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What Is Performance Management?

• Process of creating a work environment in which people can 
perform to the best of their abilities

• Aligns employee contributions with goals and values of the 
institution

• Ongoing process
• Employees should play a major role in their own planning 

and development
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The Annual Evaluation Process

• The Employee completes the required self-evaluation
• The Supervisor prepares an evaluation
• The second level Supervisor approves the evaluation
• HR calibration period
• The Supervisor meets with the Employee and discusses the 

evaluation, and Supervisor adds any final comments
• The Employee adds comments and signs-off
• The Supervisor signs-off

Presenter Notes
Presentation Notes
The employee will provide input on their accomplishments to the supervisor.  The supervisor’s assessment of outcomes must be included in addition to the employee’s self-review.  If you agree with your employee’s comments, provide some more specific examples.
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Time Period Covered

•The review should cover any achievements 
from March 1, 2023, through February 29, 
2024. 
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Evaluation Timeline

• Submit self-evaluation by February 23, 2024
• Supervisor write the evaluation by March 15, 2024
• Second Level reviews by March 29, 2024
• HR Calibration Review ends April 12, 2024
• Supervisor and employee meet to review evaluation, and 

sign off on the evaluation by May 10, 2024
• Evaluation is completed
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Supervisor’s Role

• Schedule appraisal meeting in advance
• Meetings to review the evaluation should be done by May 

10, 2024
• Evaluations should be signed off on by employee and

supervisor by May 10, 2024
• Review job description to ensure continued accuracy
• Review employee goals 
• Determine employee’s strengths and development needs

Presenter Notes
Presentation Notes
Schedule meeting – Allow enough time for a thorough discussion and to address employees’ questions & concernsDo not change schedule or allow interruptions – will send negative message that review is not importantA late review negatively impacts employee moraleIf the employee reports to you, but provides services to others in the University, you should obtain some input from others to include in your assessment.  If the employee has a formal reporting relationship to another supervisor, use the “Additional Supervisor Evaluation” to include that supervisor’s assessment.
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New Employees & Provisional

• Employees hired on or after March 1, 2023, are 
included in the provisional evaluation process and 
therefore do not require an annual evaluation.  
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Rating Scale of 1 to 5

• 1 - NEEDS IMPROVEMENT: Consistently falls short of performance 
standards.

• 2 - BELOW EXPECTATIONS: Sometimes meets the performance 
standards. Seldom exceeds and often falls short of desired results. 

• 3 - MEETS EXPECTATIONS : Meets all relevant performance standards. 
Occasionally exceeds desired results or objectives in one or more areas.

• 4 - EXCEEDS EXPECTATIONS: Consistently meets and often exceeds all 
relevant performance standards. Shows initiative and versatility, works 
collaboratively, has strong technical & interpersonal skills.

• 5 - EXCEPTIONAL: Consistently exceeds all relevant performance 
standards. Provides leadership, fosters teamwork, is highly productive, 
innovative, responsive and generates top quality work. 
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Accessing Loyola’s Performance 
Management System

• Inside Loyola Homepage

Presenter Notes
Presentation Notes
Single sign on from your Inside Loyola homepage, scroll down to the bottom under Resources for Employees, select Performance Management
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Complete the Evaluation:

Presenter Notes
Presentation Notes
Start on your Halogen homepage, look for tasks and click
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Complete the Evaluation

Presenter Notes
Presentation Notes
Form navigatorReminder of dates coveredProcedures – employees start the process
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Review Loyola Mission, Vision, and Values
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Review and rate general job duties
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Review and Rate Goals
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Core Competencies
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Core competencies continued
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New Strategic and Operational Goals
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Professional/Service Development Plan
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Review Overall Score and Comments
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Submitting the Evaluation:

Presenter Notes
Presentation Notes
NOTE: spell check will automatically run, and this box will pop up, click OK
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Presenter Notes
Presentation Notes
Check for green arrow that says completed
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Supervisor’s Next Steps

• Be sure to hit “Complete”
• Hitting complete sends the evaluation to the next 

level supervisor to review and moves the evaluation 
process forwards

• “Send for review” will let a third party review the 
document and send it back to you

• Clicking “Save” will save your notes and let you 
return at another time to finish
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Sending Evaluation to a 3rd Party

A 3rd party review is NOT the second level review by the 
supervisor’s supervisor. A 3rd party review may be used when:
• There is a dotted line reporting relationship to another 

individual not in the supervisory chain. 
• An employee is shared between two departments. 
• There is a customer with critical feedback. 
• The employee may have transferred during the evaluation 

period.

Presenter Notes
Presentation Notes
Start on your homepageClick on the left to see your menuTask StatusONLY USE if you have a shared employee
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Sending the Evaluation to 3rd Party:

Presenter Notes
Presentation Notes
Start on your homepageClick on the left to see your menuTask StatusONLY USE if you have a shared employee
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Sending the Evaluation to a 3rd Party:

Presenter Notes
Presentation Notes
Click edit appraisal next to the employee
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Sending the Evaluation to a 3rd Party:
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Sending the Evaluation to a 3rd Party:
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3rd Party Notes:

• The evaluation can be sent to more than 1 person for 
feedback, but only 1 person at a time.

• The 3rd party cannot change the scores, only add comments.
• Once the 3rd party saves their comments and clicks complete 

it will return to the original Supervisor.
• The Supervisor will acknowledge comments, and the 

Supervisor can change any scores if needed.
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3rd Party Notes:

• When the supervisor wants a 3rd party to review, they click 
the “Third Party Review” button. 

• Once it comes back, supervisor can see the notes. 
• *The comments from the 3rd Party are deleted upon 

completion of the form.*
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Check the progress status on the evaluation:

Presenter Notes
Presentation Notes
Click to your Task Status from the 3 horizontal lines on the homepage in the top left corner. Note: you can view the self appraisal from this screen as well
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Check the progress status on the evaluation:

Presenter Notes
Presentation Notes
The status bubble and color will show you where the evaluation is in the process. 
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2nd Level Review

• Once completed, the Supervisor sends the form 
forward using the “Complete” button to the 
Secondary Supervisor for review and approval.

• Second Level Supervisor approves evaluation by 
March 15, 2024.

Presenter Notes
Presentation Notes
Check for green arrow that says completed
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• After the forms have been submitted to the 2nd level 
reviewer, the next step for calibration would be held in an HR 
queue

• HR will conduct analysis on the scores and communicate 
results to VPs for them to consider. Adjustment, if any, would 
be made prior to finalizing performance evaluations

• This will look for consistency and fairness in how scores are 
being distributed before the reviews are finalized

Note: supervisors must commit to completing reviews by the deadline dates to 
be able to do this.

HR Calibration

Presenter Notes
Presentation Notes
We will pass out a couple sample calibration PPs of the process and ask them to return it to us while we are there.
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Next Steps

• Meet with your employee!
• Schedule time
• Quiet space
• Avoid distractions
• Thoroughly review the changes to the form and how they 

are being rated
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Final Steps

• Employee signs off and adds final comments by May 15, 
2024

• Supervisor signs off and adds final comments by May 15, 
2024

• **If employee scores below 3.0 work with your Human 
Resources Partner to create a Performance Improvement 
Plan.**
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After the meeting log back into Halogen and add any 
comments needed.
This finalizes the evaluation!

Presenter Notes
Presentation Notes
This can provide a space for employees to write any disagreementsSupervisor should sign off by ?????DATE???Employee should sign off by ???DATE???Click complete
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Key Dates

• March 15, 2024 - The Supervisor completes the 
evaluation and sends to the second level supervisor 

• March 29, 2024 - The second level supervisor 
reviews and approves the evaluation

• HR Calibration process completed by April 12, 2024
• May 10, 2024, Supervisor and employee meet to 

review evaluation, and sign off on the evaluation 
(final date to sign off May 15, 2024)

• Evaluation is completed!

Presenter Notes
Presentation Notes
Merit pay review will begin mid-May 2019. Describe what calibration is – and how critical meeting the deadline is.
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Questions?

• More information can be found on the Human Resources 
website, under Compensation – Performance Management 

• https://www.loyola.edu/department/hr/compensation/perf
ormance

• Contact your HR Partner directly or the HR Office at 
extension 2354 

https://www.loyola.edu/department/hr/compensation/performance
https://www.loyola.edu/department/hr/compensation/performance
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