralting

1. Technical Knowledge and S&ills

2. Integrity and Accountability

3. Teamwork and Relationship Building

4. Problem Solving and Innowvation

5. Continuouws Learning and Development
&. Upholds the Standards of Conduwct

7. Adaptable to Change

B. Customer Service

9. Commitment to UToledo

Mests expectations
Mests expectations
Exceeds expectations
Mests expectations
Mests expectations
Mests expectations
Mests expectations
Mests expectations

Mests expectations

» Manager & Employee Signatures.

€ Back

Your next step: Employee Evaluation
—

@ Clicking "Go to next step” will move
this review to the next step and you will

be unable to return to this step

View entire process

Hit the “Go to next step” button to
complete this step of the review. The
review will move to Step 2: Employee
Acknowledgement.

**If not ready to move forward for
employee to acknowledge then hit the
“Home” icon to close review.**



Step 2: Employee
Acknowledges Review

# Aboutme~ Myteam~ Mycommunity ~ Reports~ @ Create Kimberly ~ )

Welcome Kimberly, you are logged in

& My Performance Reviews

I P robstionsry Performance Review.nd It is now time for the employee's

Current step: Manager Evaluation & Performance responsibility to complete the
Probationary Performance Review by
- formally acknowledging their section of

mPI'DIJBIIDHBI'}‘PE’:DI'I'l‘aI'll:E Review-Mid _ the evaluat|0n.

Current step: Employee Evaluation

—0—0 Click the green title of the review that
corresponds to the current step in the
Employee Evaluation process.



Kimberly Fahey - Probationary Performance Review-Mid

Start Manager Manager & Employee Signatures Mext steps
Performance Raiting

THE UNIVERSITY OF

TOLEDO

Welcome to Step 2: Employee Self-Review
DIRECTIONS
During this step you will complete 2 sections of the review:

* Performance Rating tab: Include any comments on your managers review

+ Signature tab: Sign review after performance discussion.

Actions =

The Start Tab provides step-
by-step instructions for the
employee to complete the
performance review process.

After you have completed these 2 sections, select the “Next Steps” tab and; in the middle of the page on the right side select the blue “go to next step” button to complete your

FEVIEW.

Review: Kimberly Fahey

Hiring Manager: Manager Performance



Kimberly Fahey - Probationary Performance Review-Mid

Start Manager Manager & Employee Signatures Maxt steps
Performance Ralting

+ Sawved Actions =

Manager-Performance Raiting

THE UNIVERSITY OF

TOLEDO

In the Performance Rating
Manager Instructions: For each cbjective, select the rating that best describes the performance during the appraisal period. In the comment section, provide
Ta b’ t h e e m p I Oye e Ca n specific examples of how this performance was demonsirated.

= When a rating of "Does not meet (1) or "Needs growth (2)" is selected for an objective, it is required to use the "Add Comment” butfon to provide

reVi ew t h e pe rfo rmance explanations for this rating.
rating scores discussed With  raing scae:

Does not meet (1): May have met some performance objectives, but overall fails to meet performance and

t h e I r m a n a ge r d U rl n g t h e behavioral expectations. Immediaie aclion is required to improve performance andior behavior.

p e rfo r m a n Ce review Needs growth (2): May have met some performance objectives but has not yet met all performance objecfives and behavioral expectations. Immediate
improvement is needed due to inconsistent performance and/or behavior.

l I l e etl g i " e meets most or all objectives and expectations. Produces expected results that
I l . expectations (3): Performanc
meet the needs and expectations of the role and for the team. Models behaviars within the competency expectations.

Exceeds expectations (4): Performance consisienily meets and often exceeds all objectives and expeciafions. Produces or exceeds expecied results while
demonsirating behaviors within and often beyond the competency expeciations. Molable and excellent contributions are widely recognized in the organization.

They also have the
Opportunity tO prOVide ~ Technical Knowledge and Skills
Comments for each For this cbjective, review the summary and select the option that best describes your performance. In the Manager Performance

comment section, provide specific examples of how you demonstrated this performance. (Clinical and Ancillary
Departments will separately conduct competency assessments Core and Ongoing for new and existing

performance objective, as v et

» Understands the methods, procedures and technical skills needed to execute job duties.

We I I a S a n ove ra I I Co m m e nt . » Understands the function of the department and how the job operates within the larger organization.

» Keeps abreast of current trends and developments within their area of expertise.

There are no comments for this goal.

~ Integrity and Accountability

For this ohjective, review the summary and select the option that best describes your performance. In the

) - - ) Manager Performance
comment section, provide specific examples of how you demonstrated this performance. '5e!

= Accepts responsibility for work and understands the importance of ownership. SRR
» Deoendable and selif-reliant. acknowledees mistakes and eainz insishts from them. LETBEsEs



~ Customer Service

For this objective, reviesw the summary and select the option that best describes your performance. In the

comment secticn, provide specific examples of how you demonstrated this performance

Manager Performance

# Ascartains the needs of othars through Estening. observation, solicitation and feedback

Meets expectations
« |5 positive and professional with all colleagues and customers

To add a comment
to the performance
objective, click “Add
Comment” to open
the text box.

= Strives to continually enhance the service experience.

There are no comments for this goal.

~ Commitment to UToledo

For this ohjective, review the summary and select the option that best describes your performance. In the

= . = 2 Manager Performance
comment section, provide specific examples of how you demonstrated this performance.
Enter your

» s committed to UToledo’s mission, vision, values and strategic plan while acting as a steward of university

comment, then bomsorin s S ol e
select the “Save & e RN LI G e

Share” button to

submit it. B G o N

Enter your overall Siinmacy: Masigir-Performance Raldii

comment on the b1 yl~nEeanmezxomms Manager Performance
probationary review | s, T ik

in the text box then et

click the “Next”

button.

Excelient work during your first 90 days—I'm excited to s2e how you continue to grow and
thirve i your role,

Manager

# Back

Mait



Manager &
Employee Signature
tab

You will be able to
view your manager’s
time-stamped
signature and title.

Kimberly Fahey - Probationary Performance Review-Mid

Start Manager Manager & Employes Signatures Mext steps

Performance Raiting

w Saved Actions =

Manager & Employee Signatures

THE UNIVERSITY OF

TOLEDO

Manager Instructions: Place your Hame & Credentialz and Tille in the Manager Dezignated Area below. Please have a Cosigner if the manager is not a Nurse
and the employee is a Murse.

Employee Ingtructions: Place your Mame & Credentials and Title in the Employee Designated Area below

~ *MANAGER Only* Manager Name & Credentials

2 Comment Manager Performance
Kimberly Fahey
Today at 10201 A6

~ "MANAGER OMLY* Manager Title

= Comment Manager Performance
Director, Training & OD
Today at 10204 46

« *EMPLOYEE ONLY* Employee Name & Credentials

There are no comments for this goal.



~ *MANAGER OMLY* Manager Title

(= Comment Manager Performance

Em ployee’s Director, Training & OD
signature and
Employee’s Title

Today at 10004 AM

= *EMPLOYEE OMNLY* Employee Name & Credentials

To type information,
click “Add Comment” ™ S—

(= Comment Kimberly Fahay

to open the text box. Kim Fahey S

Enter your
information, then
select the “Save &
Share” button to

su bmit it- ‘ Save &Share = SaveasDraft [JEEEERTE

= Cosigner if Needed

= *EMPLOYEE ONLY* Employee Title

Training specialist

There are no comments for this goal.

There are no comments for this goal.




Kimberly Fahey - Probationary Performance Revievw-Mid

Start Manager Manager & Employee Signatures Mext steps
Parformance Raiting

v Saved Lastsaved 23, 2023, 1004 Actions =
MEXT STEPS:
Thank you for completing Step 1: Self-Evaluation portion of the performance management process.
Please select the blue "Go to next steps” button below.
Owerall rating Your next step: Complete
—0—0

Meets expectations

@ Clicking "Go to next step” will mowve

thiz review to the next step and you will

—

Rating summary be unable to return to this step

Rating summary Manager Performance

= Managar-Parformance Ralting

1. Technical Knowiedge and Skilk

Menis axpaciations

Z. Imegrity and Accountability iew entire proCeEss
Menis axpaciations

Z. Teammork and Relationship Buliding
Ewcesds sypactations

4. Froblem Saking and Innovaition
Menis sxpectations

=L CORMINUOUS Leaming and Devesoament H it t h e I’G O to n ext Ste p”

Menis expectations

S— button to complete this step

Meets axpectations

of the review. It is now

Meeis sipectations

el R complete and will notify HR.

G Liphoids the Stanoaros of Condutt

7. Adaptabée to Change

+ Managar & Employea Signatures



Mid or End Probationary
Review is now complete

PRINT YOUR PERFORMANCE REVIEW

1. On the Performance Portal Dashboard, select the About Me drop-down and select Completed
in the status box and hit Search button.
2. Completed performance evaluation will be listed on this page.
a. Click the | want to...drop down menu and select Review report.
b. From the | want to...drop down menu, you will also be able to look at the review process
step descriptions.

# s sy, @) o~ O

My performance reviews
Status: Complete W
Review process Review step H ring Ma nager Role Srart dare Due date

for evals due March 1st Complete Manager Performance 9 Aug 2023 3 Ot 200



3. Click the Paper icon to open the PDF in Adobe to save and/or print OR hit the Print icon to print.

8-

07 September 2023

toledoemployees. pageuppecple.com,/beta/myreviews/ad 1. 2aa50-fafe-4513-bedi-bOT400d 6845/ report

Emplovee Performance - Annual Process for evals due June 1st
Hiring Manager: Manager Performance
1-up manager: One Up Manager Performance
Step: Complete Completed date: Tuesday, 5 5eptember 2023

Meets expectations

Competencies 77.78 [ 100%

Technical Knowledge and Skills

Exveads sxpectations

For this competency, review the summary and select the rating that best deseribes vour performance. In the
comment section, provide specific examples of how vou demonstrated this competency.

« Understands the methods, procedures and technical skills needed to execute job duties.
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