DISCOUNT TIRE PERFORMANCE MANAGEMENT PROCESS

Actions required by leader and employee to effectively administer the program

—
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LEADER OF LEADERS

Schedule and conduct state of the
state (pulse) of your leader’s team
members.

Review |IOOGA Capabilities of each
team member.

Instruct Leader to begin Step 1 of
Managing Employee Performance
cycle for all team members with
identified opportunities.

PERFORMANCE PERIOD OCTOBER 1 — SEPTEMBER 30 OF THE FOLLOWING YEAR

STEP 1: LEADER

Schedule and conduct Goal Setting
conversation with employee to Set
Clear Expectations.

Review Team Member

IOOGA Capabilities together.
Utilize Managing Employee
Performance process for team
members with identified IOOGA
opportunities.

EMPLOYEE

e Create SMART Goals (2) if team
member — (3) if people leader.

¢ Discuss with leader.
¢ Enter goals in Workday.
e Submit for approval.

LEADER

Access Workday to review
employee goals.

Approve or edit to send back to
employee for revision.

Complete the previous step and
this one until goals have been
entered and approved for all
direct reports in Workday.

LEADER

(=Y

Provide ongoing feedback
discussions.

Schedule and conduct Quarterly
Check-in conversation with

employee.

Access Workday to record Quarterly
Check-in date and notes.

Utilize Managing Employee
Performance process for team
members with identified IOOGA
opportunities.

EMPLOYEE

Access Workday to update goal
status and enter new goal if
original goal is complete.

Maintain accurate goal status
updates in Workday throughout
the year.

AUG 1-AUG 15

LEADER

e Access Workday to initiate the
Annual Review procedures.

¢ Submit to trigger the Self-

Evaluation task for each
employee.

AUG 15-AUG 31

EMPLOYEE

e Access Workday to complete Self-
Evaluation Annual Review.

e Submit Self-Evaluation.

.SEP1—SEP30/2.\k3.0CT 16 -DEC16

LEADER
1. Access Workday to complete the

Manager Evaluation for
employee.

2. Schedule and conduct Annual

Review discussion with employee.

3. Access Workday to complete the
Acknowledgement task
requirement to conclude the

process.
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OCT 16 - DEC 16

EMPLOYEE

Access Workday to complete the
Acknowledgement task
requirement to conclude the
process.
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Refer to Performance Management page on the

KC for additional resources and Workday QRGs.
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