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Logging in to Halogen

Starting a session

Session length is limited to two hours. Once you are logged in, you can remain logged
in for two consecutive hours. After two hours, you are automatically logged out.

1. Open Halogen.

2. Enter your user Outlook name.

Login
et .
Bl R

Login

The username and password are the same as for your Cutlook
email account

3. Enter your Outlook password.

4. Click Login.

1. https://erp-forms.uottawa.ca/performance/login.aspx


https://erp-forms.uottawa.ca/performance/login.aspx?utm_source=hrdocrh.uottawa.ca&utm_medium=dita-pdf&utm_campaign=main.ditamap

Ending a session

Halogen contains confidential data. As a security measure, you should sign out of
Halogen session correctly by clicking Logout in the upper right corner of the screen.

1. Click on Logout.

e ¥ @

[ Click here when ready to leave, ]

Immediately after logging out, you will be taken back to the login page.



Introduction to Halogen

Introduction

This guide is designed to help you learn how to use Halogen and to act as a reference
manual.

Why Halogen?

Halogen is a Web-based application for managing performance through the use of
electronic forms and automated processes.

With Halogen, users can:

1. Setannual goals, indicate probationary periods, schedule mid-cycle meetings and
complete annual performance evaluations for contract and regular staff through
the use of forms.

2. Access the appropriate forms, based on their user type.
3. Automatically manage tasks to be completed, based on their user type.
4. Schedule automated email reminders to staff about completing tasks in Halogen.

5. Produce reports in real time.

User types

User types are tied to the position a staff member holds.

1. Employee: A staff member responsible for completing the goal-setting forms and
the semi-annual and annual evaluation forms.

2. Supervisor: A staff member with direct-report employees.

3. Administrator: A Human Resources employee responsible for managing Halogen.

List of HR Administrators

The HR Administrators of each faculty and service make sure that all steps of the
Performance Management and Development Program process meet the deadlines.



They are as well the key contacts for their faculty or service employees wishing to make
changes into Halogen.

Postdoctoral Studies

Organization Faculty or Service Nom Courriel

11 Telfer School of Marc Albert malbert@uottawa.ca 2
Management

12 Faculty of Arts Louise Boisvert Iboisver@uottawa.ca 3

14 Faculty of Education Céline Morin celinem@uOttawa.ca

15 Faculty of Medicine Catherine Thibault cthibau6@uottawa.ca ®

16 Faculty of Health Sciences | Loissa Georges lgeorges@uottawa.ca ©

17 Faculty of Sciences Carol Riordan carol@uottawa.ca ’

18 Faculty of Engineering Valeriu Jalbu Valeriu.Jalbu@uottawa.c

a
19 Faculty of Social Sciences Sylvie Desrochers sdesroch@uottawa.ca 8
20 Faculty of Graduate and Nathalie Chiasson nchiass2@uOttawa.ca ?

21 Faculty of Law - Civil Law Pierre Thibault pierre.thibault@uOttawa.
calo
22 Faculty of Law - Common Daria Vatamaniuc dvatamun@uottawa.ca
Law "
23 Library Myléne Lepage Mylene.Lepage@uottawa
cal?
24 International Office Alain Lagacé alagace@uottawa.ca '3
2. mailto:malbert@uottawa.ca
3. mailto:lboisver@uottawa.ca
4. mailto:celinem@uOttawa.ca
5. mailto:cthibau6@uottawa.ca
6. mailto; lgeorges@uottawa.ca
7. mailto:carol@uottawa.ca
8. mailto:sdesroch@uottawa.ca

9.

mailto:nchiass2@uOttawa.ca

10. mailto:pierre.thibault@uOttawa.ca
11. mailto:dvatamun@uottawa.ca

12. mailto:Mylene.Lepage@uottawa.ca
13. mailto:alagace@uottawa.ca
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mailto:dvatamun@uottawa.ca?utm_source=hrdocrh.uottawa.ca&utm_medium=dita-pdf&utm_campaign=main.ditamap
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UNIVERSITY OF OTTAWA

Organization Faculty or Service Nom Courriel

25 Center for Continuing Serge Blais sblais@uottawa.ca 1#
Education

26 Human Rights Center Viviana Fernandez vfernand@uottawa.ca '°

28 Research Management Enjolie Provost eprovost@uottawa.ca '°
Services

29 Co-operative Education Manon Racine Manon.Racine@uOttawa.
Programs cal

30 Office of the Registrar Lynn-Marie McCarthy | Imccarth@uOttawa.ca '8

31 Financial Aid and Awards Lynn-Marie McCarthy | Imccarth@uOttawa.ca '?

32 Human Resources Jennifer Jean Saint- | adminrhrf@uottawa.ca 20

Juste

34 Financial Planning Monique Malo adminrhrf@uottawa.ca 2!

35 Financial Resources Monique Malo adminrhrf@uottawa.ca 22

36 Procurement Monique Malo adminrhrf@uottawa.ca 23

37 Information Technologies | Chantal Roy cr22@uottawa.ca 24

38 Teasury and Pension Fund | Nathalie Chiasson nchiass2@uOttawa.ca 2°

39 VRA Financial Resources Monique Malo adminrhrf@uottawa.ca 26

40 Physical Resources Valentin Bachner vbachner@uOttawa.ca 2/

41 Protection Services Nathalie Watson nwatson@uOttawa.ca 28

14. mailto:sblais@uottawa.ca

15. mailto:vfernand@uottawa.ca

16. mailto:eprovost@uottawa.ca

17. mailto:Manon.Racine@uOttawa.ca
18. mailto:Imccarth@uOttawa.ca

19. mailto:Imccarth@uOttawa.ca

20. mailto:adminrhrf@uottawa.ca
21. mailto:adminrhrf@uottawa.ca
22. mailto:adminrhrf@uottawa.ca
23. mailto:adminrhrf@uottawa.ca
24. mailto:cr22@uottawa.ca

25. mailto:nchiass2@uOttawa.ca

26. mailto:adminrhrf@uottawa.ca
27. mailto:vbachner@uOttawa.ca

28. mailto:nwatson@uOttawa.ca%20
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Organization

Faculty or Service

Nom

Courriel

42 TLSS Denis Bouchard dbouchar@uottawa.ca 22
43 Office of Risk Management | James Neusy jneusy@uottawa.ca 30
44 Food Services Philippe Demers pdemers@uottawa.ca 3'
45 External Relations Diane Comtois dcomtois@uottawa.ca 32
46 CGCE Nathalie Chiasson nchiass2@uOttawa.ca 33
51 Community Life Service Mélanie Morisset mmorisse@uOttawa.ca 3%
52 VRA Student Servives Nathalie Chiasson nchiass2@uOttawa.ca 3°
53 Housing Eric Chartrand echartra@uottawa.ca 36
54 Conventions and Philippe Demers pdemers@uottawa.ca 37
Reservations
55 SASS Francine D'Amour fdamour@uOttawa.ca 38
56 Sports Services Lucie Laroche llaroche@uottawa.ca 3°
61 University of Ottawa Press | Nathalie Chiasson nchiass2@uOttawa.ca 40
62 Animal Care and Veterinary | Michelle Tyssen mtyssen@uOttawa.ca 4!
Service
70 Office of the Presidents and | Nathalie Chiasson nchiass2@uOttawa.ca 42
Vice-Presidents
71 Office of VP Acad and Nathalie Chiasson nchiass2@uOttawa.ca 43
Provost
29. mailto:dbouchar@uottawa.ca
30. mailto:jneusy@uottawa.ca
31. mailto:pdemers@uottawa.ca
32. mailto:dcomtois@uottawa.ca
33. mailto:nchiass2@uOttawa.ca
34. mailto:mmorisse@uOttawa.ca
35. mailto:nchiass2@uOttawa.ca
36. mailto:echartra@uottawa.ca
37. mailto:pdemers@uottawa.ca
38. mailto:fdamour@uOttawa.ca
39.
40. mailto:nchiass2@uOttawa.ca
41. mailto:mtyssen@uOttawa.ca%20
42. mailto:nchiass2@uOttawa.ca
43. mailto:nchiass2@uOttawa.ca
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Organization Faculty or Service Nom Courriel
72 Office of VP Research Nathalie Chiasson nchiass2@uOttawa.ca #4
73 Office of VP Resources Nathalie Chiasson nchiass2@uOttawa.ca *°
74 Office of VP Ext Relations Nathalie Chiasson nchiass2@uOttawa.ca 4°
75 Office of VP Gouvernance | Nathalie Chiasson nchiass2@uOttawa.ca 4’
84 Strategic Enrollment Lynn-Marie McCarthy | Imccarth@uOttawa.ca 48
Management
44, mailto:nchiass2@uOttawa.ca

45.
46.
47.
48.

mailto:nchiass2@uOttawa.ca
mailto:nchiass2@uOttawa.ca
mailto:nchiass2@uOttawa.ca
mailto:Imccarth@uOttawa.ca
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The Halogen interface

Finding your way around

Here are a few helpful hints for finding your way around in Halogen.

1. Atop tab highlighted in blue indicates the name of the page you are on.

uOttawa
L'V hamrsdd# il i
Canada's umm!ﬁ

m My Performance Wy Employees

Welcome Stephane Boucher ﬁ Feedback -

Direct Manager: Joanne Demers

2. Textin blue indicates a link, which opens in another window.

B My Evaluation: ANNUAL PERFORMAMNCE EVALUATION - ON DEMAND | Status I

@ Wiite my seff:evaluation I

13
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Changing the interface language

This application is available in both official languages, so you can work in the language

of your choice.

1. The interface changes to French as soon as you select Francais. However, when you
change the language you are taken back to the Home page and not to the page

you were on when you changed the language.
E-X?
Security Settings

Language -*—--'/

Cate Format

Control Center

ALOGEN

SOFTWARL

Restore Defaults

Logout

The default language is set when a user account is created. Forms for the user will
always appear in the user’s preferred language. Whether you are using the French
or the English interface, however, forms are always displayed and published in the
preferred language chosen for the user when the account was created.

e
—

i

uOttawa

Canndla's aiverainy

Welcome Paul Martin’

Direct Manager:

My Performance

You have tasks to compleje in the ongo
Task « |
B My Evaluation: 2016

AL SETTING | §

@ Discuss with myflhanager and write my

B My Evaluation: INNUAL PERFORMANCE

rite my self-evaluation

4

Paul Martin

ANMUAL PERFORMANCE EVALUATIO
By Paul Martin

Form Navigator

Evaluation annuelle de la performance
RENSEIGNEMENTS SUR LEMPLOY]
EVALUATION DES OBJECTIFS
Score moyen (objectifs)
EVALUATION DES COMPETENCES ¢

Planific ation

Initiative

Service a la clientéle

Travail d'équipe et coopération
Score moyen (compétences)
EVALUATION DU DEVELOPPEMENT
SECTION RESERVEE AU SUPERVIS
SECTION RESERVEE A LEMPLOYE

4
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Tasks

In Halogen, steps to be completed in the ongoing process are considered “tasks.”
Employees’ tasks may be, for example, entering their goals in an online form, and
submitting them to their supervisor for review. Supervisors, of course, have a greater
number of tasks since they must enter their own goals in addition to reviewing and
approving the forms submitted by each employee that reports to them. An icon

indicates the status of each task.

Task status icons:

Legend: 0 Crverdue O To-Do '@' To-Do @ Sent for Review O Mot Ready 'ﬁ' Completed I

Icon

Meaning

0 Overdue I

Task past due and requires attention.

O To-Do l

Task requires your attention but is not past
due.

@ Sent for Review I

Task awaiting third party review.

O Not Ready '

Task is not ready for your participation.

ﬁ Completed .

Task is completed and no longer requires your
attention.

(2 ToDo I

Task requiring attention of another user but
not past due.
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Interface icons

Icon Function or meaning
Links a goal to an organizational goal.
‘a' g g g
EJ Erases a title, description, due date or success indicator of a goal.

Indicates the goal is linked to an organizational goal.

Indicates a date field that opens a calendar to enter a date.

Starts spell checker. You will be asked to set the language.

5

Adds a note.

=

Expands or collapses the form navigator pane.

lI]_IZI

Prints the form.

']

Creates a PDF version of the form.

bl
£
oo

Built-in language checker reviews text for any offensive or potentially
embarrassing words or statements and suggests alternatives.

g

Split screen function.
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Icon Function or meaning
Closes the form.

Help

Online help is available in Halogen. Simply click Help in the upper right corner.

9

The form navigator pane

Each form (performance evaluation, goal setting, end of probationary period, mid-year
evaluation, etc.) has multiple sections. The form navigator pane allows you to easily and
quickly move between sections.

The form navigator pane appears to the left of the form. You can use either the form
navigator or the scroll bar to move from one section of a form to another, although the
navigator pane allows you to do so more quickly.
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Discuss with my manager and write my goals

Stéphane Boucher

2013 GOAL SETTING - TESTING
By Stéphane Boucher

Form Navigator | o= 2R AN =2

Performance & Development Agreeme ~ GOAL SETTING DISCUSSION MEETING
EMPLOYEE INFORMATION

GOAL SETTING DSCUSSION MEET  Definition:

NEW GOALS FOR_ME YEAR 2013

Goals are specific results that we seek to achisve.
KEY CGMFETE NCIES supenvizor and the employee. To ensure that ever]
Planning about the SM.ART.).
l m_tl S : : x Instructions:
Client service orientation
Teamwork and cooperation We suggest you identify between three and five gg

DEVELOPMENT PLAN FOR THE YE/ University of Ottawa strategic goals cutlined in De

- In the first text box, write the goal title.
L | b -Inthe &e_mnd te:-x_'t box, -ﬁe&c_ribe the goal in detgi




Main functions

Tasks to complete

The You have tasks to complete in the ongoing process pane provides employees and
supervisors with an overview of any tasks they have yet to complete (their own tasks
and those of any employees they have).

Users can display these tasks in grouped view, task view or in a single list. In addition,
each column can be sorted in ascending or descending order.

You have tasks to complete in the ongoing process =

Task a Due Date

B My Evaluation: 2016 GOAL SETTING | Status

@ Discuss with my manager and write my goals 03/31/2016
B My Evaluation: ANNUAL PERFORMANCE EVALUATION - ON DEMAND | Status

) Write my self-evaluation 12/31/2016

= Options §

This pane also displays the status and due date of tasks.

Users will usually receive an email indicating a task has to be started or completed. The
email message can also include the user’s log-in name, temporary password and a link
to launch Halogen. Once logged in, the user sees a quick overview of any tasks
requiring action.

When a given process is complete and the supervisor has signed the form off, Halogen
posts the form in the Evaluation section of the My Performance page.

Activity tracker

The activity tracker pane appears on the right-hand side of the home page. It lists
journal notes, appraisals and documents that have been updated in My Performance.
Items can be sorted by date (newest to oldest) or by type.

1. Changes made to goals and development plans appear only after the goal setting
process has been completed, i.e., after the supervisor has given final approval.

19
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2. The group of tabs that displays in the activity tracker depends on the user type.
a. Employees: Mine.
b. First-level supervisors: Mine and 1st level.
c. Second-level supervisors Mine, 1%t Level and 2" [ evel.

3. Activities in the Mine tab can be grouped by date or type.

4. Activities of direct reports can be grouped by date, type or employee.

Activity Tracker

| Mine | 1stLevel | 2nd Level | ﬁ

Group by: | Date

My Performance

My Performance

My Performance is a centralized portal where a user can access and update performance
information in the following sections:

Home I My Performance I My Employees Task Status Reports Talent View I
IlG-uaIs Development Flans Feedback Evaluations Documents
+ Goals

« Adding a development plan
« Adding ajournal note
« Evaluations

« Documents
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Supervisors have access to these same five sections in the My Employees page.

g~ Important:
If you add goals or development plans in My Performance, this information is not
automatically added to the goal setting form completed at the start of the
performance evaluation cycle. As a result, these goals and development plans will
not be formally evaluated at the end of the cycle.

Adding a goal

A goal is a target that an employee is encouraged to reach, generally within a specified
period of time. Goals can be added by both employees and supervisors. An employee
can also add goals after an evaluation has taken place. Employees and supervisors can
consult the employee’s goals at any time. Goals entered in the goal setting form will
appear in this section once the goal setting process has been completed.

1. Supervisors: click My Employees and then the name of the employee for whom a
goal is to be added.

2. Click Goals.

NB: The objectives you added will not be kept in the goal setting form that you
completed at the beginning of the cycle.

3. Click Add.
Home My Performance My Employees  Task Status  Reports  Talent View
Goals Development Flans Feedback Ewvaluations  Documents

My Performance

Goals Add Delete Options
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4. Enter atitle in the Title field.

Add Goal X
Employee: Stéphane Boucher Weight
* Title:
Description:
Linked To: @3 MNone | Category: None
Start Date: | _Etlue Diate: Completed Date: E
Status: | Select v ° > & Progress Flag
On Track At Risk
Eeecont Somplete. Lﬂ%jl © 4 NotonTrack ® (@ No Flag Set

Last Modified: 07/08/2016

Motes

| Add a note...

oK [ Canc el{}w

5.  Provide a detailed description of the goal in the Description field.
6. Click on the calendar icon next to the Start Date field and select a start date.
7. Click on the calendar icon next to the Due Date field and select a due date.

8. Click OK.
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Adding a development plan

A development plan added here will not be added to the goal setting form completed
at the start of the cycle.

1. Supervisors: click My Employees and then the name of the employee for whom a
development plan is to be added.

2. Click Development Plans.

3. (lick Add.
Home My Performance My Employees Task Status  Reports  Talent View
Goals t)evélupment Plarﬂ Feedback Evaluations  Documents

My Performance

Use this section to view and manage your personal development plans.

Development Plans Add Delete Options
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4. Enter atitle in the Title field.

Add Development Plan

| Details [Devell}pment Activities

Employee: Stéphane Boucher
* Title: ||

Description:

Related Competency: % | Entered By: Stephane Boucher

Created Date:

Due Date: | IE=

Status: LNDt Started ¥ | Completed Date:

Motes

Add a note.

| ok || cancel |

5. Provide a detailed description of the development plan in the Description field.
6. Click on the calendar icon next to the Due Date field and select a due date.

7. Click OK.

Adding a journal note

Employees can use the journal notes section to track their achievements during the
year, which can be helpful at evaluation time. For example, a journal note could be
added to note registrations increased by 2 %.

1. Click on Feedback and then the name of the employee for whom a journal note is
to be added.
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2. Click Journal Notes.

Home Wy Performance My Employees Task Status Reports Talent Yiew
Welcome Stéphane Boucher € Feedback-
Direct Manager: Joanne Demers % Joumnal Mote

3. Enter a title for the note in the Title field.

Add Feedback - Journal Note

For: Stéphane Boucher

Title: | Journal Note

E‘@ﬂa I U

: z)(=][v] =

() Share feedback with management.
Last Medified:

0K || Cancel

4. Enter the journal note details in the Description.

5.  Employees who arrived at this section through the My Performance page can check
the box next to Share feedback with management if they wish to allow their
supervisor to see this note. Supervisors who arrived at this section through the My
Employees page can check the box next to Let the employee view this note if they
wish to allow their employee to see this note.

6. Click OK.
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Evaluations

Supervisors may review their own forms and evaluations as well as those of their
employees at any time. This allows supervisors to monitor both personal and employee

progress.

i Note:

Past appraisals and goal settings forms have not been imported into Halogen.
Therefore, 2012 is the first annual performance evaluation cycle to be recorded in
Halogen. Once the 2012 goal setting process is complete, this form will appear in
the Evaluations section.

Home My Performance My Employees Task Status  RHeports  Talent View

Goals Development Plans Feedback Evaluations | Documents

Wy Performance

Past Appraisals

| Page| 1of 1| |EI@

Past Appraisal =

GOAL SETTING 2012

2013 Evaluation

2012 EVALUATION - TESTING

Print a completed form

1. Click the Ma Performance tab.

2. Click the Evaluations tab.
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Click on the name of the form to be printed in order to create a PDF document.

Home My Performance Wy Employees Task Status  Reports  Talent View

" Evaluations | Documents

3.

Goals Development Plans Feedback

Vly Performance

Past Appraisals

| Page| 1|of 1| |E|@
Fast Appraisal =

GOAL SETTING 2012

2013 Evaluation

2012 EVALUATION - TESTING

Once the PDF form appears, place your curser at the bottom of the document to

4,
view the translucent Adobe toolbar.

5. Click on the printer icon on the toolbar.
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6. Click Print to send your document to the printer.

j T T

e,

111

uOttawa

L Unversing camsdismme
Canada’s universaty

Performange & Development Agreement: Goal Setting

EMPLOYEE INFORMATION

Name: Stanley D m Current position:
Supervisor name: Stphanie Rousseau Faculty / service: Human Resources
Hire date: Position grade: §
Employee number: S00000044 Union affiliation: PSUO

GOAL SETTING DISCUSSION MAB

Definition:

ed onan

Gaals are specific res :
make sure thay

agreement between
are 5.M.AR.T. (click on

TR oo sama o bl ki s bomdmomm e S i s e i ] i W mmelimmbe e el sama e sl b i

Adding a document

Employees can add, consult and delete performance-related documents for
themselves. Supervisors can add, consult and delete performance-related documents
for themselves and their employees.

Supervisors can set document visibility parameters (access) for any documents they add
for an employee by selecting the Employee and Management or the Management radio
button.

Users can add documents with the following filename extensions :
- .PDF

- .DOC

- .DOCX
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« TXT

« XLS

« XLSX

- JPG

- .GIF

- .BMP

1. Click the Documents tab.

2. Click Add.

Home My Performance My Employees  Task Status Reports Talent View

Goals Development Plans Feedback  Ewvaluations Documents

Vly Performance

Your personal upload limit is 10 MB.

Documents

3. Enter atitle for the document in the Title field.

4. Click Browse.

. Add Document

Title:

Filename:

[

|| Browse. .

OK

| Cancel




5. Locate and click on the document to be added.

6. Click Open.

File Upload

Look in: | My Documerts [:-l ¢ 5 s A
- Mame ' Size | Type Date@
"J “|Letter of recommendation.docx _ 10KB Microsaoft Office Wo... 10,02
Recent aII animal care and physical re... 33KB Microsoft Office Exc... 10/02
iTE,ﬁmﬁts pour Annick.xdsx 35KB Microsoft Office Exc... 08/02
— LIHALOGEN_FOR_SUPERVISOR... 2,034KB Adobe AcobatDoc...  08/02
£ TLIHALOGEN_FOR_USERS.pdf 1,959 KB Adobe AcrobatDoc...  08/02
Desktop TLIHALOGEN_FOR_HRREPS.pdf 2,407KB Adobe AcobatDoc... 08/02
Epocoot. wsx 13KB Microsoft Office Exc... 08/02
- e '@]main.pdf 2,024K¥E Adobe Acrobat Doc...  0&/02
;_] B IBRARY_BARCODE.XLS 1,181KB Microsoft Office Exc... 27/01
T B Default.rdp 2KE Remote Desktop Co... 2701
'E]u:l_ﬁ::rm.pdf 15,255KE Adobe AcrobatDoc...  19/01
T | EListe des courriel employé PIP... 915KB Microsoft Office Exc...  19/01
g’ E-E..Ef JobsCurrent 1 .xls 930 KB Microsoft Office Exc... 19/01
T @new_&mail_l 3 _Jan_2012.csv 2KE Microsoft Office Exc... lSIFJ :lM
[i] i = ] {ﬁ]
%
Q File name: |Letter aof recommendation.docx .Vl [ COpen
My Network  Files of type: | Al Files v canq,?é_] _
by
7. Click OK.

Deleting a document

You can delete a document from the Documents section.

1. If you are a supervisor, click My Employees and then the name of the employee
whose document is to be deleted.
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2. Click the Documents tab.

Goals Development Plans Feedback

viy Performance

Your perscnal upload limit is 10 MB.

Documents

@ |Filter by Date: | After v | |01/01/2014
| Page| 1]of 1] | = @

[ | Document

nouveau doc oct 2015

Evaluations Documents |
Add ||| Delete
@
File Siz
17 KB

3. Putacheckmarkin the box next to any documents to be deleted.

4. Click Delete.
5. Click OK.

Are ol certain you weant to delete the selected filels)?

[ ox ]|[ —

My employees

Supervisors have access to the My Employees area, which provides a list of all direct

report employees and their records.
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Supervisors responsible for many employees can enter a full or partial employee name
in the search box, use the advanced search function or activate a list filter.

A supervisor can set the filter to show the records of Direct Reports or All Reports.
Therefore, supervisors can view:

1.
2.

The icon legend appears at the bottom of the My Employees page.

Legend:

Employees who report directly to them.

Employees who report directly to them and that employees direct reports.

The My Employees section uses icons to indicate which employees have other
employees reporting directly to them and/or which employees report two more
than one supervisor simultaneously (secondary managers).

Home My Performance My Employees Task Status Reporis Taleg
My Employees € Feedback-
Search First and/or Last Name | Search | | Show All

Employees
| Page| 1 |of 1| |E’@

First Name a Last Name

Matacha St-Benoit

Patricia Deschamps

Feter Ely

Fierre Bercier
§LzanneTEST Eg!_il-rtemanc heTEST

‘ Direct Manager
Stéphane Boucher
Stéphane Boucher
Stéphane Boucher

Stéphane Boucher

Stephane Boucher

‘ Relatio

Direct Reports

Lamothe, Fra

Markovinovic
IrenaTEST

St-Frangois,

Click icon to
list.

3

iis Direct Heports
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Task status

This section allows supervisors and Human Resources administrators to consult their
own tasks and their employees’ tasks.

Supervisors and administrators can view the details for an individual step in the process
or an overview of the tasks for all process steps.

Note, however, that the overview is available only for the supervisors and

administrators responsible for a particular process and the employee involved in the
process.

Home My Performance My Employees I Task Status I Reports

Tasks Cveryview
PERFORMANCE EVALUATION FOR EMPLOYEES ON PROB,

07¥/01/2013 07/01/2013
End of probation - End of probation - End of pro
Write evaluation(s) for Employee sign-off Sign-off app
my direct rep... second level
O 2 To-Dos O 2 Not Red
Search First andfor Last Name | Search | | Show All |

Tasks

| Page| 1of 1| | = @

[C] | First Name i Last Mame | End of probation - Write evaluation(s) for my direct
Patricia Deschamps @ Edit Form
] Pierre Bercier @ Edit Form
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The overview display shows where each of the reports is in the process.

The example below shows that three employees have to complete the goal setting
process and one has already completed it.

Home My Performance Wy Employees m-l Reports Tale

Tasks Overview

PERFORMANCE EVALUATION FOR EMPLOYEES ON PROBAT

Direct Reports

Search First andfor Last Name | Search | | Show All

Appraisal Process Overview

| Page| 1]of 1| | = @
[l | First Name & Last Mame Direct End of probation - Write ey
Reports direct report(s)

[[] Patricia Deschamps @ Edit Form
07012013

] Piere Bercier @ Edit Form
07012013

[ SuzanneTEST Bali-CourtemancheTES i MIA

T




Goal setting

Setting goals

The process of setting goals is broken down into tasks done by either the employee or
the employee’s supervisor.

03/31/2016 03/3172016 03/31/2016
Employee writes goals RHeview and finalize Employee signs off
goals for my direct

reports

O 5 Not Ready

Start of the goal setting process: The supervisor schedules a meeting with the employee
to set goals for the coming year, to identify the behaviours necessary to maintain or
improve performance levels in each competency and to draw up a development plan
that will allow the employee to achieve their goals and reach the required competency
levels.

The employee must:

—_

Enter the date of the meeting with the supervisor.

N

Add up to five goals

w

Enter the specific behaviours for each competency necessary in order to maintain
or improve performance levels in each competency over the next evaluation
period.

4. Enter a development plan.

hd

Save the draft form (can be modified up until it is submitted for approval).

6. Submit the form for approval. The employee can no longer modify the form.

The supervisor must:

1. Review and finalize the employee’s draft form. At this step, the supervisor can write
directly in the form to make necessary changes.

35
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4,

5.

If necessary, add comments to key competencies.
If necessary, add comments to the development plan.
Save the form.

Complete the form

End of the goal setting process

The employee approves the goal setting form. The form is now marked completed.

Meeting to discuss goals

The first step in completing an annual evaluation is the employee—supervisor meeting
in order to establish goals. Once the meeting has taken place, the employee drafts
personal goals in Halogen.

Drafting goals (employees):

1.

2.

Click Discuss with my manager and write my goals.

You have tasks to complete in the ongoing process

Task a

B My Evaluation: 2016 GOAL SETTING | Status

@ |Discuss with my manager and write my goals !

Once the goal setting form opens, click the calendar icon in the meeting section,
next to the Date of discussion field and select a meeting date
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3. Select Yes to confirm that the meeting was held and that the goals were discussed
with the supervisor.

Date of discussion:  11/30/2015

| have met with ny ® v
supervisor to discuss
these goals Mo

Adding a goal

All employees must write up their goals at the start of the annual performance
management cycle. Halogen allows the employee to enter up to five goals. The steps
below describe the process for drafting and editing a goal (for employees) and for
editing a goal (for supervisors):

1. Under the heading Title and description / Goal action items, type the title of the
first goal.

NEW GOALS FOR THE YEAR 2016

Title and description / Goal action items

Goal title

SMART detailed description
&[o]

Due: | 12/16/2016

|u‘|easurfrs of Success
My goal will have been reached when|

2. Inthe second box, type a detailed description of the goal.
3. Click the calendar icon next to the Due box and select the required date.

4. Inthe Measures of successs box, type one or more indicators.
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5. Click the chain link icon to link the goal to an organizational goal.

6. Select one organizational goal the employee goal is to be linked to.

Goal Link Details

Select one goal to link.
Process: 2016 GOAL SETTING

Category: | All

Organizational Goal: EHe R rich, inspiring student experience

—_J Academic Programs

EH_| Communication

BH_| Culture of performance and accountability
BH_| Developing leaders through intemationaliz. ..
—_| Developmental Projects

—_| Employee experience

BH_| Employee experience

—_| Enhance Reputation / Profile

BH_ Francophonie and bilingualism

Copy and Link M\l

—] Grow Revenue

Description:

7. Click Link.
8. Click Add New Goal to add a goal.

P Add New Goal |
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Linking behaviours to key competencies

The key competencies section is for recording the behaviours an employee must adopt
or maintain in order to improve or remain at their level of performance for each of the
four competencies. When a supervisor opens a form submitted by an employee, the
supervisor is able to make changes to the form. Next section describes the steps for an
employee to record behaviours.

1. Inthe Areas of focus box, the employee describes a behaviour that will help them
acquire, maintain or improve their level for a given competency.

Planning

Organize in time a series of actions or events in order to achieve an objective or a project. Plan and organize own work and
pricrities in regular daily activities.

Areas of
focus:

2. (lick Add Anotation to attach any comments.

|

3. Repeat steps 1 and 2 for each of the other competencies.

Adding a development plan

Employees and supervisors can use the development plan section to describe possible
training activities that would provide the employee with opportunities for career
advancement or help the employee improve their skill level. The development plan can
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be completed by either the employee or the employee’s supervisor. To add a
development plan, follow the steps below.

1. Give the development plan a title.

DEVELOPMENT PLAN FOR THE YEAR 2016

Definition:

Professicnal development is the continuous process of acquiring new knowledge and skills that relate to the emp
emvircnment. It plays a key role in maintaining trained, informed, and motivated staff.

Instructions:

- ldentify areas of improvement andlor development that will support the achievement of goals and competenci
- For employee: include career interests that will help provide opportunities for career advancement within the U
- Employes and supervisor: prepare an action plan that incledes training, courses, workshops, ete. in order to dg

Title:

©

2. Enter adescription of the proposed training activity.
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Saving the draft version

Click Save Draft furthering order to save the form and continue editing. When you have
finished entering your plan(s), click Submit. The form can now be viewed but not
changed and is submitted to the supervisor for review and approval.

1. Click Save Draft.

Help |

| Save Draft Submit '

2. (lick OK

Your changes have heen saved.
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Submitting a form for approval

Once there are no further changes to make to the form, it is submitted to the
employee’s supervisor for review and approval. A supervisor cannot view the form until
the employee has submitted it for review and approval.

1. Click Submit once there are no more changes to be made to the form.

Help |

| Save Draft Submit '
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Reviewing and approving goals

A supervisor can see on the Home page in the You have tasks to complete in the
ongoing process section if there are forms to approve. The supervisor must then:

1. Click Review and finalize goals for my direct reports.

The following sub-steps can be done if the employee needs to be assigned to a
different supervisor. If you do not need to assign the employee to another
supervisor, go directly to step 2.

a. Putacheckmark next to the name of the employee whose form must be
assigned to another supervisor.

b. Click on Assign to Other Manager.

Tasks t [ Assign to Other Manager. .. |'
oS
| Page| 1|of 1| l ? X Displaying 1 -2 of 2
] | First Name a Last Name E]Iue Date ‘ Completed Date ‘
| Patricia Deschamps |l 37/01/2013
[ Piere Bercier ovro203

2. Click Edit Form.
Halogen opens the employee’s completed form and the supervisor can modify it.
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3.

In the form navigator, click Goal Setting Discussion Meeting.

Make sure the meeting date has been entered and that the employee has selected
Yes next to | have met with my supervisor to discuss these goals.

Discuss with my manager and write my goals

Stéphane Boucher

2013 GOAL SETTING - TESTING
By Stephane Boucher

Form Navigator B | = | e 80

Performance & DE'\."E"meEnt Agreeme GOAL SETTING DISCUSSION MEETING
EMPLOYEE INFORMATION

GOAL SETTING DASCUSSION MEET  Definition:

NEW GOALS FOR_HE YEAR 2013

Goals are specific results that we seek to achieve.
KEY COM P ETENCIES supenvisor and the employee. To ensure that ever
Flanning about the S.M.AR.T.).
Initiative Instructions:

Client service orientation
Teamwork and cooperation
DEVELOPMENT PLAN FOR THE YE!#

We suggest you identify between three and five gqg
University of Ottawa strategic goals cutlined in Deg

- In the first text box, write the goal title.

| b | - Inthe second text box, describe the goal in d&tail

Click New Goals and confirm that the goals match what was agreed upon with the
employee. If not, enter the necessary modifications.

Click Key Competencies and confirm that the notes added match what was agreed
upon with the employee. If not, enter the necessary modifications.

Click Development Plans and confirm that the notes added match what was agreed
upon with the employee. If not, enter the necessary modifications.

Click on Save Draft to save the form.

Click on Approve to send the form back to the employee for the employee’s final
sign-off.

Click X in the red box to close the form.
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10. (Optional) Click Next Employee (if there is more than one employee whose form
needs to be reviewed and approved).

Help |

MNext Empl%fee 3

Employee final approval

Once a supervisor has reviewed and approved an employee’s goal setting form, the
supervisor sends the form to the employee for approval. The employee must:

1. Click Sign off on my goals.

You have tasks to complete in the ongoing process

‘Task.;

E My Evaluation: Goal Setting 2016 - Training | Status

|D Sign off on my goals |

2. Click on OK.

3. Click on Sign Off.
If you click on Sign Off the form is saved and the process is completed. You cannot
modify the form once it has been signed off.
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4. Click on OK.

Sign Off Appraisal

% Employee
Direct Manager

Signed Off By

Sign-off Date

5. Click on the X to close the form.

Help |

. Stephane Boucher
- Joanne Demers

. Stephane Boucher
: DTM22016




Self-appraisal Process

Annual Appraisal Process

1. The year-end process contains many steps that must be completed successively by
the employee, the supervisor, the second-level supervisor of the unit.

Employee wrtes self- Write evaluations for  Add comments to my  Sign-off evaluations for  Employee signs-o
evaluation my direct reports second level reports’  my direct reports
evaluations

a. Employee write his/her self-evaluation

b. Supervisor revises/writes evaluation, consults with the second-level supervisor
and discusses with the employee

c. Second level super visor adds comments
d. Supervisor signs-off the evaluation
e. Employee signs-off

2. The self-appraisal form finalizes the appraisal cycle. This form must be completed
by all employees. It is in this form that scores for objectives and competencies are
entered.

47



48

3. The self-appraisal form is available from the Home tab and you must click on Write
my self-evaluation to begin the process.

Home Wy Performance My Employees Leamn

Welcome Suzanne Falardeau @) Feedback -

Direct Manager: Michel Fournier

You have tasks to complete in the ongoing process
. ‘ Task

B My Evaluation: TEST - 2016 EVALUATION - TEST | Staf

O Write my self-evaluation
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4. The self-appraisal form allows you to enter goals if you have not previously
completed the goal setting form. To enter goals you must click on Add Past Goal.
However, if you have completed the goal setting form or you have entered goals

and/or development plans using the My Performance tab, they will automatically
be imported in the self-appraisal form.

2016 Goal Qutcome Score
Title: |Goal 1 3
SMART description of goal 1 Outcome of goal 1 13
Due: |2016/10/14  |EH Completed: | 2016/09/15 =
Ratingl| Achieved 'I

Measures of Success
Measure of success for goall

ﬁ Attach Feedback
2P Add Past Goal
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If you have filled the goal setting form but your supervisor has not opened the
form, your goals, competencies and development plan will have not been added
to the annual appraisal form. It is possible to copy and paste the content of your
goal setting form into the annual appraisal form. The following steps explains how
to do this.

a. Click on My Performance tab
b. Click on Evaluations tab
c. Click on Goal Setting.

d. Simultaneously press on the following keyboard keys SHIFT CTRL S to be able
to save your form on your desktop

e. Select the directory where the file needs to be saved and write a name of your
document.

f.  Close the PDF form opened with Halogen by clicking on the red box with the X
located in the upper right section of the form.

g. Click on the Halogen Home tab.
h. Click on Write my self-evaluation to open the annual appraisal form.
i.  Open the PDF form that you have saved on your desktop.

j.  Go to the goal section of your PDF form and select the goal Title and on CTRL C
on the keyboard.

Title and description / Goal action items

Have the first draft of the P3C User Guille ready by the end

—

Due: 03/31/2013 r goal title J

Measures of Success
Have the first draft ready for review.

k.  On the evaluation form of Halogen, bring the cursor in the box where the goal
title must be typed and simutaneously press on CTRL V to insert the goal title.

2012 Goal

Title: |Tran5|ate the P3C user Guide in French |

o | .
&
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6. The self-appraisal form allows you to enter notes in the key competencies if you
have not previously completed the goal setting form. However, if you have added
notes to the competencies section when you filled the goal setting form, they will
automatically be imported in the self-appraisal form.

Assessment Rating Scale Score:

Planning

L 4
Organize in time a series of actions or events in order Meets the Com Jeecy

to achieve an cbjective or a project. Plan and crganize
own work and pricrities in regular daily activities.

Initiative
Demonstrate creativity and initiative to suggest

Meets the Competency v

improvements and encourage positive results. Be
proactive and self-starting. Show availability and
willingness to go above and beyond expectations
whenever possible.

Service Excellence
Reflect a positive attitude, demonstrate competence

Meets the Competency v

and professionalism, treat members of the community
with respect, exercise care, devote full attention and
find sclutions. (isit the section "Useful links™ on the
home page to read the detailed definition)

Teamwork and cooperation

T
Cooperate and work well with other members of the Meets the Competency

teamn to reach common goal. Accept and give
constructive feedback. Adjust own behaviour to reach
team goals.
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7. The self-appraisal form allows you to enter a development plan if you have not
previously completed the goal setting form. However, if you have completed the
goal setting form or you have added development plans from the My Performance
tab, they will automatically imported in the self-appraisal form.

DEVELOPMENT PLAN PROGRESS REVIEW

2012 Development Plan Progress
Title: rrechnical wiriting training
Take a two-days training on technical writing to 4 [ |The training was completed in July and | have already

improve the quality of my user manuals.

©

started integrated what | have learned and my user
manual defnitely look more professional.

8. Iftherating scale of at least one competency equals Needs improvement, the
supervisor must complete the PDF form titled PIP (performance improvement

plan). The supervisor must send an email to performance@uottawa.ca *° to obtain
the PIP form. Once the form is completed and signed by the supervisor and then
signed by the employee, the PIP form must be send to Human Resources by email
to performance@uottawa.ca>%. The supervisor must also add the PIP in the
Documents tab on My Performance. Refer to Adding a document section of the
present guide on how to import a document in Halogen.

Steps for the self-appraisal process

All employees must complete the self-appraisal form in order to complete the annual
performance appraisal process. If you have completed the goal setting form or if you
have entered your goals and development plans in the My Performance tab, they will

49. mailto:performance@uottawa.ca
50. mailto:performance@uottawa.ca



mailto:performance@uottawa.ca?utm_source=hrdocrh.uottawa.ca&utm_medium=dita-pdf&utm_campaign=main.ditamap
mailto:performance@uottawa.ca?utm_source=hrdocrh.uottawa.ca&utm_medium=dita-pdf&utm_campaign=main.ditamap

UNIVERSITY OF OTTAWA 53

appear in the self-appraisal form. However, if yo have not yet entered goals for this year,
you will be able to enter them in the next steps.

1. Click on Write my self-evaluation.

Home My Performance My Employees Leamn

Welcome Suzanne Falardeau @) Feedback -

Direct Manager: Michel Fournier

You have tasks to complete in the ongoing process
. ‘ Task

B My Evaluation: TEST - 2016 EVALUATION - TEST | Staf

O Write my self-evaluation
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2. (Optional) Type a goal title in the box Title.

2016 Goal Outcome Score
Title: |3oal 1 3
SMART description of goal 1 Outcome of goal 1 2
©
|
T 1
Due: | 2016/10/14 = Completed: | 2016/09/15
Ratingl| Achieved ‘FI

Measures of Success

Measure of success for goall

@ Attach Feedback
3P Add Past Goal

3. (Optional) Type a detailed description in the box under the goal Title.
4. (Optional) Type a comment in the box Outcome.

5. Enter the date when the goal was achieved in the box Completed.

6. Select the goal Rating.

7. (Optional) Type a Measure of Success.

8. (Optional) Click on Add Past Goal and redo steps 2 to 7 if you need to add a goal
that has not been entered in the Goal setting form or in the My Performance tab.
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0.

10.

11.

12.

13.

(Optional) Type a note in the Assessment box of the Planning competency.

Assessment

Rating Scale

Score:

Planning
Organize in time a series of actions or events in order

to achieve an cbjective or a project. Plan and crganize
own work and pricrities in regular daily activities.

Meets the Competency

Initiative

Demonstrate creativity and inttiative to suggest
improvements and encourage positive resulis. Be
proactive and seff-starting. Show availability and
wilingness to go above and beyond expectations
whenever possible.

Meets the Competency

Service Excellence

Reflect a positive attitude, demonstrate competence
and professionalism, treat members of the community
with respect, exercise care, devote full attention and
find sclutions. (\isit the section "Useful links™ on the
home page to read the detailed definition )

Meets the Competency

Teamwork and cooperation

Cooperate and work well with other members of the
team to reach common goal. Accept and give
constructive feedback. Adjust own behavicur to reach
teamn goals.

Meets the Competency

Using the Rating Scale scroll list, select the achieved level of the Planning

competency.

(Optional) Type a note in the Assessment box of the Initiative competency.

Using the Rating Scale scroll list, select the achieved level of the Iniative

competency.

(Optional) Type a note in the Assessment box of the Client service orientation

competency.
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14.

15.

16.

17.

18.
19.
20.

21.

22.
23.

Using the Rating Scale scroll list, select the achieved level of the Client service
orientation competency.

(Optional) Type a note in the Assessment box of the Teamwork and cooperation
competency.

Using the Rating Scale scroll list, select the achieved level of the Teamwork and
cooperation competency

(Optional) Type a Development Progress Review in the box.

DEVELOPMENT PLAN PROGRESS REVIEW

2016 Development Plan Progress

Title:

Competency:
Mone Available

ﬁ Attach Feedback
_@Add Past Development Plan

(Optional) Type a detailed description in the box under Title.
(Optional) Type a comment in the Progress box.

(Optional) Type a comment related to your performance in the Employee’s
Comments box (you can also wait to enter your comment when you give your final
approval to the appraisal).

Click on Save Draft to save your form (especially if you still want to modify it later
before submitting it to your supervisor).

Click on Submit when you are ready to send your form to your supervisor.

Click on OK to confirm that you no longer need to modify the form.
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Revision of the self-appraisal by the supervisor

1. Once the self-appraisal form has been submitted by the employee, it is assigned to
the supervisor.

2. This step is started on the Home tab by clicking on Write evaluations for my direct
reports.

Employee writes self- Write evaluations for  Add comments to my  Sign-off evaluations for  Employee signs-o

evaluation my direct reports second level reports’  my direct reports
evaluations
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3. Assoon as the supervisor clicks on Write evaluations for my direct reports, the Task
Status opens and the supervisor can see at which step of the process he or she
currently is. The supervisor clicks on Edit Form to begin the step.

Home Wy Performance My Employees Leaming rm

Tasks ‘t Crhverview

20170331 2017/03/
Write evaluations for Add com
my direct reports second |
eyaluatior
O. 1 To-Do O 1 Mot
Search First and/oklLast Name | Search | | Show All |
Tasks
| Page| 1 |of 1 | EI @

] ‘ First Na._. ‘ Last Ma ‘ Write evaluations for my direct reports

&l ;gii”":ra” Deguire @ View

[ Julie Plouffe Michel Fournier
Lynne Bouchard Michel Fournier
] Suzanne Falardeau O Edit Form
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4. The form displays what was written by the employee in shaded areas titled Self-
Evaluation. The supervisor can add content in the boxes under the shaded areas.
2016 Goal Outcome Score
Self- Title: Goal 1 373
Evaluation: SMART description of goal 1 Outcome of goal 1
Title: 3
3
Due: | 2016/10/11 (= Completed: | 2016/0%/13
Rating: | Achieved v
IMeasures of Success

Self-Evaluation: Measure of success for goall
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5. The score entered by the employee for each goal is also displayed in the Self-

Evaluation shaded area. The supervisor must select the level of achievement using
the Rating drop-down list of the Goal section.

2016 Goal Outcome

Self- Title: Goal 1
Evaluation: SMART description of goal 1

employee
Outcome of goal 1
Ti'tlﬂ': ﬁ Jo— | 3
£ score given by the | pas L—
supenrisor I
L p -
& |
Due: | 2016/10/11 (= Completed: | 2016/09/13
Rating: | Achieved v
Measures of Success

Self-Evaluation: Measure of success for goall

6. The supervisor can enter comments for each key competency in the boxes located

under the word Self.. If the employee has added a note in Area of focus on the Goal
setting form, it will be displayed beside the word Self..

Self:

[hisis atesttoenteraa
Comment in a specific
Fompetency.

Suggested Comments
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7. The supervisor can get a list of suggested comments to insert in the key

competencies section by clicking on Suggested Comments. The following steps
explains how to get a list of suggested comments.

Self-Evaluation:

(2]

a. Select the category of comment that applies to the employee’s position in
relation to the compency.

Performance Comment | Coaching Tip

Select a category below and then adjust the comment level and nuance for the selected category.

Allocating resources

Balancing short and long term goals
Building contingency plans
Ensuring that plans are realistic

b. Select the employee’s gender.

Employes's Gender: @ Male ©) Female I

c. Select the achieved level by the employee.

Comment Level | Partially Meets the Competency m
HNeads Improvement
Partially Meets the Competency

Huance:

Weats the Competency
Exceeds Competency

d. Ajust the nuance by sliding the scale bar in order to display the various
comments that can be inserted. By sliding the scale bar to the right, you will
notice that the suggested comment get more elaborate and more positive.

1oL
Muance: * 1= [

L=
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8. The system displays both the score given by the employee and by the supervisor.

COrganize in time a series of
actions or events in order to
achieve an objective or a
project. Plan and organize own

Competency Assessme? afer | Rating Scale Employee | Supervisor
to areas o Score: Score:
Setting Form

Flanning Self: ! Meets the Competency - 3

work and priorities in regular
dailty activities.

9. The system displays the development plan entered by the employee in the Self:
shaded area but the supervisor can add a plan and/or a comment in the
appropriate boxes under the Self: section if the employee has not entered one.

2012 Development Plan

Progress .

¢

Self: Title: Technical writing training

Take a two-days training on technical wr'rtir’ ye

the guality of my user manuals.

é

{ entered by the employee
e .

-T.fie'&afﬁing Was
started integrated what | have learned and my uzer manual
defnitety look more professional.

Title: rl'echnin:al writing training '

entered by the supervisor =
| T y p J

T—

—

o Take a two-days training on technical wr'rtilw
improve the quality of my user manuals.

i 4

- |.|Thatﬁﬂﬁi1__u::ﬂ:'as completed in July and | have already =
started integrated what | have learned and my user
manual defnitety look more professional.
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Steps to review of the self-appraisal form by the
supervisor

As a supervisor, you must review and finalize the self-appraisal that your subordinates
have submitted.

1. Click on Write evaluations for my direct reports.

You have tasks to complete in the ongoing process

‘TESKA

B TEST - 2016 EVALUATION - TEST | Status

O Write evaluations for my direct reports

2. Click on Edit Form.
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3. (Optional) Type or modify the goal Title.

2016 Goal

Outcome

Self- Title: oal 1

Evaluation: SMART description of goal 1

Outcome of goal 1

employee

Title:

©

Rating:

score given by the =
L supemMsor |I

Due: | 2016/10/11 I

Achieved

L

Measures of Success

Completed: ; 2016/059/13

Self-Evaluation: Measure of success for goall

4. (Optional) Type or modify the goal description.

5. (Optional) Enter the goal Due date.

6. (Optional) Enter the goal achievement date in the Completed box.

7. Select the goal achievement level using the Rating drop-down list.

8. (Optional) Type or modify the Measures of success.

9. (Optional) Click on Add past goal if you need to add a goal that was not entered in

the self-appraisal form filled by the employee.

10. (Optional) Type a comment related to the Planning competency.
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11. Select the Planning competency level of achievement using the Ratings Scale drop-
down list.

Competency Assessme? afer | Rating Scale Employee | Supervisor
to areas o Goal Score: Score:

COrganize in time a series of
actions or events in order to
achieve an objective or a
project. Plan and organize own
work and priorities in regular
dailty activities.

Setting Form
Planning Self: ) Meets the Competency - 3 :*I 3|

12. (Optional) Type a comment related to the Initiative competency.

13. Select the Initiative competency level of achievement using the Rating Scale drop-
down list.

14. (Optional) Type a comment related to the Client service orientation competency.

15. Select the Client service orientation competency level of achievement using the
Rating Scale drop-down list.

16. (Optional) Type a comment related to the Teamwork and cooperation competency.

17. Select the Teamwork and cooperation competency level of achievement using the
Rating Scale drop-down list.

18. (Optional) Type or modify the Development Plan Title.

19. (Optional) Type or modify the Development Plan description.
20. (Optional) Type or modify a comment in the Progress box.

21. (Optional) Type a comment in the Supervisor's Comment box.

22. Click on Yes or No to indicate whether you have consulted the second level
supervisor on this evaluation.

23. Type the Date of consultation if you have consulted the second level supervisor.

24. Click on Save Draft to save your form (especially if you need to modify it before
sending the form back to your employee.

25. Click on Submit when you are ready to send the form to your employee for
approval.
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26. Click on OK to confirm that you do not need to modify the form.

Second level supervisor’s approval

The second level supervisor can add comments in the form. If the second level
supervisor has forms to approve, they will appear on the Home Tab in the section You
have tasks to complete in the ongoing process.

1. Click on Add comments to my second level reports evaluations.

You have tasks to complete in the ongoing process

‘Task‘.

B TEST-2016 EVALUATION - TEST | Status

|£ ! Add comments to m; second level reEDrts' evaluations E1 TD-DDE E» |

2. Click Review and Comment.

Tasks
| Page| 1 |of 1] | = @
First Na... | Last Name‘ Evaluator ‘ Add comments to my second level reports’ evalg
sg;n-Fran Deguire Michel Fournier & View
Julie Plouffe Michel Fournier (O Stéphane Boucher
Lynne Bouchard  Michel Foumier (O Stéphane Boucher
Suzanne  Falardeau  Michel Foumnier Review & Comment
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3. (Optionall) Enter a comment in the Second Level Supervisor box.

COMMENTS SECTION

2nd Level Supervisor: |Second Level Supervisor Comments|

4. Click Save as Draft.
5. Click Submit.
6. Click OK.

Supervisor’s sign off

1. Click Sign-off evaluations for my direct reports.

You have tasks to complete in the ongoing process

|Task FY

B TEST- 2016 EVALUATION - TEST | Status

(O Sign-off evaluations for my direct reports (1 To-Do) G
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2. Click Comment and Sign Off.

Tasks

|F’age§ 1 EDf1| | EI @
First Mame n‘ Last MName ‘ Sign-off evaluations for my direct reports

iJSean—Frango Deguire @ View

Julie Plouffe ) Michel Foumnier

Lynne Bouchard () Michel Fournier

Suzanne Falardeau |O Comment & Sign Off |

3. (Optionall) Enter or modify the comment in the Immediate Supervisor’s box.

COMMENTS SECTION

2nd Level Supervisor: Second Level Supervisor Comments

rmmediate Supervisor: | Syupervisor's comments.

4. Click Save Draft.

Save Draft | | Sign OF ||

5. Click Sign Off.
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Employee Evaluation Sign Off

1. Click Sign-Off my evaluation.

You have tasks to complete in the ongoing process

‘Taﬁk.n

E My Evaluation: TEST - 2016 EVALUATION - TEST | Status

O Sign-off my evaluation

2. (Optional) Enter a comment in the Employee box.

COMMENTS SECTION

2nd Level Supervisor:

Immediate Supervisor:

Employee: | Employee Comment]

3. Click Save Draft.
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4.

5.

Click Sign Off.
| Save Draft | | Sign Of ||
Click OK.



Performance Improvement Plan (P.I.P.)

Performance Improvement Plan(P.I.P)

The performance improvement plan must be completed when the employee obtains
Needs Improvement in at least one of the key competencies.

1.

The process is not automatically assigned to each employee and supervisor, itis
assigned upon request only when the need arises.

The supervisor must send an email to the address performance@uottawa.ca '
requesting that the P.I.P. process be assigned to himself/herself and to the
concerned employee.

The P.I.P. is a process containing three steps.

a performance Employee signs-off Sign-off PIP for direct
vement plan reports
for my direct. ..

The three steps of the P.I.P. are:
a. The supervisor writes the P.I.P. and submits the form.
b. The employee signs off.

c. The supervisor signs off.

51. mailto:performance@uottawa.ca
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Steps of the P.I. P.

Some steps are completed by the supervisor, others are done by the employee and the
process is completed when the form is signed electronically by the supervisor.

1. [c?Note:
The following steps are completed by the supervisor.

Click on Write a performance improvement plan (PIP) for my direct reports.

You have tasks to complete in the ongoing process

‘Task,.

B Performance Improvement Plan (PIP) | Status

O Write a performance improvement plan (PIP) for my direct reports (2 To-Dos) B¢

2. gg-Note:
The system moves to the Task Status tab.

Click on Edit Form.
3. (lick on the competency name that needs improvement using the Form Navigator.
+ Planning
+ Initiative
«+ Client Service Orientation
« Teamwork and Cooperation

The employee might have to improve more than one competency.
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4.

10.

11.

Click on Add Performance Improvement Plan.

Planning

Organize in time a series of actions or events in order to achieve an objective or a project. Plan and organize own work and

priorities in regular daily activities.

Comments: |Patricia must submit reports each SM pay to a few clients. One of the reports that Patricia creates is sent to

be done as soon as possible.

the Parking Office staff who must ensure that emplovees have paid the deductions for parking or bus (STO).
The perzon reponzible to verify those reports must have the repors before the pay is run to that corrections

—

Delete

Title: |U5ing the Outlook Taks to schedule the production of reparts. Due: | 08302012 |

@ | hawve met with Patricia about this matter and we have come to the conclusion that she will use the Tasks within

Outlook to schedule the reports =o that they are run on the same day that the Payroll Verification Reports are

|—_=:' available. Patricia and | will meet in two months to see the evolution and improvement of the report production.

r

@ Add Perfermance Improvement Plan

Describe the situation demonstrating that the employee must improve the
competency in the Comments box.

Type a brief description of the performance improvement plan in the box Title.
Type a detailed description of the improvement plan in the box under the Title.
Enter the Performance Improvement Plan due date in the Due field.

(Optional) Click on Add Performance Improvement Plan to add another plan, for
example, you might suggest that the employee registers for a specific workshop on
time management.

(Optional) Click on the competency that needs to be improved using the Form
Navigator.

+ Planning

+ Initiative

+ Client Service Orientation

« Teamwork and Cooperation

Click on Save Draft.
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12. Click on Submit when the form is complete and ready to be sent to the concerned
employee.

13. Close the form by clicking on the red X situated on the right side of the form’s
heading.

14. gg-Note:
The next steps are completed by the employee who needs to sign off his/her
P.I.P.

Click on Sign-off my performance improvement plan (PIP).

You have tasks to complete in the ongoing process

Task &
B My Evaluation: Performance Improvement Plan (PIP) | Status

() Sign-off my performance improvement plan (PIP)

15. Read the comments added by the supervisor in each competency that need to be
improved.

Improvement required

Planning

Organize in time a series of actions or events in order to achieve an objective or a project. Plan and organize own work and
priorities in regular dailty activities.

Comments:|Patricia must submit reports each SM pay to a few clientzs. One of the reports that Patricia creates is =ent to the
Parking Office staff who must ensure that employees have paid the deductions for parking or bus (STO). The
person reponsible to verify those reports must have the reporis before the pay is run to that corrections be done
as s00n as possible.

Title: Using the Outlook Taks to schedule the production of reports. Due: 06/30/2013

Thave met with Patricia about this matter and we have come to the conclusion that she will uze the Tasks within Outiook
to schedule the reports so that they are run on the same day that the Payroll Verification Reports are available. Patricia
and | will meet in two months to see the evolution and improvement of the report production.
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16. Enter the date when you have met with your supervisor to discuss the P.I.P. in the

17.

18.
19.
20.

field Date of discussion

| Date of discussion: | 0212012013 |

| have met with

supervisor to discuss @ ves
this performance i No
improvement plan

my

Employee Comments:

| agree with Stéphane that | have to send my reports in time and that | will use the Outlook Tasks to
manage my work in 3 timely manner.

Click sur Yes or No of the option | have met with my supervisor to discuss this
performance improvement plan.

(Optional) Type a comment in the Employee Comments box.

Click on Save Draft.

Clic, k on Sign Off.

[swor ||
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21. Click on OK.
Sign Off Appraisal
R Employee: Stephane Boucher
Direct Manager: Joanne Demers
Signed Off By: Stéphane Boucher
Sign-off Date: 07122016
ti
3 oK || Cancel
i

The system will display the task as a completed status.

22. Click on the X to close the form.

Help |



Probation

Beginning of Probation Period

The probation process is started by writing the probationary goals. The supervisor must
meet his employee to discuss the goals that need to be achieved by the end of the
probation, the job requirements and key competencies.

The probation process contains two steps.

1. The supervisor meets the employee to establish the goals during the probation
period and to discuss the job requirements and the key competencies on which the
employee will be evaluated.

2. The employee signs the goals for the probationary period.

Set goals for Employee signs off
probaticnary probationary goals
employees

Goal Setting Form

The probation goal setting form is used to establish the goals on which the employee
will be evaluated at the end of the probationary period.

The form is divided in many sections.
1. Employee Identification

If the information displayed in this section contains errors, they must be reported
by email at the address performance@uottawa.ca >?

2. Training Sessions Required by Law

All employees working at the University of Ottawa are required to follow specific
trainings that are considered mandatory by many levels of the Government.

52. performance@uottawa.ca

77



78

Mandatory Training Sessions According to the University.

Some training sessions are considered mandatory by the University. Some training
sessions are specifically mandatory for new employees working at the University
whereas, others are specifically mandatory to all employees.

Mandatory Training Sessions Based on the Position Type.

Some training sessions are mandatory and they based on the type of position held
by the employee. The supervisor must establish the training sessions that the
employee will need to take.

Probationary goals

The supervisor must establish the SMART goals that the employee will need to have
achieved by the end of the probationary period. He/she can enter up to five goals.

Job Requirements and Key Competencies

The supervisor has the responsibility to discuss the job requirements during the
probationary period and the key competencies on which the employee will be
evaluated at the end of the probation period.

Goal Setting

Click on Set Goals for probationary employees.

You have tasks to complete in the ongoing process

ITaskA

B GOAL SETTING FOR EMPLOYEES ON PROBATION - TESTING | Status

@  Set goals for probationary employees (2 To-Dos) B
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2. Click on Edit Form.

Tasks
| Page| 1|of 1| | = @
[ | First Name a Last Name ‘ Set goals for probationary employees
[ Patricia Deschamps @ Edit Form
] Piemre Bercier @ Edit Form

The form is displayed. The supervisor cannot register an employee to a training

session, he/she will be able to register when he/she approves his/her probationary
goal form.

3. (Click on Mandatory Training Sessions Based on the Position Type from the Form
Navigator.
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4. Click on the option that idendifies whether the training session is mandatory (R) or
not required (NR) from the column titled Identify required training.

Respect in the Workplace
Violence in the Workplace: Awarel
Workplace Hazardous Materials Ir
Mandatory Training Sessions Accordin
University at a Glance
Enhancing the University Experier
Pedformance and Developpment ()

Mandatory Training Sessions Based o

Enhancing the University Expener
Enhancing the University Experier
Interaction Management (for posit
RF 101 - Introduction to financial r

a. (Optional) Add a Comment.

Comments:

Enhancing the Uni
without front line
Register now

Through scenari
define his'her rcl
he'she can put t
practice when

Enhancing the Uni

Identify required training:

ions

rk to

50 that
into
munity.

AR L

Required
Mot Required

5. Repeat the preceding steps for each training session displayed in the section
Mandatory Training Sessions Based on the Position Type.

6. Click on Probationary Goals from the Form Navigator.
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7.

10.

11.

Type the Title of the Goal in the top box.

Violence in the Workplace: Aware

Workplace Hazardous Materialz In
Mandatoery Training Sesszions Accordin

University at a Glance

Enhancing the University Experien

Performance and Development (O
Mandatery Training Sessions Based o
Enhancing the University Experien
Enhancing the University Experien
Interacticn Management (for positi
BF 101 - Iotroduction to finangk

Probaticnary Goals
Job Reguirements and Key Competenc
Attendance and Time Managemend
Job Skillz and Quality of Work
Interpersonal Skills, Teamwork ang

Client service orientation
Planning
Initiative

Probationary Goals

Goals are set at the beginning of the probationary period based on a discussion between th
on thig link to learn more about how to set S.M.A R.T. goals.

Title and description / Goal action items

il'rtl& of the goal |

Type a detailed description of the SMART goal.

B %

—
Due: |0g/z2/2013

Measures of Success

Uze this box to describe how you will be able to
determine if the goal has been achieved.

@ Add New Goal

Type a detailed Description of the goal and a measure to achieve it, in the second

box.

Click on the calendar icon of the Due field and select the probation end date.

Type a measure of success. The measure of success helps the supervisor and the
employee determine if a goal has been achieved or not.

(Optional) Click on Add New Goal and repeat the preceding steps.

You can add up to five goals.
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12. Click on the Calendar icon of the Date of discussion field and select the date when
you have met with your employee to discuss the trainings to take, the goals, job
requirements and key competencies.

Date of discussion: iEIE.I'EIEJ‘ZEH 3

| have discus=zed these
goals and | @ ves
requirements with the N

employee

]
-

o

- I == 0 . .
Supervisor's |the SUE&F‘.‘BDF can enter a comment in this box.
Comments

13. Click on the I have discussed these goals and the requirements with the employee
option.

14. (Optional) Type a comment in the Supervisor's comments box.

15. Click on Save Draft.

Help | [X]

| Save Draft Submit l

16. Click on OK.

17. Click on Submit.

If you click on Submit, the form is saved and forwarded to the employee for his
electronic signature. The form can no longer be modified once it has been
submitted.



UNIVERSITY OF OTTAWA 83

18. Click on OK.

Once you complete the step, you will not be able to medify the section(s)
you are currently editing.
Click OK to save or click Cancel to return to the form.

|| Prevent this page from creating additional dialogs.

oK | | Cancel

You will not be able to modify the form once it has been submitted. The system will
indicate that the step has a status of completed.

19. Click on the X to close the form.

Help |

Approval of probation goals

The supervisor has filled the form to establish the probationary goals, he/she submits
the form to his employee in order for him/her to electronically sign it.

1. Click on Sign off on my probationary goals.

You have tasks to complete in the ongoing process

Task a

B My Evaluation: GOAL SETTING FOR EMPLOYEES ON PROBATION

@ Sign off on my probationary goals
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2. (Optional) Type a comment in the Employee’s Comments box.

Employee's [Type a comment iz thiz box.
Comments

3. Click on Save Draft.

Help |

Save Draft Sign Off

4. Click on OK.

5. Click on Sign Off.

If you click on Submit the form is saved and the process is completed. The form
cannot be modified once it has been submitted.

6. Clickon OK.
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7. Click on Ok.
Sign Off Appraisal
R Employee: Stephane Boucher
Direct Manager: Joanne Demers
Signed Off By: Stéphane Boucher
Sign-off Date: 07122016
ti
3 oK || Cancel
i

You cannot modify the form after you click on OK. The system will display the
completed status.

8. Click on the red X to close the form.

Help |

& Completed

End of probation period

The performance evaluation for employees on probation process completes the
probation process.

The performance evaluation for probation has three steps.

End of probation - End of probation - End of probation -
Write evaluation(s) for Employee sign-off Sign-off appraisals fo
my direct rep... second level .
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1. The supervisor writes the end of probation evaluation form.
2. The employee signs off the evaluation form.

3. The second-level supervisor signs off the form.

End of probation form

The probationary goals are inserted automatically into the End of Probation Evaluation
Form. The supervisor begins the process.

1. Click on End of probation - Write evaluation (s) for my direct reports.

You have tasks to complete in the ongoing process
|Task =

B PERFORMANCE EVALUATION FOR EMPLOYEES ON PROBATION - TESTING | Status

© End of probation - Write evaluation(s) for my direct report(s) (2 To-Dos) B

2. Click on Edit Form.

Tasks
| Page| 1]of 1] | @
[ | First Name « Last Name | End of probation - Write evaluation(s) for my direct report(s)
O] Patricia Deschamps @ Edit Form

Pierre Bercier @ Edit Form
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3. Click on Employee Identification from the Form Navigator.

Form Navigator

"D R R =Y

mployee Identification

Probationary Performance Evaluation
| Employee Identification |

Mandatory |raiming Sessions i i
Accessibility Training Name: Pierre Bercier Supervisor Name:

Respect in the Workplace
Viclence in the Workplace: Awarel
Workplace Hazardous Materials Ir

Enhancing the University Experier | geview Period: From! = To =
Enhancing the University Experier

[ . . .
Position Title: |CDH5&|IIer pedagogigueld Faculty/Service:

4. Click on the calendar icon of the Review Period From and select the probation
period begin date.

5. Click on the calendar of the To field and select the probation period end date.
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6.

Click on the Mandatory Training Sessions from the Form Navigator.

Mandatory Training Sessions

Please confirm if the emplovee completed all training sessions reguired based on his/her type of position.

Training Completed:

Date:

Accessibility Training

In accordance with the Accessibility for Ontarians with Dizabilties Act 2005
(A0DA), the University of Oftawa is required to provide training, to all employees,
on accessibilty standards for client services.

ves e

|—C' BAZ2012
L

Respect in the Workplace - =l
The Health and Safety legislation stipulates that all emplovees must be trained in the L

prevention of harassment in the workplace. The employee will learn what his/her

individual responsibilities are to ensure that the workplace is exempt of harassment

and dizcrimination, and how to report a disturbing situation or a complaint of

harazsment or dizcrimination.

Violence in the Workplace: Awareness - F

The primary purpose of the Ontaric Occupational Health and Safety Act iz to protect
workers from hazards in the workplace, including hazards involving workplace

Using the arrow from the column labeled Training Completed,

select the option

that indicates whether the employee has taken the training or not.
You must do this for every training sessions displayed on the form.

Click on the calendar icon of the Date field and select the date when the training

was taken.

You must do this for every training sessions displayed on the form.
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0.

10.

11.

12.

13.

Click on Evaluation of Goals from the Form Navigator.

Goal Title il'rtle of first probationary goal |

and

Description: |Detailed description of probaticnary goal.

=

Rating: Satisfactory

Due: | 08/12/2013

Completed: | uaﬂzrzm:l

Measures of Success

Measures of success

| E Add Past Goal

[c-:FNote:

The goals that were set using the Probation Goal Setting form were copied into
the Evaluation of Goals section but you can still modify their content.

All the fields under the section Evaluation of Goals can be modified.

(Optional) Type a comment to demonstrate that the Goal has been achieved in the

Outcome box.

Click on the calendar icon of the Completed field and select the date when the goal

was achieved.

Chose one of three possible Rating : Safisfactory, Unsatisfactory and Not Applicable

Repeat the last three steps for the next goals.
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14. Click on Add Past Goal if you have omitted one or more goals when setting the
goals.

The fields Goal Title and Description, Outcome, Due, Completed, Rating and
Measure of success are displayed for you to fill.

Goal Title |
and
Description: -
I—-—‘a -
Due: | ||j| Completed:
Rating: -

Measures of Success




UNIVERSITY OF OTTAWA

15. Click on the Evaluation of Job Requirements and Key Competencies from the Form
Navigator.

Evaluation of Job Requirements and Key Competencies

Please rate the employee’s performance against job reguirements and key competencies sel
period. Use the following rating scale to rate the employee’s performance:

Satisfactory: Performance meets all expectations and reguirements of the job.
Unsatisfactory: Performance does not meet expectations and requirements of the job. Sigr

Not Applicable: Competency could not be evaluated during the probationary period.

Rating: Comments:
Attendance and Time -
Management
ime and rendy 1o conirbute. Emplayee | | S2S12C0
ik Un=satisfactory

shows up for meetings well-prepared.
Employee iz keenly aware of the time
frame in which tagks or projects need
lo be done. Employee accepts and
mirrors the level of urgency conveyed
by manager or customer being served.
Employee puts first priority on the
needs of the organization or the needs
of its customers.

Mot Applicable

The system displays the job requirements and key competencies on which the
employee must be evaluated at the end of the probationary period.

16. Bring the cursor on the first job requirement / competency that is displayed on the
form.

17. Select the level using the Rating drop-down list for the job requirement or
competency.



18. (Optional) Type a comment in the Comments box to justify the selected level.

Evaluation of Job Requirements and Key Competencies

Please rate the employee’s performance against job requirements and key competencies sei
period. Use the following rating scale to rate the employee's performance:

Satisfactory: Performance meets all expectations and reguirements of the job.
Unsatisfactory: Performance does not meet expectations and requirements of the job. Sigr

Not Applicable: Competency could not be evaluated during the probationary period.

Rating: Comments:

Attendance and Time -
Management

Employee arrives regularhy at work, on
lime and ready to contribute. Emplovee
shows up for meetings well-prepared.
Employee iz keenly aware of the time
frame in which tagks or projects need
lo be done. Employee accepts and
mirrors the level of urgency conveyed
by manager or customer being served.
Employee puts first priority on the
needs of the organization or the needs
of its customers.

Satisfactory
Un=satisfactory
Mot Applicable

19. Repeat the last two steps for each of the job requirements and competencies
displayed on the form.

20. Click on Recommendation from the Form Navigator.
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21. Select one of the three options to indicate the result of the probationary period.

« Confirmation of employment

« Extension of probationary period (upto 3 months)

« End of employment

LINaii=-nry LG uinve =Ly LARG G

Interaction Management e kil

Introduction to Financial Resourcey azed on the evaluation above, please indicate vour recommendation. Sho

Performance and Development (O please contact vour Labour Relations Advisor. A written notice vou must £
: ] prior to the end of the probationary period.

University at a Glance

Evaluaticn of Goalzs
Evaluaticn of Job Reguirementz angfKe
Attendance and Time Manag
Job Skills and Quality of Won
Interpersonal Skills, Team

(™ Confirmation of employment

(~ Extension of probationary pericd (up to 3months)

rk ang (~ End of employment

Client zervice orientation

Planning Reasons
Inttiative for

| Recommendation | extend_mg
probation:

O Curre::'t'r'.renfﬁctiun Plan

22. (Optional) Type a comment in the box Reason for extending the probation if you
have selected to extend the probation at the previous step.
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23. (Optional) Click on the Corrective Action Plan if you have decided to extend the
probationary period.

a. Type the Title of the measure to adopt to correct the problem.

b. Click on the calendar icon of the Due date and select the date when the
corrective measure must have begun.

¢. Type a detailed description of the corrective measure to adopt to correct the
problem in the box under the title.

[ peete]

Trtle:|| | Due:

=
“

@ Corrective Action Plan

24. (Optionall) Click on Corrective Action Plan if you need to add more than one.
25. (Optional) Click on Delete to remove a corrective action plan.

26. (Optional) Click on the calendar icon Review again on and select the date if you
have decided to extend de probationary period.

Review again on: | 08/12/2013

Supervisor's
Comments

27. (Optional) Type a comment in the Supervisor's Comments.
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28. Click on Save Draft.

Help |

| Save Draft Submit '

29. Click on OK.

30. Click on Submit.

If you click on Submit the form is saved and the process is completed. The form
cannot be modified once it has been submitted.

31. Clickon OK.
32. Click on Ok.
Once you complete the step, you will not be able to medify the section(s)

you are currently editing.
Click OK to save or click Cancel to return to the form.

|| Prevent this page from creating additional dialogs.

OK | | Cancel

You cannot modify the form after you click on OK. The system will display the
completed status.
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33. Click on the X to close the form.

Help |

& Completed

Signature of the End of Probation Evaluation Form

The second step of the end of probation process must be completed by the employee.
This step is necessary because it enables the employee to electronically sign the end of
probation form and to add a comment.

1. Click on End of probation - Sign-off my evaluation.

You have tasks to complete in the ongoing process

Task «

B My Evaluation: PERFORMANCE EVALUATION FOR EMPLOYEES ON PROBATION -

@ End of probation - Sign-off my evaluation

2. (Optional) Type a comment in Employee’s Comments.

Employee’s Type a comment is this box.
Comments
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3. Click on Save Draft.

Help |

Save Draft Sign Off

4. Click on OK.

5. Click on Sign Off.

If you click on Sign Off the form is saved and the process is completed. You cannot
modify the form once it has been signed off.

6. Click on OK.
Sign Off Appraisal
R Employee: Stéphane Boucher
Direct Manager: Joanne Demers
Signed Off By: Stéphane Boucher
Sign-off Date: 07/12/2016
ti
: oK || Cancel
i
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7. Click on OK.

Once you complete the step, you will not be able to medify the section(s)
you are currently editing.
Click OK to save or click Cancel to return to the form.

| | Prevent this page from creating additional dialogs.

‘ oK || Cancel ‘

The system will the task with a completed status.

8. Click on the X to close the form.

Help |

& Completed
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Second Level Supervisor Approval

The second level supervisor must sign off the form to complete the end of probation
process. At this point, no modifications can be made to the form. The second level
supervisor can only review the content and sign off.

1. Click on End of probation - Sign-off appraisals for second level reports.

You have tasks to complete in the ongoing process

‘Taﬁk.n

E END OF PROBATION EVALUATION - 6 MONTHS (PIPSC)

O End of probation - Sign-off appraisals for second level reports
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2. Click on View.

Tasks Ohverview

PERFORMANCE EVALUATION FOR EMPLOYEES ON PROBATION

o7f0/2013 0702013

End of probation - End of probation - End of probation -
Write evaluation(s) for Employee sign-off Sign-off appraisals for
my direct rep... second level

& 1 Completed B 1 ToDo

Search First and/or Last Mame | Search | | Show All |
Tasks
| Page| 1|of 1] | = El
First Mame a | Last Name ‘ Evaluator ‘ End of probati Sign-off apprai
MarkovinovicT SuzanneTEST Bali-Courtemanch . .
IrenaTEST EST “TEST @ Sign Off | View

If you click on Sign Off, the system will ask you to sign off without reviewing the
content of the form.

3. Click on Sign Off.
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4. Click on OK.

Sign Off Appraisal

Employee: IrenaTEST MarkovinovicTEST
Direct Manager: SuzanneTEST Bali-CourtemancheTEST
] Signed Off By: Stephane Boucher
| Sign-off Date: 07/20/2016 !

The system will display the task as a completed status.






Halogen Reports

About reports

Halogen can generate a variety of reports. The employee’s user type determines which
reports they can generate.

103
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Rapports
| Page| 1 |sur 1| ( Sl _W

| | Titre a Actions
Affectation des descriptions de poste

il Affiche des informations sur les descriptions de poste affectées Sl OF

avos empl...

rGenerer le rapport I
Evaluation 2014 Status Rep»:-rt p—

<1 Provides details related to the progress of employees and steps E S XN
within one .

Historique du développement des employés
Foumnit des donneées histonques sur le score de compéetence et H® *"
l'efficacite

+]

Motation des compétences
Affiche les scores d'évaluation de compétence individuels pour = ® f‘
vos employes. ..

+]

Rapport davancement
i Indique |a progression des employés et l'avancement des étapes 0/ ® *‘"
dans le cadr..

Rapport sur les objectifs +
il Permet de déterminer I'état des objectifs individuels. O/

Rapport sur les plans de développement +
Ml permet de déterminer I'état des plans de développement. O/

Rapport sur les retours d'information
il Affiche des détails sur l'ensemble des retours dinformation O WO
envoyés et reg_.

Rapport sur les scores
il [ndique le score des employés dans le cadre dun ou de plusieurs ) / @ *"
Processus ...

Score
ﬁﬁfﬁche les scores de competence individuels ou le score H® *"
d'évaluation globa. ..

The Job Description Assignment report is not usable at the moment.
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Score

Provides details related to the score for employees within one or multiple Performance
processes.
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Home

My Performance My Employees

Task Status

Search Title or Description

| Search || Show All |

Reports

|

‘ Title «

| Page| 1]of 1]

Competency Rating
Provides individual competency appraisal scores for your
employees.

Development Flan Report
Provides insight into the status of development plans.

Employee Development History
Provides historical competency score and training effectiveness
data forea. ..

Generate
Report

P A

Evaluation 2014 Status Report
Provides details related to the progre
within one ...

Feedback Report
Provides details on all feedback and recognition sent and
received through ...

Goal Report

Provides insight into the status of individual goals.

Job Description Assignment

Provides information about job descriptions assigned to your
employees.

Score
Provides individual competency scores or an overall appraisal
score for you...

Score Report
Provides details related to the score for employees within one or
multiple ...

Status Report
Provides details related to the progress of employees and steps
within one ...

tions

meoe O 0 w QO

)

O O

® W

Vo

® W

S X W

r&oR
PR i
© W
® W

S © W

rgoR

1.

2.

Click on Reports.

Click on Open Report icon of the Score report.
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3. Results can be filtered to meet reporting needs.

Process: | Al v |

Form: | All v

Competency: | Overall Score: v |

Overall Score: |f-".|| v

Include Incomplete Results: | No ‘F|

Employees: '® Direct Reports
' All Reports
Total Employees: 7

| Generate Report |
Direct Reports 07/13/2016

Process: select the specific process from the drop-down list to view the
corresponding scores.

Form: select the form from the drop-down list to view the corresponding scores.

Competency: select the specific competency from the drop-down list to view the
corresponding score.

Overall Score: select one of the operators from the drop-down list (greater than,
less than, etc.) and then choose a value that appears in the field on the right.
This will filter results to include those that meet the overall score parameters you
entered.

Include Incomplete Results: select « 1»Yes«2» or « 1»No«2» to include or exclude
incomplete results.

Employees: to view results for only those employees who report directly to you,
select Direct Reports.

4. Click on Generate Report.
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5.

6.

Click on Export to export in Excel.

The report opens in Excel.

Direct Reports Employee
Boileau Micheline
Laframboise, Marc
Dufresne, Denise
Rinfret, Martin
Sauriol, Lucienne
Average

Supervisor Overall Score: Action

FPagé, Daniel 3.0
FPage, Daniel 4.0
Page, Daniel 4.0
FPage, Daniel 3.0
Pagé, Daniel 3.0

34

View Appraisal
View Appraisal
View Appraisal
View Appraisal
View Appraisal




UNIVERSITY OF OTTAWA

109

Score Report

Provides details related to the score for employees within one or multiple Performance

processes.

1.

Click on Reports.

Home

My Performance Wy Employees

Task Status

Search Title or Description

| Search || Show All |

Reports

|

| Page| 1]of 1|
| Title

Competency Rating
Provides individual competency appraisal scores for your
employees.

Development Flan Report
Provides insight into the status of development plans.

Employee Development History
Provides historical competency score and training effectiveness
data forea...

Generate
Report

P

Evaluation 2014 Status Report
Provides details related to the progre
within one ...

Feedback Report
Provides details on all feedback and recognition sent and
received through ...

Goal Report

Provides insight into the status of individual goals.

Job Description Assignment

Provides information about job descriptions assigned to your
employees.

Score

Provides individual competency scores or an overall appraisal
score for you...

Score Report

Provides details related to the score for employees within one or
multiple ..

Status Report
Provides details related to the progress of employees and steps
within one ...

tions

mo O O jul I~

O O

® W

S ® W

® W

S X W

W
S © N
® W
® W

 © W

s W
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2. Click on the Generate report in the Actions column of the Score Report.
The report is displayed in a new window.

3. Click on Add filters and click on Process Title.

Reports > Score Report

< |||I 'I£

Filters | Related Reports

O & 100%

Show:
Average Overall Score
Score Distribution A
Group by:
Mo Grouping »
Add Filters<]
Employee S 2
mployee Sco
D.P iR HPE i Process Title N
irect Reports et
Process Status Process Start Date
Open Process End Date
Status
Active

Employee Filters

Subject Completed Status
Yes

Score Filters
Form Filters

Evaluation Filters

<l o€ llle
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4. Type the first few letters of the process and click on the process name in the drop-

down list.
Add Filters [
| Process Title v
Employee Scope 2012 EVALUATION - TESTING
Direct Reports | 2013 Evaluation

2014 EVALUATION

il chis 2015 EVALUATION

0
pen ANNUAL PERFORMANCE EVALUATION - O
Status END OF PROBATION EVALUATION - 6 MO..
Active Evaluation Process - Testing and other stuff
ey PERFORMANCE EVALUATION FOR EMPL .

Yes SAMPLE 2014 Evaluation
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5. Click on the Generate Report icon (the report will be run using the selected
processes).

' Filters | Related Reports |

k4
Shew: |
Group by:
|Mu Grouping |V|

Add Filters

Process Title
2015 EVALUATION

Employee Scope
Direct Reports

Process Status

Open

Status

Active

Subject Completed Status
Yes

6. Click on the Export to Microsoft Excel icon.

| Page| 1/of 1]
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7. Lereport opens in Excel.

Overall S5core Subject Name

"4.000 Boileau Micheline
"4.000 Laframboise, Marc
"3.000 Dufresne. Denise
"3.000 Rinfret, Martin
"3.000 Sauriaol, Lucienne

Evaluator Name Process Title

FPagé, Daniel
FPagé, Daniel
Pagé. Daniel
Fagé. Daniel
Fagé. Daniel

2014 Evaluation
2014 Evaluation
2014 Evaluation
2014 Evaluation
2014 Evaluation




114

Feedback Report

This report provides details on all feedback and recognition sent and received through
the year.

1.

Click on Reports.

Home

My Performance Wy Employees

Task Status

| Search || Show All |

Search Title or Description

Reports
| Page| 1]of 1|

‘ | Title a
Competency Rating

i Provides individual competency appraisal scores for your
employees.

I Development Flan Report

W Provides insight into the status of development plans.

Employee Development History

i Provides historical competency score and training effectiveness
data forea...

Generate
,  Evaluation 2014 Status Report Report

=] Provides details related fo the progrese af cveelavecs ps
within one ...
Feedback Report

il Provides details on all feedback and recognition sent and
received through ...
Goal Report

i Provides insight into the status of individual geals.
Job Description Assignment

i Provides information about job descriptions assigned to your
employees.
Score

i Provides individual competency scores or an overall appraisal
score for you...
Score Report

i Provides details related to the score for employees within one or
multiple ..
Status Report

i Provides details related to the progress of employees and steps

within one ...

S ® W

® W

S X W

W
S © N
® W
® W

 © W

s W
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2. Click on the Generate report in the Actions column of the Feedback Report.
The report is displayed in a new window.

3. Select Feeback Sent.

Reports > Feedback Report

TR
Filters | Related Reports < lII' =

A\  Generat

|Empl0*,fees w7
Add Filters
Employee Scope
Direct Reports 10

Sender Status
Active

4. Select Employees.
5. Click on Generate Report.

6. Click sur the Export to Excel icon.

| Page| 1]of 1| E@%Eﬁi
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7. Thereport opens in Excel.

Feedback
Type
Manager
Mote

Journal
Mote

Journal
Mote

Journal
Mote

Journal
Journal

Recipient
Sender Name Name

Courtemanche, St-Francois,

Chantal Diane

Bercier,
Bercier, Piermre _F'ierre

Bercier,
Bercier, Pierre  Pierre

Bercier,
Bercier, Pierre  Pierre

Deschamps.  Deschamps.
Deschamps.  Deschamps,

Feedback
Feedback Title Description
Journal MNote
Copier
Courriel du |bouchar@uottaw
professeur M. a.ca
Quelguechose
contenu du
courriel
icilbouchar@uott
Courriel envoyé  awa.ca
par untel
copy and paste
Mice email frem  the email here
Mr Something
k,nlkjkjg
un titre significatif *03uipiok

Feedback
Sent
Received
Date

031972012

03/09/2015

03/09/2014

12/01/2015
02/05/2013
02/26/2013
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Generating a competency rating report

Provides individual competency appraisal scores for your employees.

1.

Click on Reports.

Home

My Performance Wy Employees

Task Status

Search Title or Description

| Search || Show All |

Reports
| Page| 1]of 1|

‘ | Title a
Competency Rating

i Provides individual competency appraisal scores for your
employees.

I Development Flan Report

W Provides insight into the status of development plans.

Employee Development History

i Provides historical competency score and training effectiveness
data forea...
J Generate
Evaluation 2014 Status Report Report

=1 Provides details related to the progreSe st auslasse ps
within one ...
Feedback Report

i Provides details on all feedback and recognition sent and
received through ...

I Goal Report

W Provides insight into the status of individual goals.

Job Description Assignment

i Provides information about job descriptions assigned to your
employees.
Score

i Provides individual competency scores or an overall appraisal
score for you...
Score Report

i Provides details related to the score for employees within one or
multiple ..
Status Report

il Provides details related to the progress of employees and steps

within one ...

S ® W

® W

S X W

S @ W
rgioR 4
® W
® W
rgkoR ¢

s W
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2. Click on the Open Report icon of the Competency Rating report.
The Competency Rating report is displayed in a new window.

3. Results can be filtered to meet reporting needs.

Competency Rating

[Process: [2012 EVALUATION - TESTINC v |
Employees: ® Direct Reports '

"' All Reports
Filter By: | No Filter A7 v |=|None v
Select Competencies:
Available Competencies:

All - Client service orientation

]
AlLEgEl Competencies Initiative
Client sew Planification
Initiative —'I Add i Planning
Planification Service a la clientéle

Planning Teamwork and cooperation
Service a la clientéle Travail d'equipe et cooperation
Teamwork and cooperation
Travail d'equipe et coopération

Selected Competencies:

« Employees: to view direct results for only those employees who report directly
to you, select Direct Reports: to view results for all employees you are
responsible for, select TAll Reports.

« Filter by: select the desired parameters (Position Title, Position Number, Faculty
or Service, etc.). Click Select to choose a value for the filter from the list, then
clickOK.

+ Select Competencies: click from the available competencies or click All then click
Add.
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4. Click Generate Report.
Generate Report | I

5. Click on Export.

6. Click OK.

7. Thereport opens in Excel.
Competency No of Responses On Time Lowest Highest N/A
Employee Count 1 100.0% - - - -
Client senvice orientation 1 100.0% - 100.0% - -
Initiative 1 100.0% - - 100.0% -
Flanning 1 100.0% - 100.0% - -
Teamwork and cooperation 1 100.0% - - 100.0% -
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Generating a goals report

Provides insight into the status of individual goals.

1.

Click on Reports.

Home

My Performance Wy Employees

Task Status

Search Title or Description

| seach | | [Showai |

Reports
| Page| 1]of 1|

‘ | Title
Competency Rating

i Provides individual competency appraisal scores for your
employees.

I Development Flan Report

W Provides insight into the status of development plans.

Employee Development History

i Provides historical competency score and training effectiveness
data forea...
J Generate
Ewvaluation 2014 Status Report

=1 Provides details related to the progre ps
within one ...
Feedback Report

i Provides details on all feedback and recognition sent and
received through ...

I Goal Report

W Provides insight into the status of individual goals.

Job Description Assignment

i Provides information about job descriptions assigned to your
employees.
Score

i Provides individual competency scores or an overall appraisal
score for you...
Score Report

i Provides details related to the score for employees within one or
multiple ..
Status Report

il Provides details related to the progress of employees and steps

within one ...

S ® W

® W

S X W

S @ W
rgioR 4
® W
® W
rgkoR ¢

s W




UNIVERSITY OF OTTAWA 121

2. Click on Generate Report of the Goals report.
The Goals report is displayed in a new window.

3. Click on Add filters and click on Process Title.

Reports > Goal Report

< |||I g

Filters | Related Reports

O H
Show: 5 0% Completed 3

2 Active Goals

Goal Status
Group by:
'No Grouping w7
Add Filters< | ETTTFI'GY&& E _erS o

Created Date _

Last Year _ Frocess T . A

! Process Title I}

Employee Scope o

Direct Reports

Employee Status
Active I
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4. Type the first few letters of the process and click on the process name in the drop-
down list.

Reports > Goal Report
olln —
Filters = Related Reports < |I|| = =
o
Show 50 Yo Completed 504
e 2 Active Goals Ove
| Goal Status A
Group by:
No Grouping . v _
TAdd Filters
Process Title | go g
- W .........
Created Date = GO ETTINGD012 |
Last Year PROBATION - GOAL SETTING (NU)
|'Q Advanced Search. ..
Employee Scope Y
Direct Reports E
= 1
Employee Status 3
Active E
-

5. Click on the Export to Excel icon.

| Page| 1/of 1] EF@*|HE

6. Click Open.
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7. The report will be produced as an Excel document.

Eomﬁletéﬂ Fi'rog ress
|Goal Status Employee Name  Goal Title Due Date Date Flag
|Completed  Bercier, Pierre Mew goal in dec 2015 12/M18/2015 On Track

In Progress  Deschamps, Patricia nouveau titre pour obj 2015 12/18/2015 On Track
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Generating a development plan report

A development plan report shows a list of development plans for the supervisor’s
employees. The report shows the different elements of the plan (title, category, status,

etc.).

1. Click on Reports.

Home My Performance Wy Employees Task Status

Search Title or Description | Search | | Show All |

Reports
| Page| 1]of 1|

| Tite s tions
Competency Rating

i Provides individual competency appraisal scores for your = & f
employees.
Development Flan Report +

Wl proyides insight into the status of development plans. O oW
Employee Development History

i Provides historical competency score and training effectiveness =l O f
data forea...
J Generate
Evaluation 2014 Status Report Report

=1 Provides details related to the progreSs.sé sl s ps O x *1‘
within one ...
Feedback Report

i Provides details on all feedback and recognition sent and [ JPOR d
received through ...
Goal Report *

i proyides insight inte the status of individual geals. O oW
Job Description Assignment

i Provides information about job descriptions assigned to your 5 o -*‘"
employees.
Score

i Provides individual competency scores or an overall appraisal = ® *"
score for you...
Score Report

il Provides details related to the score for employees withinecne or | | @ *"
multiple ..
Status Report

il Provides details related to the progress of employees and steps | |/ ® f

within one ...
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2. Click on Development Plan.
The development plan report is displayed in a new window.

3. Results can be filtered to meet reporting needs.

Reports > Development Plan Report

< |||I 'I£

Filters | Related Reports

(H
i 50% Completed

2 Active Development Plans

Mo Grouping _
Add Filters< .. Employee Filters v
Created Date _
g Process Filters v
' Development Plan Filters Al
Employee Scope
Direct Reports Category
Competency
Employee Status Asszociated to Competencies
Active Development Plan Status
Due Date

Modified Date
Completed Date
Created By

qu

« Process: select the specific process from the drop-down list to view the
development plan

+ Status: select a status from the drop-down list.
+ Related Competency: select a competency.
« Category: select a category from the drop-down list.

« Employees: to view results for only those employees who report directly to you,
select Direct Reports; to view results for all employees you are responsible for,
select All Reports.
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4. Click on the Export to Excel icon.

| Page| 1]of 1] Er@vlﬁﬁi

5. Click Open.

6. The report will be produced as an Excel document.

| Status lEmpI{wee Name Title Competency Title Due Date Completed Date
Completed Bercier, Pierre new dev plan 2015 Planning 12/04/2015
Mot Started Ely, Peter ajou plan de dev  Planification
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Generating an employee development history
report

This report shows employees competency scores over time. If a learning activity or any
professional development is associated with a competency, the supervisor can use the
report to assess the effectiveness of the activity.

1. Click on Reports.

Home

My Performance Wy Employees Task Status

| Search || Show All |

Search Title or Description

Reports
| Page| 1]of 1|

‘ | Title a
Competency Rating

i Provides individual competency appraisal scores for your
employees.

I Development Flan Report

W Provides insight into the status of development plans.

Employee Development History

i Provides historical competency score and training effectiveness
data forea. ..

Generate
,  Evaluation 2014 Status Report Report

=1 Provides details related to the progress af smselausse ps
within one ...
Feedback Report

il Provides details on all feedback and recognition sent and
received through ...
Goal Report

i Provides insight into the status of individual geals.
Job Description Assignment

i Provides information about job descriptions assigned to your
employees.
Score

i Provides individual competency scores or an overall appraisal
score for you...
Score Report

i Provides details related to the score for employees within one or
multiple ..
Status Report

i Provides details related to the progress of employees and steps

within one ...

S ® W

® W

S X W

S @ W
rgioR 4
® W
® W
rgkoR ¢

s W
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2. Click on Employee Development History report.
The Employee Development History report is displayed in a new window.
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3.

Results can be filtered to meet reporting needs:

Employee Development History

Step 1: Select an employee

Find and select an employee as the subject of the report.

ess: . Direct Reparts

First Mame: |F' iarra

Last Mame: |Eler3ier

Available ¥

Fitter by: | o Fitter
Group: | Selact

N

'Bercier, %‘_ 7

Step 2: Select processes

Select processes to use in the report. Add between 1
Include: L} Projects

20 processes.

Archived

Selected Processes )
GOAL SETTING FOR EMPLOYEES ON PR{ 4 |

Available Processes

Add =

<= Remove

i

Step 3 Select employee data

Select column to include in the report.

¥ Employes Mame ¥ Job Title Divizion
¥ Manager Mame Job Code Compary
HR Rep Mame # Hire Date Location
Coach Mame Wark Group
Employes ID ¥ Department

Enter the employee’s first and last names where indicated.
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4.

5.

Click Generate Report.

Generate Report | I

Click the Print Preview or Export to PDF.

PrintWiew

Empiloyee Development History - 07/13/2016

Employee Information

Employee Mame: Pierre Bercier Manager Mame: Stéphane Boucher
Jaob Title: Conseiller pédagogique/academic Advisor Hire Diate: 01/01/2013
Department: RHHFR

GOAL SETTING FOR EMPLOYEES ON PROBATION - TESTING
O Completed Date: 07M12/2016
Competencies

Competency Score (5.0)

Enhancing the University
Experience: My Role
Matters (for positions
without front line customer
senice)

Enhancing the University
Experience: The
Supervisor's Rale (for
positions with supervisory
responsabilities)
Interaction Management
(for positions level 9 and
up)

RF 101 - Introduction to 5
financial resources

M |mproved M Declined M No ¢

Exportto PDF

Ch

M
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Generating the Status Report

This report provides details related to the progress of employees and steps within one
process.

1.

Click Reports.

Home

My Performance Wy Employees

Task Status

| Search || Show All |

Search Title or Description

Reports
| Page| 1]of 1|

‘ | Title a
Competency Rating

i Provides individual competency appraisal scores for your
employees.

I Development Flan Report

W Provides insight into the status of development plans.

Employee Development History

i Provides historical competency score and training effectiveness
data forea...

Generate
,  Evaluation 2014 Status Report Report

=] Provides details related fo the progrese af cveelavecs ps
within one ...
Feedback Report

il Provides details on all feedback and recognition sent and
received through ...
Goal Report

i Provides insight into the status of individual geals.
Job Description Assignment

i Provides information about job descriptions assigned to your
employees.
Score

i Provides individual competency scores or an overall appraisal
score for you...
Score Report

i Provides details related to the score for employees within one or
multiple ..
Status Report

i Provides details related to the progress of employees and steps

within one ...

S ® W

® W

S X W

W
S © N
® W
® W

 © W

s W
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2. Click on the Generate report in the Actions column of the Status Report.
The report is displayed in a new window.

3. Click on Add filters and click on Process Title.

Reports > Status Report
" TE—
Filters | Related Reports 5 'II' —
Show: 22 To
Cwerall Status
Group by:
Mo Grouping
Aad Filiersiy | Process Filters ~
Employee Scope | Process Til
Direct Reports
Frocess Start Date
Process Status Process End Date
Cpen
Status
Active
Task Filters W
Employee Filters v
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4. Type the first few letters of the process and click on the process name in the drop-

down list.
Add Filters [
| Process Title v
Employee Scope 2012 EVALUATION - TESTING
Direct Reports | 2013 Evaluation

2014 EVALUATION

il chis 2015 EVALUATION

0
pen ANNUAL PERFORMANCE EVALUATION - O
Status | END OF PROBATION EVALUATION - 6 MO..
Active Evaluation Process - Testing and other stuff
ey | PERFORMANCE EVALUATION FOR EMPL .

Yes SAMPLE 2014 Evaluation
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5. Click on the Generate Report icon (the report will be run using the selected
processes).

' Filters | Related Reports |

k4
Shew: |
Group by:
|Mu Grouping |V|

Add Filters

Process Title
2015 EVALUATION

Employee Scope
Direct Reports

Process Status

Open

Status

Active

Subject Completed Status
Yes

6. Click on the Export to Microsoft Excel icon.

| Page| 1/of 1]
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7. Click on Open.
Do you want to open or save Score_Report_export.axds (5.50 KB) from tms.nal.hgncloud.com? Open

8. Lereport opens in Excel.

|{Overall Score Subject Name

4,000 Boileau Micheline
4.000 Laframboise, Marc
5.000 Dufresne, Denise
73.000 Rinfret, Martin
73.000 Saurial, Lucienne

Evaluator Name Process Title

FPagé, Daniel
FPagée, Daniel
FPage, Daniel
Page, Daniel
Pagé, Daniel

2014 Evaluation
2014 Evaluation
2014 Evaluation
2014 Evaluation
2014 Evaluation
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