W% Department of Administration

State of Kansas

Kansas Department of
Administration

Online Performance
Management Process

Supervisor Guide

Version 1.1

Updated 10/15/21



wERAE

I ( "'.. Department of Administration LEARNSOFT
ahs as Excellent customer service, every time! TECHNOLOGY GROUP

Contents
QUICK STEP GUIDE TO COMPLETING A PERFORMANCE REVIEW FORM~—SUPERVISOR .......ccocveririrreeienne 3
STEP BY STEP) PERFORMANCE MANAGEMENT PROCESS: SUPERVISOR ......cccuteiiieeiieeiee e ctee e e eiee s 5
HOW TO ACCESS PERFORMANCE REVIEW FORMS THAT HAVE BEEN ASSIGNED TO YOU .................... 5
HOW TO UPDATE AND SAVE THE PERFORMANCE REVIEW FORM........ccccccocuiiiiriiniieieeneenee e 7
Performance Planning — Entering Task Objectives/Competencies ..............ccccoeeeveeereenreeeeecveeneennen 7
Performance Planning — Employee Sign Off.............oooiiiiiiii i 10
Performance Planning — Supervisor Sign-off..............cccccoiiii i 11
Mid-Year — Employee FEedback ...............coouiiiiiii e e e 12
Mid-Year —Employee Sign Off ...t e e e ebee e e te e e e e eareeas 14
Mid-Year — SUPervisor SigN-0ff ............cooi i e 15
ANNUAI/FINGl REVIEW — IN PrOZIESS .........oocuvieiietecieeciee et cteeteete e e e s e e s aaesbesbeebeesbe e baesbaesasesaseenses 17
Annual/Final Review — Employee Sign-off ..............ccoviiiiiiiiiiiececcee et 21
Annual/Final Review — SUPervisor Sign-0ff ...............cccooviiiiiiiieecee ettt e eee s 22
HOW TO PRINT AND SAVE THE PERFORMANCE REVIEW FORM ..........c.cocoiiiiiiniiiniinieeeesieenee e 24
HOW TO ASSIGN THE PERFORMANCE REVIEW FORM TO A REVIEWER FOR APPROVAL.................... 27
SENA TO REVIBWET ...ttt sttt e e st e s e s ne e e sab e e sneeesareesneeesnreesane 27
REVIEWET SN Off ... e e e et e e e e et e e e e e abe e e e e eabe e e e e abaeeeesnbaeeeenrenas 28
STEP BY STEP PERFORMANCE MANAGEMENT PROCESS: REVIEWER........ccoiiiiiiiiiiiiiiiiieeeeeee 29
HOW TO APPROVE AND COMMENT ON THE PERFORMANCE REVIEW FORM......ccccevvrririirrirerreeeneeneneeennnns 29
Send to Reviewer for APProval..............oouiiiiiiiiiiiiee et e s e re e e e sareee s 29
ReVIEWET APPIOVAl PrOCESS...........uviiiiiiee ettt ettt e e e e tee e e e tee e e e ette e e e e abae e e eeabeeeeesnbaeeeesaseeeeenasenas 31
ReVieWer DECIINEA PrOCESS ..........ccceiiiiiiiiieeieeciee ettt sttt ettt e bt e sae e saeesbesbeenbeenas 32

2|Page



I ( "'.. Department of Administration LEARNSOFT
ahs as Excellent customer service, every time! TECHNOLOGY GROUP

QUICK STEP GUIDE TO COMPLETING A PERFORMANCE REVIEW FORM- SUPERVISOR

wERAE

1) You will be notified via email when required to complete a Performance Review form. Login to the
Kansas Learning & Performance Management (KLPM) System website, click on Performance tab to
see a listing of Employee Performance Review forms to complete.

2) Click on the Evaluation Link next to the Employee name you wish to review to launch the
Performance Review form (PRF) in a new window.

a. Select the Performance Review Type: Annual, Special or Probationary and the Classification
Type: Classified or Unclassified

Enter the Performance Review Period date range

Enter the Task Objectives and their tracking methods and click the Add Task Objective button
Enter the Competencies and Behaviors

Save at the top of the Performance Review form.

oo o

3) Send the Performance Review form to the Employee to review and sign-off/add comments:

NOTE — This step will be repeated at Performance Planning, Mid-Year review discussion and the
Annual Review steps.

a. Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance
Review form in a new window. Navigate to the Supervisor Section.
b. Click the Send for Employee Sign-Off button. After receiving a red confirmation message, click
the Close button.
4) Receive the Performance Review form back from the Employee with their sign-off / (optional)
comments, ready for Supervisor sign-off:

NOTE — This step will be repeated at Performance Planning, Mid-Year review discussion and the
Annual Review steps:

a. Click on the Evaluation Link next to the Employee name to view the Performance Review form
and any comments.

b. Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance
Review form in a new window. Navigate to the Supervisor Section.

c. Click the box ‘By checking this box | agree that | am applying my digital signature’ and add any
optional comments.

d. Click on the Sign-off button. After receiving a red confirmation message, click the Close button.

5) At the Annual/Final Review, you will complete the Performance Review form:
a. Click on the Evaluation Link next to the Employee name to update the Performance Review
form
Select the Task Objectives Ratings and enter Examples of Task Performance
Select the Competencies and Behaviors Ratings and enter Behavioral Examples/Comments
Select the Essential Requirements Ratings and enter any Comments
Complete the Areas of Strength/Development and Other Comments
Save at the top of the Performance Review form

~0o oo @
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6) You can send the Performance Review Form to a Reviewer for Approval and/or Comments (This step
is optional).
a. Click on the Pencil Icon on the right side of the row to launch the Performance Review Form in a
new window. Navigate to the Reviewer Section.
b. Highlight the name of your Direct Report or a Reviewer name, click the Send to Reviewer
button. After receiving a red confirmation message, click the Close button.

7) You will be notified of the Reviewer’s response (both via an email and an update on the progress bar).
Click the Pencil Icon to launch the Performance Review form in a new window. Scroll down to the
Reviewer Section to see the Approver’s response type (approved, needs more information) and
comments.

8) Whether you send the Performance Review form to a Reviewer or skip that step, you will schedule
time to meet with the Employee to discuss their Performance Review form.

9) Send the Performance Review form to the Employee for sign-off / comments:
a. Click on the Pencil Icon on the right side of this row to launch the Performance Review form in a
new window. Navigate to the Supervisor Section — Annual Performance Review form Discussion:
b. Click the Send for Employee Sign-Off button. After receiving a red confirmation message, click
the Close button.

10) You will be notified of the Employee’s Sign Off (both via an email and an update on the progress bar).
Click the Pencil Icon to launch the Performance Review form in a new window. Scroll down to the
Employee Section to see and review the Employee’s sign off and any comments.

11) When ready to sign off on the Performance Review form:

a. Click on the Pencil Icon on the right side of this row to launch the Performance Review form in a
new window.

b. Navigate to the Supervisor Section — Annual Performance Review Discussion:

i. Check the digital signature checkbox

ii. Enter any optional comments
iii. Click the Sign Off button
iv. Then the Submit / Complete Evaluation button. This Completes the online process.
v. After receiving a red confirmation message, click the Close button.
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STEP BY STEP) PERFORMANCE MANAGEMENT PROCESS: SUPERVISOR

HOW TO ACCESS PERFORMANCE REVIEW FORMS THAT HAVE BEEN ASSIGNED TO YOU

1) Upon being assigned a Performance Review Form to complete, you will receive an email
directing you to login to the Kansas Learning & Performance Management (KLPM) System
website.

aRRAy
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L
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Learning & Performance Management

Enter your username and password to login

Username:

Password:

Login

Forgot Password?

Need Help?
Call (M-F, 8am-4:30pm) 785-296-1900 (Topeka) or toll-free 1-866-999-3001 (outside Topeka)

[ Al information in this State of Kansas system is confidential. By logging onto this system, you agree to take all
\ necessary and reasonabls to protect and ensure that all information in th tem shall remain secure and
o e d confidential and shall not be disclosed or revealed to anyone or-any entity outside of its official u ulging or failing to
oA J‘a safeguard and protect this information by you may result in disciplinary action being taken against you, up to and
including termination of your employment, and possible civil and criminal charges

% .
P S48
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© 2001-2021 Learnsoft Technology Group. All Rights Reserved

2) Upon successful login you will be brought to your Overview Tab (Group = User)

William B. Hughes - KDOT View Cart Home

Overview Profile Seard m Team Reparts Help

User Dashboard

O Past Due Hours in Training - ¢ August 2021 ) -
']
Sun Mon  Tue  Wed T Fi sat

Upcoming Courses 0Online / 0 Classroom

0 Online /0 Classroom

L 2 3 4 &
0 Coursels) in Progress JFGRITISNI, Total Credits )

0 Dua Soon / ) Overdue 62 N o 0 o " .
53.0 Hours / 9.0 Units / 0 Others
1 1 8 ) 20 1
Completed Courses  |o-qmpl, I i i
plete Evaluations Printable Certificates - 5 . . - -
42 Online / 4 Classroom / 52 Others () 142 You are up todate! R - R
Print Transcripts Report ) 2

My Task orere: £
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., Click the Performance Tab to access the Kansas Learning & Performance Management (KLPM)
System

If you have Performance Review forms to complete, you will see them in the Available
Evaluations section. It will list the name(s) of the Employee(s) that you are evaluating, the
Assigned Date and the Due Date. There is also a section that will indicate the Progress of the
Performance Review form. When first assigned, the leftmost Progress indicator, Step 1 —
Assigned, will be highlighted with a large checkmark.

Available Evaluations | Completed Evaluations
Delete Assigned Date  User Type Evaluation  Progress DueDate  Edit
Pearson, . : 2 ;

10/1/2021 Keadron  Supervisor
E

2021 Annual ASSIGNED

(PRF) Details 10/30/2021 ¢

| 0000000000000

10/1/2021 SaraE Supervisoy (PRF) Details Wi2022 (&

4) To update an Employee Performance Review form, click the Evaluation Link next to the name of
the Employee you want review. This will launch the Performance Review form in a new
window.

NOTE: The Type column will identify who is Assigned to work on the Performance Review form.
(1) Supervisor
2021

Supervisor Annual
(PRF)

(2) Supervisor - Backup

Supervisor - 2021 Annual
Backup {PRF)
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HOW TO UPDATE AND SAVE THE PERFORMANCE REVIEW FORM

Performance Planning — Entering Task Objectives/Competencies

During Performance Planning, you will enter the objective tasks/goals, and competencies/behaviors for
each employee. After, you enter these in the Performance Review form, you will meet with the
employee to discuss:

1) The Performance Review form consists of multiple sections. The top section contains the
employee information and job details. You will have to select the Review Type and
Classification Type for the Performance Review form.

Kansas

Performance Review Form

Employee Name: Employee ID:

Test, UserOne ABC12345

Department/Position: Evaluation Period:

Dept for Children and Families—Dept for Children and Families—East Admin Reg - PR Only 1 629-6297500001 / Protection Specialist From: 10/1/2021 To: 10/20/2022
Supervisor: Classification Type:

Manager M Test ® Classified O Unclassified

Review Type: Probationary Only) - Status Recommendatio

® Annual O Special O Probationary

Overall Rating:

Meets Expectations  w

2) The next section, allows you to enter the Task Objectives.
a. Type in the Task Objectives and their corresponding tracking methods, in the top row,
left column.
b. Click the Add Task Objectives button to Save each objective. You can add multiple Task
Objectives.

Note: The Rating and Examples of Task Performance columns are completed during the Annual/Final
Review step.

Task Objectives
Rating Description:
U. Unsatisfactory - Performance consistently below expectations. NI. Needs Improvement -Pefonmance did ot mest expacttion
ME. Meets Expectations - Performance el suet expectations EE. - Pecformance consistent!
far
Task Objectives Rating Examples of Task Performance
1. Type task objectives 2. Add rating 3. Type examples of task performance

ct O v

Add Task Objectives

Grace has to complete the following tasks in 60 days
Improve her customer services tasks to

-5- 10 aweek (ME)

-0-5 aweek (L}
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3) The next section is Competencies and Behaviors.
a. Choose the competencies and behaviors you will evaluate the employee on by selecting
the Active box for the Competencies/Behaviors.
b. It will display a ‘X’ to show it is active.
Enter On the Job Suggestions/Examples in the middle column to inform the employee
how you expect them to display that behavior during the review period.
d. Select each Competency/Behavior that is applicable for the employee.

Competencies/Behaviors On the Job Suggestion/Example

Does not blame others or make excuses, and will admit to making a mistake
Attitude/Accountability when they occur.

v

Active Prioritizes tasks by importance and deadline. Adjusts priorities as situations

Attitude/Accountability

Active

Hover over the yellow “?” to
N Maintains a positive attitude.
see the definition of that Accepts challenges due 10

specific Competency/Behavior changing conditions and situations
in work responsibilities. Can work

independently. Accepts personal
responsibility for work, actions,
and atiitudes. Accepts

constructive criticism/suggestions.
Handles conflict in a constructive
manner. Consistently works
scheduled duty hours and
maintains recommended leave
balances. Effectively represents
the work unit.

Attitude/Accountability

If there is a Competency/Behavior that does not match any of those that are pre-defined, you can select
the Active box for Other at the bottom of the section and enter in the competency or essential
requirement and an on-the-job suggestion/example.
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Agency Values. You should meet the company ethical values at all times. Conduct
Other yourself at highest standard and do not participate in any illegal behavior.

Active
Note: The Rating column is completed during the Annual/Final Review step.

4) After the Tasks/Objects and Competencies/Behaviors are entered, click the Save button at the
top right of the Performance Review form.

User Evaluation x/

EvaLuaToN :

5) A message box will pop up and you will be prompted to confirm that you want to Save the
Performance Review form. Click OK to confirm (Click Cancel, if you do not want to save and to return
to the Performance Review form.

Message from webpage >

Would you like to save the form? If you save now, you can still return
to the form and edit it.

6) The Performance Review form window closes and returns to the Performance Tab and the
Progress for this Performance Review form will update with checkmark in Step 2 — Performance
Planning in Progress.
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Performance Planning — Employee Sign Off

After the Tasks and Competencies have been entered for the Performance Planning step and you have
met and discussed the expectations for the Employee, it is now time to send the Performance Review

form to the Employee to sign-off.

Reviewer Sign Off A

nnual Review  Annu: upervisor 10/22/2021 ¢
Employee Sign Off ~ Super etes

id-Year Review _Mid-Year Review  Mid-Year Review
Progress  Employee Sign Of  Supervisor Sign
off

0—@© e—@ () ©—0 0

1) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance Review
form in a new window.

Due Date Edit

9/27/2021

2) Navigate to the Supervisor Section — Performance Planning Discussion and Click on the Send for

Employee Sign Off.
Supervisor Section

Performance Planning Discussion

Send for Employee Sign Off

3) The progress in the Performance Review form should update to show the next step as Step 3 -
Performance Planning Employee Sign Off. After receiving a red confirmation message, click the

Close button.

O O -

Assigned Performance Planning Performance Planning
In Progress Employee Sign Off

10| Page
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Performance Planning — Supervisor Sign-off

There are 2 options for you depending on if the Employee signs off or refuses to sign-off on the
Performance Review form.

A. If the Performance Review form has been signed-off by the Employee, you will receive an email
confirmation. On the Performance tab, the progress indicator, Step 4 — Performance Planning
Supervisor Sign Off, will be highlighted with a large checkmark.

Completed Evaluations
QQOQVOQOQOQQO

Manager  Cvatiation Ovtads e M M- Ve MY — " ‘" w021 2

Pvrvm IW Muu&rv

B. If the Employee refuses to sign-off on the Performance Planning step, you can still move forward
with the Performance Review form. You will not receive the Email confirmation and the
Performance Review form will still display at Step 3 - Performance Planning Employee Sign-off step.

Q Q Q@

Assigned Performance Planning Performance Planning
In Progress Employee Sign Off

1) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance Review
form in a new window.

2) Navigate to the Supervisor Section — Performance Planning Discussion and select the box next to
the statement ‘By Checking this box | agree that | am applying my digital signature. It will save the
current date.

By checking this box | agree that | am applying my digital signature. Date: 8/30/2021

3) Add any optional comments and Click the Sign Off button

My comments are as follows:

| met with Joe on 9/9/21 and he does not agree with all the Objective tasks. He thinks they are too aggressive and does not want to
sign off on them.

Sign Off

4) The progress in the Performance Review form bar should update to show Step 5 — Mid-Year Review
in Progress. After receiving a red confirmation message, click the Close button.

11| Page
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Mid-Year — Employee Feedback

Prior to and for the Mid-Year Review discussion, you can log any Coaching and Feedback discussions
with the Employee. You can track any meeting discussions with the employee during the year about
their progress against their Objectives and Competencies as defined in the Performance Planning
process.

1) After logging into the Kansas Learning & Performance Management (KLPM) System website,
click on the Performance tab to access the Employee Performance Review form to update.

2) To update the Employee Performance Review form, click the Link next to the name of the
Employee you want to view. This will launch the Performance Review form in a new window.

3) Scroll down to the On Going — Coaching and Feedback Discussions and the Mid-Year Review
Discussion sections.

User Evaluation

On Going-Coaching and Feedback Discussions
.

Instructions:

Tdentify the process to be used thraughout the year to provide feedback and coaching to the employee. Identify any customer input tools that will be used to provide feedback throughout the year [dentify any employee
responsibilities in the process. For instance, you may wish to identify when and how on-going feedback will be delivered, who has responsibility for setting up coaching sessions and if current customer input tools will be used,
ete.

My comments are as follows:

Mid-Year Review Discussion
|

Instructions:

Document progress against the Objectives and Competencies as defined in the Performance Planning process. Be as specific as possible about the employee’s actual performance to date, documenting specific observable
results wherever possible, and adding qualitative information or feedback wherever helpfual. Any valid updates to employee’s chjectives, which are based on changes in State or agency needs, may also be documented in this
section.

My comments are as follows:

4) Enter your feedback in the My comments are as follows: text box and click Add Comment.

My comments are as follows:

I met with James and is working towards meeting the annual goals and competencies. He is currently on target to meet this year's goals.

Spicer Alan L S252021 11:44:44 40

5) Your comment will be saved with the user name and date stamp.

12| Page
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My comments are as follows:

I'met with James and is working towards meeting the annual goals and competencies. He is currently on target to meet this year's goals.

6) After you have completed entering the feedback comments, scroll to the upper right corner of
the Performance Review form and select the Save button.

7) The Performance Review form window closes and returns to the Performance Tab and the

Progress of the Performance Review form will update with a checkmark in Step 5 — Mid-Year
Review in Progress.

O—0—90—0 09 @ O O @ @ @ @

Assigned Performance Performance Performance

Mid-Year Review _Mid-Year Review  Mid-Year Review  Annual Rewew In Send To Reviewer Reviewer Sign Off _ Annual Review  Annual Review Supervisor
Flanning In  Planning Employee  Planning InProgress  Employee Sign Off  Supervisor Sign Employee Sign Off  Supervisor Sign Completes
Progress Sign OFf Supervisor Sign Off Off
off
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Mid-Year — Employee Sign Off

After you have met with the Employee for their Mid-Year review discussion and entered comments /
feedback, the Performance Review form is now ready to be sent to the employee for sign off.

1) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance Review

form in a new window.

Due Date Edit

9/27/2021

2) Navigate to the Supervisor Section — Mid-Year Discussion and Click on the Send for Employee Sign
Off.

Mid-Year Discussion:

Send for Employee Sign Off

3) The progress on the Performance Review form should update to show the next step as Mid-Year
Review Employee Sign Off. After receiving a red confirmation message, click the Close button.

©O— 0 0 0 0 0

Assigned Pre-Planning In  Pre-Planning  Pre-Planning Mid-Year Mid-Year
Progress Employee Sign  Manager Sign Review In Review
Off Off Progress Employee Sign
Off

l4|Page
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Mid-Year — Supervisor Sign-off
There are 2 options for you depending on if the Employee signs off or refuses to sign-off on the Mid-

Year review discussion step.

A. If the Performance Review form has been signed-off by the Employee, you will receive an email
confirmation. On the Performance tab, the progress indicator, Step 7 — Mid-Year Review Supervisor
Sign Off, will be highlighted with a large checkmark.

Available Evaluations Compiated Evahations
Delete  Assigned Date  User Tyoe Evahuarion Progres DueDute Lt
i 0000000000009
2021 e Manager Duskition Detsli  Amigned  Pre-Planning Pre-Planning Pre-Planning  Mid-Year  MidVYesr  Mid.Vear Ry s R g Anns A sy

In Progress lwm M-ual-w l-’:;-h ."‘?‘&',‘ l-m-" oo i e v ol

B. If the Employee refuses to sign-off on the Mid-Year review discussion step, you can still move
forward with the Performance Review form. You will not receive the email confirmation and the
Performance Review form will still display at Step 6 — Mid-Year Review Employee Sign-off step.

Q Q@ Q Q Q @)

Assigned Performance Planning Performance Planning  Performance Planning Mid-Year Review In Mid-Year Review
In Progress Employee Sign Off Supervisor Sign Off Progress Employee Sign Off

1) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance Review
form screen in a new window.

2) Navigate to the Supervisor Section — Mid-Year Discussion and select the box next to the statement
‘By Checking this box | agree that | am applying my digital signature’. It will save the current date.

3) Add any optional comments and Click the Sign Off button.

| Mid-Year Discussion:
Send for Employee Sign Off
By checking this box | agree that | am applying my digital signature. Date: 9/8/2021

My comments are as follows:

=w because she does not agree with my assessment of her goals so far this Year.

Sign Off
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4) The progress in the Performance Review form should update to show the next step as Step 8 -
Annual Review in Progress. After receiving a red confirmation message, click the Close button.

O Q O O—0 O O O

Assigned Performance Performance Performance Mid-Year Review  Mid-Year Review  Mid-Year Review Annual Review In
Planning In Planning Employee Planning In Progress Employee Sign Off  Supervisor Sign Progress
Progress ign Off Supervisor Sign Off
Off

5) The Performance Review form will stay on this step until the Annual-Year review is due.

16| Page
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Annual/Final Review — In Progress

When the Annual/Final Review is due, it is time to give the Employee feedback and ratings on the Task
Objectives, Competencies/Behaviors and the overall performance rating. This applies whether the
Performance Review form is for an Annual, Special or Probationary review type.

1) After logging into the Kansas Learning & Performance Management (KLPM) System, click on the
Performance tab to access the Employee Performance Review form to update.
2) When you open the Performance Review form, you will notice a message in the upper right corner
of the window by the Save button. You will be able to Save while making updates to the PRF.
r b . . )
@ - Before submitting this form, please complete all the required fields
3) Inthe Task Objectives section, the message ‘Please select a rating and enter comments’ will display.
Task Objectives Rating Examples of Task Performance
1. Type task objectives 2. Add rating 3. Type examples of task performance
: o) @
User should complete the following tasks:
- Take 10+ courses on customer service (E)
e 728 sman o fombommes secden IIEL -
() - Please select a rating and enter comments m m
a. Click the Edit button to update each Task Objective:
B
b. Forthe Task Objectives, select a Rating from the drop down list in the middle column.
= Select One -
Exceptional
Exceeds Expectations
Meets Expectations
Needs Improvement
Unsatisfactory
c.

Enter Examples of Task Performance in the far-right column to justify the rating you gave for
each Task Objective and click the Update button to Save the Task Objectives.

L}
( User completed the following courses:
- Decision Making
- Ethical Decisions
- How to Succeed
=
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4) Inthe Competencies and Behaviors section, the message ‘Please select a rating and enter
comments’ will display for Active Competencies and Behaviors.

U NI ME EE E
Olivia has to increase her productivity in the next 60 days by

Customer Service - Starting and closing XX number of
L Behavioral Examples/Comments
Active @

@ - Please select a rating and enter comments

a. Select a Rating. The rating options in this section are:

e U - Unsatisfactory - Performance consistently below expectations
o NI - Needs Improvement — Performance does not meet expectations
e ME- Meets Expectations - Performance consistently met expectations

e EE - Exceeds Expectations — Performance consistently exceeds expectations
e E - Exceptional — Performance far exceeded expectations

5) Enter in the Behavioral Examples/Comments for each active Competencies/Behaviors.

U N ME §EE E

Behavioral Examples/Comments

James has taken a leadership role with the team. He has been mentoring the newer employees and taken on additional
workload where needed.

6) The next section, Essential Requirements is required to be completed. You have to select a Rating of
either Meets Expectations (ME) or Unsatisfactory (U). The Comments section is required if the
Rating selected is Unsatisfactory.

18| Page
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Essential Requirements
Dependability:
ME Meets Expectations

Recognizes responsibilities to the agency and applies effective work habits and attitudes to meet work requirements_ Attends work regularly and on time, plans appropriately for absences and assumes personal
U Unsatisfactory

accountability for work.

Comments:
Agency Values:
ME Meets Expectations
Align actions with high standards of conduct, accept responsibility for behavior and exhibit personal integrity at all times. Acts as a role model for other employees and does the right thing, even when no one is
U Unsatisfactory

watching. Demonstrates personal integrity and cthical behavior, displays good stewardship of public resources and adapts to changes in processes, procedures and responsibilities

Comments:

Note: If either of the Essential Requirements is rated as ‘U’ Unsatisfactory, the overall Performance
Rating at the top of the Performance Review form will default to an Unsatisfactory rating.

7) The next section is the Areas of Strength/Development, which is optional. This is where you can
enter any additional feedback for the Employee.

Areas of Strength/Development

Areas of Strength(s):

James has shown his ability to lead a team this year. He has mentored the newer employees and taken on additional responsibilities to learn management skills.

Areas for Development:

James needs to work on his leadership skills to better delegate work among his team.

Other Evaluation Comments:

Overall James is an asset to the department and helps were needed.

8) After you have completed adding the Employee feedback and ratings, scroll to the employee section
at the top of the Performance Review form and select the Overall Rating.

Overall Rating:

Meets Expectations

Reminder — If one of the Essential Requirements was rated as Unsatisfactory, the Overall Rating
defaults to Unsatisfactory and cannot be changed. If the Performance Review form is later appealed by
the Employee and the rating is overturned, then staff with the necessary authorization can change the

rating on the Performance Review form.
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9) After you have completed all the required fields for the Annual/Final Review, scroll to the upper
right corner of the form and click the Save button.

10) A message box will pop up and you will be prompted to confirm that you want to Save the
Performance Review form. Click OK to confirm (Click Cancel, if you do not want to save and to return to
the Performance Review form).

Message from webpage X

Would you like to save the form? If you save now, you can still return
to the form and edit it.

11) The Performance Review form closes and returns to the Performance Tab and the Progress section
of the Performance Review form will display with a checkmark in Step 8 — Annual Review in
Progress.

O—0O0—0—0—0— 00— 00— 00— 00— 0—0—0—=~0

Assigned Performance Performance Performance Mid-Year Review _Mid-Year Review Mid-Year Review Annual Review In Send To Reviewer Reviewer Sign Off  Annual Review Annual Review
s Planning In Planning Employee Planning In Progress Employee Sign Off  Supervisor Sign Progress Employee Sign Off  Supervisor Sign
Progress Sign Off Supervisor Sign off Off
off

Supervisor
Completes

After you have completed updating the Performance Review form for the Annual/Final Review, you can
either meet with the Employee to review and discuss or send the Performance Review form to a
Reviewer for approval prior to meeting with the Employee.

Since sending to a Reviewer is an optional step, we will continue with Step 11 — Annual Review
Employee Sign off. If you want the steps to send to a Reviewer, click here.
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Annual/Final Review — Employee Sign-off

After you have met with the Employee for their Annual/Final Review discussion, the Performance
Review form is now ready to be sent for Employee Sign off.

1) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance Review
form in a new window.

2) Navigate to the Supervisor Section — Annual Performance Review Discussion and Click on the Send
for Employee Sign Off button.

Annual Performance Review Discussion:

Dioll Maggie H (Indirect)
Herrick Chris J (Indirect)
_ Lorenz Julie L (Indirect)
Reviewer: Moriarty Michael J (Direct) Send To Reviewer
(Please select one)

3) The progress on the Performance Review form updates to show the next step as Annual Review
Employee Sign Off. After receiving a red confirmation message, click the Close button.

@) (7] (7] Q @) (7] (7] Q (9] () O—

Assigned Performance Performance Performance Mid-Year Review  Mid-Year Review Mid-Year Review Annual Review In  Send To Reviewer Reviewer Sign Off Annual Review
Planning In Planning Employee Planning In Progress Employee Sign Off  Supervisor Sign Progress Employee Sign Off
Progress Sign Off Supervisor Sign Off
Off
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Annual/Final Review — Supervisor Sign-off

There are 2 options for you depending on if the Employee signs off or refuses to sign-off on the Annual
Review Form step.

A. When the Performance Review form has been signed-off by the Employee, you will receive an email
confirmation. On the Performance tab, the progress indicator, Step 12 — Annual Review Supervisor
Sign Off, will be highlighted with a large checkmark.

O—O0—0—0—0—0—90 0—@© Q 0—©O Q

Assigned Performance Performance Performance Mid-Year Review Mid-Year Review Mid-Year Review Annual Review In  Send To Reviewer Reviewer Sign Off  Annual Review Annual Review Supervisor
PlanningIn  Planning Employee  Planning InProgress  Employee Sign Off  Supervisor Sign Progress Employee Sign Off  Supervisor Sign Completes
Progress Sign Off Supervisor Sign Off off
off

B. If the Employee refuses to sign-off on the Annual Review step, you can still move forward with the
Performance Review form. You will not receive the Email confirmation and the Performance Review
form will still display at Step 11 — Annual Review Employee Sign-off step.

@) @) O @) O @) O @) - O - @ ()

Assigned Performance Performance Performance  Mid- v=a| Review In Mm Vear Reumw de Year Rmew Anngal newew In SendToReviewer Reviewer Sign Off _Annual Review  Annual Revicy Supervisor
Planning In  Planning Employee Planning Supervisor  Progress  Employee Sign mployee Sign Off Supervisor Sign Off  Completes
Progress Sign Off Sign Off

1) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance Review
form in a new window.

2) Navigate to the Supervisor Section — Annual Performance Review Discussion and select the box
next to the statement ‘By Checking this box | agree that | am applying my digital signature. It will
save the current date.

By checking this box | agree that | am applying my digital signature. Date: 8/31/2021

3) Add any comments and Click the Sign Off button.

My comments are as follows:

Cheryl has met all her task objectives and competencies this year. She worked hard to achieve them|

Sign Off

4) When the Performance Review form is complete and it is ready to be closed, click the Submit /
Complete Evaluation button.
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Submit / Complete Evaluation

5) The progress in the Performance Review form should update to show the next step as Supervisor
Completes. After receiving a red confirmation message, click the Close button.

0—0 O Q @) O ©) O Q @) @) O ®)

Assigned Performance Performance Performance  Mid-Year Review _Mid-Year Review  Mid-Year Review Annual Review In Send To Reviewer Reviewer Sign Off  Annual Review  Annual Review Supervisor
PlanningIn  Planning Employee  Planning InProgress  Employee Sign Off  Supervisor Sign Progress Employee Sign Off  Supervisor Sign Completes
Progress Sign Off Supervisor Sign off off
off

6) The Performance Management Process (PMP) is now complete. Completed Performance Review
form swill not display under Available Evaluations on the Performance tab.

7) To view the Completed Performance Review forms that are finished, check the box next to
Completed Evaluations in the upper right corner on the Performance Review tab.

|| Completed Evaluations

8) When the box is checked, the screen will update and display all completed Performance Review

forms.
t4 Completed Evaluations
e e rowes oveome ot
Supervisor Assigned Performance mance Pulummn« Mid-Year Review  Mid-Year Review  Mid-Year Review Anmml Hzmrwln Send To Reviewer Reviewer Sign Off  Annual Review ‘Annual Review Supervisor 10/4/2021 ¢
(PRF) Details Planmng in Plannlng Emlﬂuyee P\ In Progress Employee Sign Off SUDEI’\HSBI' Sign Employee Sign Off Supemlwr Sign Completes.
e
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HOW TO PRINT AND SAVE THE PERFORMANCE REVIEW FORM

During any of the Performance Review form steps, you can Print or Save the Performance Review form.

After logging into the Kansas Learning & Performance Management (KLPM) System website, click on the
Performance tab to access the Employee Performance Review Form to update.

1) To view the Employee Performance Review form, click the Link next to the name of the Employee
you want to view. This will launch the Performance Review form in a new window

A. If you want to review the Performance Review as a PDF document, which can also be
printed for offline review, click the Print Evaluation button in the upper right-hand
corner of the window.

B. A pop-up window will display, click OK to close and proceed.

]
Isgim301.learnsoft.com says

Form will be closed for printing and new window will be open with the ‘
‘ printable form. |

Note — Please allow pop-ups from the learnsoft.com website to enable the PDF.

C. A new pop-up window of the Performance Review form should display.

[ GetAstachment.aspx - Work - Microsoft Edge. — o X
() https:/Isgim301.learnsoft.com/LSGLM/imageviewer/GetAttachment.aspx?encrypt=18theight=2008lwidth=2008L., &

|‘:fsq -+t A EIBIAIY Y -0 B Bl
User Evaluation

| Run Date : 10/512021
Employee Name: Test, UserOne Employee ID: ABC12345

| |Assigned Date: 9282021 (Completed Date

|

i T

[ |

| Kansa

Performance Review Form

ilics—Dept for Children and Families—East Admin Reg
001 / Protection Specialist

D. Click on the square box in the upper right corner of the window to Maximize the screen.
It will maximize the window to display the entire Performance Review form.
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E. Inthe upper right corner of the window should be icons with options to either Print and
Save the Performance Review form.

= B

F. The Print window will display.
a. Inthe Printer field, select a Printer name from the drop down or
b. Select ‘Save as PDF’
c. Click the Save button

Print ?
2T
Total: 5 pages I ]
< Save as PDF v n
5
© Portrait I<ansas
) Landscape Performance Review Form
Employee Name: Employee 1D:
Test, UserOne ABC12345
Pages
Evaluation Period:
o All From:
DepartmentiPosi
Dept i —Deptfor
) | eg.15.811-13 ~BR Only | 629-6297500001/ Protsstion Speciais T

More settings .
Supervisor: Classification Type:
Troubleshaot printer issues Manager M Test & Clssiid O Unclasifiad

{1 Probationary Only) - Status Recommendation:
Review Type:

 Recommend Permanent Status  Fxtend Probation
© Anmsl G Special € Probationary

 Not Recommend Permanent Status

(1 Special Only) - Reason for Special:

Overall Rxlmg‘:  Closeout - Termination  Closcout - Position Change
- Select Onc - -

 Performance Improvement © Align to Annual Rotation © Other

‘Specify Other:

U.U - Pt expest 3 . 4 cxpectations.
. Me EE. Ex y
< Save Cancel 1 Typetack objectives 2. Add rating 3. Type examples of task performance

S—

G. If saving as a PDF, a window will display to name and save the file to your computer.
Enter a name for the PDF file to Identify it (e.g. Performance Review form _Annual 2022,
Performance Review form _Special 30 days, Probationary Performance Review form,
etc.) and select Save.
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K. The PDF will be located in the Attachment section of the User’s Profile.

v B O Search Saved Pics

Date N Trpe Size

Microsoft Edge P...
Microsoft Edge P...
Microsoft Edge P...

Microsoft Edge P...

184
181
184
184

o [ s
o
9.
+ » ThisPC & Pictures » Saved Pics
Organize v Mewfolder
st " This PC ~ Mame
¥ 3D Objects (& Testing PRF Print
B Desktop (= PP_Annual 2021
{@ PRF_TestUserOne_ PP
§ |4 Documents .
[@ PerformPlanning_Special...
3 Downloads
b Music
- Pict:
R : ictures ¥
File name: | PP_Annual 2021
Save as type: | Adobe Acrobat Document
4 Hide Folders

Save Cancel
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Select the “X” in the upper right corner to close the Performance Review form window
and you will be back on the Performance tab.

In the Attachment section under Available Evaluations, select the New attachment
button. A pop-up window will display.

Attachment Upload

Add attachment

Type  Course Document

Enter File Location

ChooseFile  No file chosen

Name:

Description:

IsURL: [

Email To:  -SelectOne- v Other Emails

Fill in the below fields:
a. Type = Others

® oo o

Attachment

Delete  Mame

¥  Special PRF 2021

Upload File

Attachment Type

Attachment

Others (}L

Choose File = Locate the file where you saved it to your computer
Name = Enter a name of the attachment

Description = Enter a description of the file (optional)
Select the Upload File button

(%)
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HOW TO ASSIGN THE PERFORMANCE REVIEW FORM TO A REVIEWER FOR APPROVAL

Send to Reviewer

Note: This process is optional and can be used by Supervisors who want their Reviewer to review and
approve the Performance Review Form. If you want to send directly for Reviewer Sign-off, view here.

During the Annual Review step, you can send to a Reviewer to review the Performance Review form and
get their approval before you meet with the Employee for the annual review discussion.

1) Click on the Pencil Icon & found in the Edit column on the right side of the row to launch the
Performance Review form in a new window.

2) Navigate to the Supervisor Section — Annual Performance Review Discussion and choose a name
from the list of Supervisor names to send the Performance Review Form to.

Annual Performance Review Discussion:

Tester Reviewer (Direct)

Reviewer:
(Please select one)

Tester Reviewer [Direct.] Add
Test, Manager M
Remove

Send To Reviewer

4) The progress in the Performance Review form should update to show the next step as Send to
Reviewer. After receiving a red confirmation message, click the Close button.

@) Q @) Q @) Q @) Q O

Additional Reviewer:

3) Click on a Supervisor name and click the Send to Reviewer button.

Assigned Performance Performance Performance Mid-Year Review  Mid-Year Review  Mid-Year Review Annual Review In Send To Reviewer
Planning In Planning Employee Planning In Progress Employee Sign Off  Supervisor Sign Progress
Progress Sign Off Supervisor Sign Off
Off

5) It will stay on this step until the Reviewer sends a response.
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Reviewer Sign Off

When the Performance Review Form has been signed-off by the Reviewer, you will receive an email
confirmation. On the Performance tab, the progress indicator, Step 10 — Reviewer Sign Off, will be
highlighted with a large checkmark.

O—0— 00— 00— 0000

2021 Annual

Supervisor Assigned Performance Performance Performance Mid-Year Review  Mid-Year Review Mid-Year Review Annual Review In Send To Reviewer Reviewer Sign Off
(PRF} Details PlanningIn  Planning Employee Planning InProgress  Employee Sign OFf  Supervisor Sign Progress
Progress Sign Off Supervisor Sign Off
Off

1) Click on the Pencil Icon £ found in the Edit column on the right side of the row to launch the
Performance Review form in a new window.

2) Navigate to the Reviewer Section to view any comments added by the Reviewer.

3) If the Reviewer Approved the Performance Review form, you can now schedule the Annual review
discussion with the Employee and continue with the Performance Review Form.

4) If the Reviewer has recommended any updates to the Performance Review form, you can update

the Performance Review form with their feedback and comments, then schedule the Annual Review
discussion with the Employee.

28| Page



LEARNSOFT

TECHNOLOGY GROUP

STEP BY STEP PERFORMANCE MANAGEMENT PROCESS: REVIEWER

HOW TO APPROVE AND COMMENT ON THE PERFORMANCE REVIEW FORM

Send to Reviewer for Approval

As a Reviewer, you will receive an email indicating that an Employee’s Performance Review form has
been completed by a Supervisor who is one of your direct reports, and is requesting that you review
and Approve the Performance Review form so the process can continue. Please follow the steps
below to complete your part of this process.

1) Please login to the Kansas Learning & Performance Management (KLPM) System website.

Learning & Performance Management

Enter your username and password to login.

Username:

Password:

Forgot Password?
Need Help?
Call (M-F, 8am-4:30p -296-1900 (Topeka) or toll-free 1-866-999-3001 (outside Topeka)

All information in this State sas s s confidential. By logging onto this system, Vi take all
m sh cure and

confidential and shall not be disclosed o one Divulging or failing to

\
ol Ml o
o B\l t
'a safeguard and protect this informatio ou, up to and
o ; d criminal charges

including termination

i .
: a8

Photo Credit: Kansas Tourism
© 2001-2021 Learnsoft Technology Group. All Rights Reserved

2) Upon successful login, you will be brought to your Overview Tab (Group = User)

William B. Hughes - KDOT View Cart Home

Kansas
Ovary Profe Sea Performance % Reports v
User Dashboard
Q= EEERT TR
0 0
Upcoming Courses 3 Oriine /0 Classroom S Mon  Tue  Wed T Fi Sw
00nine /0 Classroom
- 3 PR 5
R Certifications Total Credits
e Soon 0 Overd: 0 o
530 Hours /%0 Unis /.0 Othars
1 1 9 2 1
Completed Courses - |compiete Evaluations Printable Certificates 5 P R
42 Online / 48 Classroam / (520thers g 142 Youare up todate! 2 3 u B %
Print Transcripts Report ) 30

My Task oo ==T7 1
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3) Click the Performance Tab to access the Kansas Learning & Performance Management (KLPM)
System.

If you have Performance Review forms to complete, you will see them in the section Available
Evaluations. It will list the name(s) of the Employee(s) that you are reviewing, the Assigned Date
and the Due Date. There are also steps that will indicate the progress of the Performance
Review form. When first assigned, the leftmost Progress indicator, Step 9 — Send to Reviewer,
will be highlighted with a large checkmark.

ST (@) o @) (@) (@) Q (@) @) @ @ @ @

Approver (PRF) Assigned Mid-Year Review _ Mid-Year Review  Mid-Year Review  Annual Review In Send To Reviewer ReviewerSign Off  Annual Review  Annual Review Supervisor
Planning In  Planning Employee _ Planning InProgress  Employee Sign Off  Supervisor Sign Progress Employee Sign Off  Supervisor Sign Completes
Progress Sign Off Supervisor Sign off

off

Note: Performance Review forms that have been sent for your review will show the Type =
Approver.

4) To access the Performance Review form prior to making your approval decision, click on the Link
next to the Employee name whose Performance Review form you want to access. This will
launch the Performance Review form which was submitted by the Employee’s Supervisor for
your review.

User Evaluation

Evaluation Print Evaluation Cancel

v Colleague Feedback

Colleague:  Test, UserOne Evaluator:  Manager Test

Evaluation Date:  9/30/2021 Position:  Child Protection Specialist”

Kansas

Performance Review Form
Employee Name: Employee ID:
Test, UserOre ABC12345
Department/Position: Evaluation Period:
Dept for Children and Families—Dept for Children and Families—East Admin Reg - PR Only 1 629-6297500001 / Protection Specialist From: 10/1/2021 To: 10/20/2022
Supervisor:

Classification Type:

Manager M Test ® Classified O Unclassified

Review Type:

©® Annual O Special O Probationary

Overall Rating:

Meets Expectations v

5) If you want to review the Performance Review form as a PDF document, which can also be
printed for offline review, click the Print Evaluation button in the upper right hand corner of the
window and follow the steps HOW TO PRINT AND SAVE THE PERFORMANCE REVIEW FORM

6) After reviewing the Performance Review form, select the Cancel button at the top of the screen,
the window will close and you will be back on the Performance Tab.
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7) Click on the Pencil Icon on the right side of the row (Under Edit) to launch the Performance
Review form in a new window.

Due Date Edit

9/27/2021

8) The Reviewer Section for sign off will display in the window.

Reviewer Section

Reviewer Assigned Date: 10/5/2021 Reviewer Respond Date: 10/5/2021

[J By checking this box this verifies that the Reviewer approves the form as submitted.

[ The Reviewer needs more information before approval can be given.

Approve Deny

9) At this point you have two options as the Reviewer:

Reviewer Approval Process

A. Click the checkbox by the statement, “By checking this box this verifies that the Reviewer
approves the form as submitted.

By checking this box this verifies that the Reviewer approves the form as submitted.

B. You may enter optional comments in the Comments textbox.

James Evaluation looks good and is approved.

C. Click the Approve button next to the Comments box or see below for the other option.
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Reviewer Declined Process

A. Click the checkbox by the statement, “The Reviewer needs more information before approval
can be given.”

The Reviewer needs more information before approval can be given.

B. You should enter comments in the Comments textbox explaining the reason for the
decision and if there are any updates you would like made in the Performance Review
form.

Matthew's overall rating should be changed to Meets Expectations since he met all other goals and competencies except one.

C. Click the Deny button next to the Comments box, this will send the Performance Review
form back to the Supervisor.

10) Whether you select the Approve or Deny button, the progress in the Performance Review form
will update to show step 10 - Reviewer Sign Off. After receiving a red confirmation message,
click the Close button.

Assigned Performance Planning  Performance Planning  Performance Planning  Mid-Year Review In Mid-Year Review Mid-Year Review Annual Review In Send To Reviewer Reviewer Sign Off
Progress Employee Sign Off  Supervisor Sign Off Progress Employee Sign Off  Supervisor Sign Off Progress

11) After returning to the Performance tab, you will notice the Performance Review form is no
longer displaying under Available Evaluations.

12) This will send the Performance Review form back to the Supervisor.

13) This completes the actions for the Reviewer on the Performance Review form.
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