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Annual Staff Performance Review - Staff
Overview

Completing Your Self-Evaluation

1 Navigate to Workday.
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2 Click on the Self Evaluation task in your inbox.

3 Click Get Started.

*The questions in this section are a guide to help staff prepare to complete the
self-evaluation form as well as for the annual performance review conversation.
Recorded answers to these questions are not required.
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4 Current Goals: Current goals entered in the goals area in the performance
section of the staff member's profile will automatically roll into the annual review
form. Staff can update any section of the goal (i.e., goal, description, dates, status,
milestones) on the review form.

Goals not listed in the goals area as of April 1 can be added to the review form.

*Changes on the review form will be reflected in the goals area once the review form
has been finalized.

Union Staff: Union members do not enter goals so this section will not appear on
union staff self-evaluation forms.
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5 Employee Comment: Staff must provide their comments on the outcome of each
goal listed.

*Comments are required for each goal.

Click Next to go to the next section.
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6 Future Goals: Staff can input goals for the upcoming fiscal year in this section.

If goals have not been discussed yet, staff can click Next to skip this section.
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7 Core Responsibilities and Contributions: Staff must provide comments on how
they met their core responsibilities this year and ways they contributed to the
success of the department, division, and/or university.

*Comments are required for each question.

Core Responsibilities are no longer listed in the staff member's profile. To review core
responsibilities, staff can review their job description through WesPortal under My
Information, My Job Description.

Click Next to move on to the next section.
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8 Supervisor Accomplishments: Staff who supervise can provide comments about
their leadership accomplishments.

If the staff member is not a supervisor, click Next to skip this section.
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9 Professional Development: Staff must provide comments on how they
developed their job-related skills and knowledge this year and where they would
like to develop further next year.

*Comments are required for each question.

Click Next to move on to the next section.
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10 Supporting Documents: Staff members can add any documents to the review
form. Documents are not required.

If this section is not applicable, staff can skip this section.

Click Next to go to the next section.
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11 Review & Submit: Staff members should review the information they provided in
the self-evaluation form.

Save for Later until the self-evaluation form is ready to be submitted.

Submit self-evaluation to supervisor for review and additional remarks.

*Once this form is submitted to the supervisor, comments cannot be edited unless the
supervisor sends it back to the staff member for editing.

Acknowledging the Annual Review Form
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12 Once your supervisor has submitted the annual review form to you, a task will be
sent to the staff member's inbox for their review, acknowledgement, and final
comments.

13 Click Get Started.
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14 Review the annual review form and your supervisor's comments.

Click Next to go to the next section.

15 Click status field to Acknowledge Review and add final comments to the
comments field.
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16 Click Submit to send the review form back to your supervisor for their review and
final comment.

Creating a PDF

17 To create a PDF, click View next to the review.
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18 Click on the PDF link once the document has generated.


