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Brief Document Description

Overview

ePerformance has been created to streamline the performance review business process. It
provides managers/supervisors and OHRM with better reporting and tracking capability.

This User Guide explains how a Manager/Supervisor can initiate and complete an ePerformance
review using Template 1.

About this Business Process

This ePerformance process has been developed to replace the previous paper based forms for
annual performance reviews.

Preparing for an annual performance review

° Initiate online performance review for staff member.

° Review performance notes that have been created during the Performance Review period.

Guidelines for using ePerformance

The following guidelines have been developed for managers/supervisors when using the
ePerformance system to undertake an annual performance review for employees reporting
to them.

Logging into ePerformance

Log in via the Staff Portal>My Staff Page>Performance

Session Timeouts

Your session will time out after 240 minutes of inactivity.

Signing out of ePerformance

To sign out, click on the a on the top right hand corner of your screen and select “Sign Out”.

Assistance in using ePerformance

For further assistance in using ePerformance, please contact HR on (07) 3735 4011 and select
option #4.
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Template 1 Manager/Supervisor Workflow

\
- Manager/Supervisor initiates online performance review
- Manager/Supervisor reviews the auto populated Position Description in 'Section
10 Attachments' (consults with HR Adviser if Position Description needs to be
updated)
J
)
- Manager/Supervisor completes and saves Sections 1 - 3 (Print saved document
and take to face-to-face meeting
J
. . \
- Manager/Supervisor and employee meet face-to-face to discuss:
- Previously completed Sections 1 - 3; and
-Sections 4 (Goals and Objectives) and 5 (Development and Training
J
)
- Manager/Supervisor enters outcome from discussion into Sections 4 and 5;
- Manager/Supervisor completes Section 6; and
- Shares online performance review with Employee
J
\

-Employee reviews completed Manager/Supervisor's evaluation and:
- Acknowledges that they have read and understood the University Code of Conduct;
and
- Acknowledges completion of Annual Fire Safety Training and any other Health and
Safety training required by their work area

J

N\

- The employee "Acknowledges" their performance review and includes their comments

J

- The review is now completed and is accessible via "Historical Documents"

for the Manager/Supervisor and Employee

3|Page
Date Created: 28 June 2017


https://app.griffith.edu.au/phonebook/browse.php?level=4&id=Corporate+Services&id2=Human+Resource+Management&id3=Business+Partners
https://intranet.secure.griffith.edu.au/security-safety-emergency/health-safety/training-competency
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Step 1 Log in to My Staff Page via the Staff Portal
Step 2 Review performance notes
Step 3 Initiate online performance review
Step 4 a) Complete online performance review
b) Face-to-face meeting with Employee
c) Employee completes and acknowledges online performance review

Step 1 - Login to the My Staff Page via the Staff Portal

Open the Griffith Home Page. Click on Staff Portal in the top right hand corner of the screen.

myGriffith Staff portal Contact us»
L“”J Griffith :
UNIVERSITY Search the site Q

FUTURE STUDENTS  CURRENT STUDENTS  INTERNATIONAL  STAFF  ABOUT GRIFFITH RESEARCH  ALUMNI

Log into the Staff Portal using your Griffith ID and Password.
L]

Griffith Single Sign-On

Username

Password

login

Code of practice

Information technology resources are essential for accomplishing Griffith
University’s mission. Members of the University community are granted
shared sccess o these resources on condition they are used in accordance
with the University's Informstion Technology

Code of Practice. This Code of Practice applies imespective of where the
University information technology resources are accessed and used, and
includes use st home. You can expect sanctions if you act imesponsibly and
disregard your obligations under the Code of Practice. It is your
responsibility to become familiar with the Code of Practice.
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The Staff Portal Page displays. My Staff Page can be accessed in two locations within the Staff
Portal.

The first location is by clicking on My Staff Page under “Key Services”.

W GriffithuniversiTy

e potad

Alternatively you can select Employment from the left hand side navigation menu, and click My
Staff Page under “Human Resource Management”.

Gnffith portal > Employment

Griffith Portal =
# Student
Employment
# Employment
# Human Resource System
* Ask HR Human Resource System

# Pay and bank details » My Staff Page
# Academic work at Griffith

# Conditions and bensfits

# Staff development

# Forms. policies and procedures
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After logging into My Staff Page, the “Home Screen” will appear. Select the “Performance” tile.

Health, Safety and Wellbeing

000
Q00
000

Reports and System Access

User Guides

Home
Manage Delegation Approvals About Me Getting To Know Griffith
B
L —
& =) @ :
8
Time and Absence Recruitment Training
-
..l,......_.l 9
(000 -d atl

My Team

Step 2 - Review performance notes

& The layout of the Performance dashboard page has changed. The new page is divided into

two sections.

Left hand menu - lists all the menu items under each main heading. The right hand screen -
provides functionalities of the menu item chosen on the left hand screen.

If you have created performance notes throughout the year for your staff member, reviewing these
prior to completing the annual performance form will assist you in completing the performance

review questions.

To review the performance notes select ‘Team Performance” menu and ‘Manager Performance

Notes’ sub menu.

< Home

1 My Performance
My Performance Notes

My Performance Review

} G prmarce >
Manager Performance Notes

My Team's Performance

i View-Only Documents
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Once the “Performance Notes” screen opens insert the Employee ID.
This does not include the “s” and if the ID is less than seven (7) digits, you will need to insert “0’s” at
the front of the number to build it into a seven (7) digit number.

Insert the relevant dates. Select “Search”.
The existing performance note/s for the employee now appears.

To view the complete performance note, click on “Performance note for Employee” row for the
period and found on the subject line.

Performance notes help to remind you of key milestones experienced throughout the year and exist
as placeholders to prompt yourself of these activities. The “add a New Note” ability is also found
here.

|cj Performance Notes

Instructions

Selection Criteria
*Empl ID 0283140 a,
Motes Fror E Through [

Search Add a New Note
Existing Performance Notes for this Employee Personalize | Find | (2
Select Subject Created
] 02/06/2017 9%32AM
Select All Deselect All

Step 3 - Initiate online performance review

After reviewing the performance notes, select ‘Team Performance” menu on the left hand screen,
and then select ‘My Team’s Performance’.

! My Performance v

A

Manager Performance Notes

My Team's Performance

7| View-Only Documents
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Select “Create Documents”.

< Home Performance a Y =0
Current Documents 3
My Team's Performance Cr=at=locuments
Historical Documents
- T
e Period Begin/  Next Due
Name / Position/Job Title Document Type Document Status Period End Date
01/01/2015
General Staff Performance Pending Acknowledgement 11/12/2015 5
31/1212015
01/01/2015
General Staff Performance Evaluation in Progress 11/11/2015 N
n 31/12/2015
01/01/20156
General Staff Performance Evaluation in Progress 11/12/2015 5
31/12/2015

The ‘Person Selector’ screen will open.

Select the “Employee” by clicking in the box next to your staff member’s photo. This will place a tick
within the box denoting this employee as whom you wish to review.

Select “Continue”.

Cancel Person Selector sl ‘
» Search Options
Select Employees
T
| Name / Title / ID - Record Directs / Total Position / Department
HR Systems Adviser 00058_1 46 _
HR Client Services
m Senior HR Adviser 00053459
HR Client Services
m First People Employ Consultant 00050217
HR Client Services
n Manager (Appointment Services) - 00053194
10/10 HR Client Services
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Insert the “Period Begin Date”, “Period End Date” and Document Type.
Select “Create”. The “Template” box will now appear.
Select “Template 1”.

Select ‘Create’ to create the performance review document.

Back Create Documents { Create |

P

od Begin Date |01/01/2017

Period End Date |31/05/2017

Document Type | General Staff Performance ~

Template | Template 1

Selected Employees

Name Position/Job Title

HR Systems Adviser

The online performance review will now show as “Evaluation in Progress” and can be opened when

double clicking the desired row or selecting the “>" on the screens right hand side for that persons
row.

Performance A Y = @
1 New Document(s) Created X
v L
b Period Begin/  Next Due
Name / Position/Job Title Document Type Document Status Period End Date

01/01/2017

General Staff Performance Evaluation in Progress 01/04/2017 >
HR Systems Adviser 31/05/2017
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On the Performance Process screen, to start the Manager Evaluation process, select the Start
button on the top right hand corner of the page.

¢ Performance Performance Process

Performance Process Start Document

Steps and Tashs

Setect e ST bulion 1 Beg N evBLENON process

You will be able to view your staff member’s position details and employee data.

General Staff Performance
Manager Evaluation - Update and Share
Employee Name
Actions ~
3 PositionlJob Title Manager
J Document Type General Staff Performance Period 010125 - 31122015
Template Document 1D 77
Status Evaluation in Progress Due Date 11/12/2015
Employee Data
Empl ID
Department HSY HRM - Staff Services
Location CAMMAT Nathan Campus
Plan/Grade GEM HO3
Step 2
Years of Service 15 Years 11 Months
YearsinJob 0 Years 2 Months
Please complete the following sections. You can save this evalustion at any time using the Save button at the top of the page.

Hovering over the employee’s name will provide you with further information including the Position
Number and Position Title that the employee is currently assigned to.

General Staff Performance
Manager Evaluation - Pending Acknowledgement

| Employee Name ‘

HWame  Danielle Williams

Position Title ‘ 00012345 - HR Officer

Department HR Client Services

Manager
E-Mail £
Phone
Address
ervices
jus
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The performance review is divided into 10 sections and each section must be completed. You can
expand all sections, collapse all sections or expand each selection separately by clicking on the

arrow next to each section name.

Employee Data

Please complete the following sections. You can save this evaluation at any time using the Save button at the top of the page.

(Expand Al | Collapse:ﬁD[: Expand Section | ®Cancel Evaluation

Section 1 - Position Description review

Section 2 - Performance Assessment

Section 3 - Team Assessment

Section 4 - Goals and Objectives

Section 5 - Development and Training

Section 6 - Supervisor Overall Comments on Performance
Section 7 - Code of Conduct and online training

Section 8 - Override Employee Acknowledgement Reason
Section 9 - Acknowledgement Comments

Section 10 - Attachments

Step 4 - Begin online performance review

Section 1 - Position Description review

The system will auto populate the employee’s Position Description in ‘Section 10
the bottom of the online form.

- Attachments’ at

~ Expand | » Collapse

Reviewed current position description

Section 2 - Performance Assessment

Section 3 - Team Assessment

Section 4 - Goals and Objectives

Section 5 - Development and Training

Section 6 - Supervisor Overall Comments on Performance
Section 7 - Code of Conduct and online training

Section 8 - Override Employee Acknowledgement Reason

Section 9 - Acknowledgement Comments

Section 10 - Attachments

Attachments

File Name Descripd Attachment Audience Last Update Date/Time Uploaded

00058146_PD.docx 17/03/2017 05:40:20PM |Emp|oyee and Manager v| 02/06/2017 9:41:.02AM

Add Attachment

By

Date Created:
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This section asks you to validate whether a “Position Description” has been attached and provide
comments if necessary.

This can be validated by reviewing that there is an attachment contained within ‘Section 10 -
Attachments’ at the bottom of the online form.

Please review the attachment ensuring it accurately reflects your team member’s role.
If there is a need to provide an updated version, consult with your HR Adviser and upload the
updated PD ensuring that the file name includes the <Position Number>_PD.docx (e.g.

1234567_PD)

Answer ‘Yes' if there is one attached.

Section 1 - Position Description review
- Expand v Collapse
Reviewed current position description

Description :

The attached position description (see Section 10 - Attachments) has been reviewed and accurately reflects the current role and accountabilities of the
position (if no, please consult with your HR Adviser).

Manager Rating B
Manager Comments - —
K Font ~| Sze ~||B I U| 2 i A- B~ - &
Cregted By Templste 02062017 S:41AM
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Section 2 - Performance Assessment

As Manager/Supervisor you will be required to answer “No” or “Yes” to each of the assessment
items.

There will be an opportunity to provide a summary at the end of these sections within “Managers
Comments”.

As part of the “Performance Assessment Summary” you can also select “Writing Tools” and insert
performance notes into this field.

In addition you are able to insert free text into each comment box and delete/edit sections of the
comment you wish to exclude.

f__g___e?tj_ari— Performance Asse@

If you answer 'NO’ to any of the following items in Secfion 2, please provide comments in the ‘Performance Assessment Summary’ box
at the end of this Section.

= Expand v Collapse
Job Knowledge
Quality of Work
Communication
Problem Solving
Service Orientation
Teamwork
Initiative
Attendance and Punctuality

Performance Assessment Summary

Manager Comments
i Font ~|| Gze ~||B I U || &
Writing Tools

[=
i
I\ﬁ
|
>

When you click on Writing Tools, from the drop down list next to “Find Additional Content”, select
“Performance Notes” and then select “Go”".

General Staff Performance

Writing Tools - Suggested Results

There are no suggested resulis found for the specified selection criteria.

Comments

}C Font b Size - B I

=

>

=
®

Sawve and Retun Cancsl Find Additional Content j[ZE e g e Go
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PLEASE NOTE: The ability to insert performance notes into manager comments is available

within each section of the online performance review.
Insert the date range and select “Search”.
A list of suggested results will appear.
Tick the required text and select “Add to Comments”.
Select “Save and Return”.

Writing Tools - Performance Notes

Date Range
Begin Date 01/01/2015 [ End Date 1:31241)

Clear

Suggested Results Personalize | View All | £ First ‘&' 10of1 &/ Last
Suggested Results Text
Gmma has proven to be a great asset during the period when the upgrade was being implemented

=TI

Add to Comments
Comments

el

&

e
i
.
[
|»
2
Y

e Font ~||Size ~||B [T

Save and Return Cancel Find Additional Content = Go

The selected ‘Performance Note’ will now appear within the ‘Manager Comments’ field.

You will also have the ability to insert further free text into each of these comment boxes or

edit/delete those comments you wish to exclude.

As per the example below, each box will also include a tool bar allowing for free formatting of the

text within these boxes also.

This section relates to a review of progress and achievements during the past 12 months
- Expand | » Collapse
Key Accountabilities

Description : In conjunction with your position description reflect on your performance against key accountabilities over the
past 12 months. What worked well and what did not?

Manager Comments
52 - Font -l size -0 B T UQNI=

&E

A- B

‘Writing Tools
has proven to be a great asset during the period when the upgrade was being implemented.

The above comments were made in Manager Performance Notes.

Date Created:
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Section 3 - Team Assessment

Again you are able to provide manager comments about your team member’s contribution to the
overall team effectiveness.

Section 3 - Team Assessment
To be completed where appropriate.

~ Expand + Collapse
Overall Team Effectiveness

Description :
+ Does the staff member contribute to team efforts?
+ What are the staff members strengths as a team member and are there any areas for improvement?

Manager Comments " . W= ]
e Font || size -||B I U |}Z = A- B)- - @
Writing Tools
Creatad By Template 02/068/2017 8:41AM

After completion of Section 3 — Team Assessment save the online performance review.

General Staff Performance Return to Current Documents Share with Employee

Manager Evaluation - Update and Share &Print | =9 Noify | ) Export

Actions~

Position/Job Title HR Systems Adviser Manager
Document Type General Staff Performance Period 01/01/2017 - 31/05/2017
Template Document ID 1483

J Status Evaluation in Progress Due Date 01/05/2017

Face-to-face meeting with Employee

As Manager/Supervisor and upon completion of Sections 1 — 3 of the online performance review,
arrange a face-to-face meeting with the employee.

The Manager/Supervisor will be required to discuss the completed sections of the online
performance review and Sections 4 and 5.

This discussion can provide input into goals and objectives, together with a needs analysis of any
training or developmental activities that are required by and for the employee.
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Section 4 - Goals and Objectives

After discussion with your employee you are able to include any comments here regarding goals and
objectives.

Section 4 - Goals and Objectives
To be completed where appropriate.
~ Expand v Collapse
Particular Goals

Description : Are there particular goals or objectives (individual or team) for the next 12 month period? Please discuss and outline below.

Manager Comments = X _ _ =
b Font ~| Size ~||B I U| = = A- - A
Writing Tools
Created By Template 0206/2017 8:41AM

Section 5 - Development and Training

After discussion with your employee you are able to specify any developmental and training
activities for the next 12 months.

Section 5 - Development and Training

- Expand v Collapse

Needs Analysis

Description : Specify any particular training or developmental activities for the next 12 months.

Manager Comments = . R =
e Font |/ Sze ~|B I U|/ = = A- ¥ - &
Writing Tools
Created By Template 02082017 24140

Section 6 - Supervisor Overall Comments on Performance

Include your overall comments on your employee’s performance for the period the review relates
to.

Section 6 - Supervisor Overall Comments on Performance
Supervisor Overall Comments on Performance Summary
Manager Comments ]
52 Font ~||sze ~||B I U||iz = A- B- - &
Writing Tools
16|Page
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You will now share the online performance review with the employee.

Si Shi vith Empl
General Staff Performance Return to Current Documents ave 1 @

Manager Evaluation - Update and Share % = Moty | 1) Export
Section 2 - Performance Assessment

Section 3 - Team Assessment
Section 4 - Goals and Objectives
Section 5 - Development and Training

{#1Section 6 - Supervisor Overall Comments on Performance

Supervisor Overall Comments on Performance Summary

Manager Comments
2 Font -/ Sze - B I U = 3= A- Q-

®E

Writing Tools

After selecting “Share with Employee” you will be asked to confirm this action.

Share with Employee

By seleciing the CONFIRM bution you acknowledge that your
Manager Evaluation is ready to be shared with the employee.
Please Note:

*You may choose to meet with the employee prior to sharing this
document to discuss its contents first. If this is the case, please select
the CANCEL button and SAVE the document.

** | your Manager Evaluation is subject to a Moderation Committee

review, please select the CANCEL button and SAVE the document.
Only share your Manager Evaluation after the Committee meeting.

Cancel

After selecting “Confirm” the following screen will appear.

Confirmation - Shared with Employee

@ You have successfully shared your evaluation with the employee.

Your team member will now be able to access their online performance review through “My Staff
Page”.

The document status will show as “Pending Acknowledgement”.
Guidance on how the employee will complete the components of their online performance review is

available in “User Guide: ePerformance — Employee - General Staff Performance Review - Template
17
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Section 8 - Override Employee Acknowledge Reason

You are able to override your employee’s acknowledgement only if they are unavailable or have
refused to acknowledge their review.

You must provide a reason for the override.

AY r
General Staff Performance Save
Manager Evaluation - Update and Share O p—

Section 1 - Position Description review

Section 2 - Performance Assessment

Section 3 - Team Assessment

Section 4 - Goals and Objectives

Section 5 - Development and Training

Section 6 - Supervisor Overall Comments on Performance

Section 7 - Code of Conduct and online training
Section 8€ Override Employee Acknowledger@

Reason is required if Overriding Acknowledgement
cu = Font ~ | Sze ~||B I U |}

Unavailable to acknowledge |

>
5
&%

Some of the reasons for overriding an employee’s acknowledgement could be that they are on
extended sick or Long Service Leave at the time of the review.

If the employee has acknowledged their review, the status of the review will move to
“completed” and will appear in “Historical Documents”.

Please note: After the employee has acknowledged their review, they will be able to make final
comments regarding their review.

To view these documents you will need to open the completed document in ‘Historical Documents’
under ‘Team Performance’.

Further information

Email: hrservices@qriffith.edu.au

Phone: 373 54011
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