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Introduction

This guide will instruct you in the process of completing the Senior Manager End of
Year Review form on HR Connect, both as a team member (reviewee) and a manager
(reviewer).

The first section of the form ‘Senior Manager End of Year Review Form 23/24’ will
be open until 30" June for completion and submission of relevant sections by both the
team member (reviewee) and their manager (reviewer).

The second section of the form ‘Final Calibrated End of Year Review’ will be open
from 8" to 28" August for completion and submission by the manager (reviewer)
once the final calibrated rating has been communicated by the calibration committee.
Please do not record anything in this form until you have received the final calibrated
rating and informed your team member.

When inputting data into the review form/s, like any web-based system the page
will eventually time out. Therefore, it is recommended that you either regularly
save the form throughout the process to avoid loss of work or type up the
information in a word document and copy and paste into the form when you are
ready to submit.
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Team Member (Reviewee): Completing your EOY Review

From the 15t of May the ‘Senior Manager End of Year Review Form 23/24’ will be
available for completion in HR Connect.

Please note that this section needs to be completed and submitted first before
the manager can complete and submit their part of the form.

Log into HR Connect Employee Self Service and click on ‘Performance’.

Within the ‘Review lifecycles’ section, click on ‘Senior Manager End of Year
Review 23/24°

Review lifecycles

@ D

Lifecycle name T Start date Current stage Stage target end date

Senior Manager End of Year Employee inputs EQY
forManag T 01 May2024 CTPIOYEEIND 30 Jun 2024
Review 23/24 N comments
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Click on ‘Generate’.
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< Back to Reviews

Start

Senior Manager End of Year Review 23/24

Employee inputs EOY comments

v ® Senior Manager End of Year Review

Target end date: 30 June 2024

Employee inputs EOY comments

Action responsibility:

comments.

Manager inputs EOY ratings and

Form

Senior Manager Calibrated Review
> @& 2

End

Ensure that you read through the summary page. Click on ‘Start’ to access and

complete the form.

< Back to Reviews

& My End of Year Review
(Reviewee)

& End of Year Review (Reviewer)

Senior Manager End of Year Review Form 23/24

Click here to return to the performance life cycle
>

Reviewee Guidance

Ahead of your End of Year review conversation with your line manager, it is helpful
to have completed a progress update against each of your individual objectives. If
you would like a quick reminder on how to do this in the system, click here.

Once you are ready to add your update for both WHAT you have achieved and HOW
you have acheived your objectives, click START below and add the required
information. SAVE your changes, return to this page and, when you are happy with
your comments click SUBMIT - please note this cannot be amended once you have
submitted.

Reviewer Guidance

Ahead of an End of Year review conversation with your team member, it is helpful
to have reviewed the information from regular one to ones and relevant meetings to
have information on their performance to hand. As self-rating is now optional, you
should advise your team member whether you would like them to submit a self-
rating and advise how this will be used in the discussion. You should remind them
that no ratings will be confirmed until after calibration.

Once you have made your own assessment of their performance and considered a
rating for them against both WHAT they have achieved and HOW they have

achieved it vail shonld review vour team memhers comnleted nraaress nndate and

—
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Ensure that you read through the guidance within the page.

Outline a summary to evidence your review reflections on WHAT you have achieved.
This is a required field and cannot be left blank. It is recommended to type this up in
word beforehand and copy over into the correct section of the form for ease of
completion.

Outline a swmmary to avidence your review reflections on WHAT you have achieved. {required)

This iz test data for reviewee WHAT | have achesived

Outline a summary to evidence your review reflections on HOW you have performed.
This is a required field and cannot be left blank. It is recommended to type this up in
word beforehand and copy over into the correct section of the form for ease of
completion.

Outline a swmmary to evidence your review reflections on HOW you have performed. {required)

This iz test data for HOW | have performed.

Please ensure that you read through the ‘Calibration Acknowledgement’ section.
The form will not be able to be submitted to your line manager until the ‘Confirmed’
check box has been ticked.

Calibration Acknowledgement

| confirm that | am aware that any proposed ratings discussed with my manager during this process
are subject to calibration which will take place in August, with a final confirmed rating and pay
implications being confirmed in September.

W3 Confirmed (required)

Please ensure that you read through the ‘Submitting your End of Year Review’
section. The form will not be able to be submitted to your line manager until the
‘Confirmed’ check box has been ticked.
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Submitting your End of Year Review

Once the above sections have been completed, remember to submit your form. This can be done by clicking
SAVE, rerurning to the SUMMARY page. then clicking the SUBMIT button on the home page.

| eonfirm that | understand that once | have submitted this section of the form no further amendements will
be able to be made.

To submit the form, click on ‘Save’. You will be notified that you have saved your
section of the form.

o Changes have been zaved.

Click on ‘Summary’ to return to the summary page.

Once you are back on the form summary page click on ‘Submit’ and ‘Ok’. Please
note that once you have submitted the form you will not be able to make any
changes to your comments, therefore it is important ensure that you are happy with
these before submission and that they have been saved correctly within the form.

hrconnecttest.napier.ac.uk says

You are about to submit this form, select OK to continue or cancel fo

return to the form
@Cancel

You will be notified that your section of the form has been submitted.
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o Your form has been submitted.

Once you have submitted your manager will receive an email informing them of this.
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Manager (Reviewer): Completing the EOQOY Ratings & Comments for
your Team Member

Once your team member has submitted their section of the form, your will receive an
email notifying you of this. Please note that you will not be able to access the form
until they have submitted their section.

Log into People Manager, click on ‘My Team’.

Q, Fnd iTrent pages L1

Reparts b
Task Redirection #
Peer Group Managemen ?
Recruitment b

Select the team member from the left-hand side of the screen.

Click on ‘My Contribution’ and ‘My Contribution Forms’ and select the correct
review and form for the current review period from the left-hand side of the screen.

» Personal Information 2 JobInformation >  Sickness Holidays and Other Absence

» Training and Development d?hdy Cuntribuﬂﬂ> >  Online Pay Claims
Bo
Performance Life cycle Review Details Objective summary Objective details

Objective progress details Objective action details Mew Objective

~ Performance reviews

~ Derformance revisw forms

Senior Manager End of Year Review
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Read through the ‘Reviewer Guidance’ section and click on ‘End of Year Review
(Reviewer).

Performance review form Senior Manager End of Year Review wMENU & & [

L e
{Reviewes) Summary >
Q@ End of Year Review [Reviewe

Reviewse Guidance

Ahead of your End of Year review conversation with your line manager, it is helpful to have
completed a progress update against each of your individual objectives. If you would like &

quick reminder on how to do this in the system, click here.

Once you are ready to add your updete (and self-ratings if you are using this functionality)
fior both WHAT you have achieved and HOW you have acheived your objectives, click
START below and add the reguired information. SAVE your changes, return to this page
and, when you are happy with your comments (and self-rating if applicable) click SUBMIT -
please note this cannot be amended once you have submitted.

Reviewer Guidance

Ahead of an End of Year review conversation with your team member, it is helpful to have
reviewed the information from regular one to ones and relevant meetings to have
information on their performance to hand. As self-rating is now optional, you should advise
your team member whether you would like them to submit a 5el"-r..atin-; and advise how
this will be used in the discussion. You should remind them that no retings will be

confirmed until after calibration.

Once you have made your own assessment of their performance and considered a rating
fior them egainst both WHAT they have achieved and HOW they have achieved it you
should review your team members completed progress update and edd your final
comments and propoesed ratings under the reviewer section. If you would like a quick

reminder on haw to do this is the system click here.

Return to this summary page and SUBMIT to complete the end of year review in the
systemn. Please note that this cannot be amended once you have submitted
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Please ensure that you read through the guidance on this page.

Having reviewed the information provided by both you and your team member and having discussed their
performance over the last year, you are required to propose an overall WHAT and and an overzll HOW rating as well as
a detailed explanation to support your retings, You can review the Guidance on Rating Descriptors and the

Senior Manager My Contribution Guidance for more infarmatan.

So that you can easily see what your team member has input, you can see this on the
left-hand side of the page (greyed out).

Outline a short overall summary to evidence why you have cf
will be considered by the calibration committes, so please ta
‘You may want to reference achievements in relation to their
to consider the impact this has had against local area targ

aims.

Cutline a summary to evidence your review reflections on
W L]
WHAT you have achieved

est

Read through the guidance within the page.
Input the WHAT rating. This is a required field and cannot be left blank.

Reviewer WHAT rating

Reviewsar WHAT rating .

[ Exceptional V]

Outline a summary to evidence why you have chosen the WHAT rating This is a
required field and cannot be left blank. It is recommended to type this up in word
beforehand and copy over into the correct section of the form for ease of completion.

Outline a short overall summary to evidence Wiy you

. ..
have chosen this rating

Test WHAT ral:lng evidence

Senior Manager EOY Review
System Process Guidance Page 10 of 19 May 2024



Edinburgh Napie’

UNIVERSITY

HR Connect
Input the HOW rating. This is a required field and cannot be left blank

Reviewer HOW rating .

A:hlef'lng Expectations b

Outline a summary to evidence why you have chosen the HOW rating This is a
required field and cannot be left blank. It is recommended to type this up in word
beforehand and copy over into the correct section of the form for ease of completion.

COwtline a short overall summary to evidence Wiy you
. .o
hawe chosen this rating.

Test HOW rating evidence

Input the overall proposed end of year rating. This is a required field and cannot be
left blank.

You can also input any additional information which you would like the calibration
committee to be aware of (this is an optional field).

Reviewer Overall Proposed End of Year Rating

Once you have considered a rating for the what and the how for each objective recorded and the additional business

.

WHAT and the HOW across the whole spectrum of wark.

Pleass complete the overall proposed WHAT & HOW rating ®

Exceptional W

Please input any additional information for the calibration committee. This field is optional.

Test data

Please ensure that you read through the ‘Calibration Acknowledgement’ section.
The form will not be able to be submitted until the ‘Confirmed’ check box has been
ticked.
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Calibration Acknowledgement

| confirm that my team member is aware that any proposed ratings discussed with them during this
process are subject to calibration which will take place in August, with a final confirmed rating and pay

implications being confirmed in September.

| confirm that | will inform and discuss with them the final rating when this has been confirmed by the

calibration committee,

Confirmed ®

Please ensure that you read through the ‘Submitting the End of Year Review’
section. The form will not be able to be submitted until the ‘Confirmed’ check box has
been ticked.

Submitting the End of Year Review

Once the above sections have been completed, remember to submit your form. This can be done by clicking SAVE,

returning to the SUMMARY page. then clicking the SUBMIT button on the home page.

I zonfirm that | understand that ence | have submitted this section of the form no further amendements will be able to

be made.

To save and submit the form, click on ‘Save’. You will be notified that you have saved
your section of the form.

0 Changes nave been saved.

Click on ‘Summary’ to return to the summary page.
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Once you are back on the form summary page, click on ‘Submit’ and ‘Ok’. Please
note that once you have submitted the form you will not be able to make any
changes to your ratings and comments, therefore it is important to ensure that you
are happy with them before submission and that they have been saved correctly

within the form.

hrconnecttest.napier.ac.uk says

You are about to submit this form, select OK to continue or cancel to

return to the form
@Cancel

You will be notified that your section of the form has been submitted and that it is
now complete and cannot be modified. Your team member will receive an email
informing them that it has been completed.

@ vour form nas been submittec

—— [, e - - . =
mie el FrEr " e oA Fanmnt he rmadiFed
o S review 1o 5 Mow Complete and cannot be moadivied.
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Manager (Reviewer): Completing the Calibrated Review Form for
your Team Member

In August you will be notified of your team members final calibrated rating. Once you
receive this, please ensure that you inform and discuss this with them before
recording the final calibrated rating in HR Connect. When you are ready to record the
final rating, please follow the instructions below.

Log into People Manager, click on ‘My Team’.

=
My Team >
Reports >
Task Redire i] >
Peer Group Managemen >
Recruitment >

Select the team member from the left-hand side of the screen.

Click on ‘My Contribution’, ‘Performance Lifecycle’ and select the ‘Senior
Manager End of Year Review 23/24’ lifecycle from the left-hand-side of the screen.

»  Personal Information 2> Job Information 2 Sickness Holidays and Cther Absence

» Training and Development d?l"ﬂy Contribution » Online Pay Claims
=Sk
Performance Life cycle Review Details Objective summary Objective details

Objective progress details Objective action details Mew Objective

Senior Manager End of Year Review
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Click on ‘Generate’.

Life [}I’ClE Senior Manager End of Year Review  MENU (& & ﬂj

Senior Manager Calibrated Review Form

Start Target end date: 31 May 2023

» a' Senior Manager End of Year Review
ACtlon responsiDiliTy:

i G} Zenier Manager Calibrated Review
Form ‘ Generate ’

Senior Mansger Calibrated Review
Form

Read through the ‘Reviewer Guidance’. section and click on ‘Start’.

Performance review form rinal calibrated End of Year Review vMENU M )

& FAnal Calibrated End of Year o
Review Rating S >

Reviewer Guidance

Once the calibration committee have informed you of the final calibrated rating for your

team member, this needs to be recorded within this form.

Once recorded please remember to SAVE, return to this summary page and then click
on SUBMIT. Please note that once you have submitted the farm you will not be able to

make any amendments to it.

Your team member will ke notified once you have submitted the form and will be able to

522 the final calibrated rating.

EED

Input the Final Calibrated Rating as confirmed by the calibration committee.

Final Calibrated End of Year Review Rating

. . - . . . .
Please record the final End of Year Rating for your team memizer as confirmed by the calioration committee

W
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Please ensure that you read through the ‘Final Calibration Acknowledgement’

section. The form will not be able to be submitted until the ‘Confirmed’ check box
has been ticked.

Final Calibration Acknowledgement

| confirm that | have informed and discussed this final calibrated rating with my team member.

En:"r"”e: .

When this page has been completed, click ‘Save’ at the bottom of the screen.
Return to the Summary screen and click ‘Submit’ This will send an email to your
team member to advise them that the Calibrated Rating has been entered, and
asking them to log in to HR Connect to acknowledge this rating.

Senior Manager EOY Review
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Employee (Reviewee): Acknowledqging the Calibrated Review Form

Once you receive the email advising you that the calibrated rating has been entered,
log into HR Connect Employee Self Service and click on ‘Performance’.

Within the ‘Review lifecycles’ section, click on ‘Senior Manager End of Year
Review 23/24°

You will see that the end of year review form is now at the Final Calibration
Acknowledgement stage. Click to access the relevant area of the form, tick the box to
confirm that you have acknowledged the rating entered by your manager, and enter
any comments as appropriate.

Final Calibration Acknowledgement

I confirm that | have been informed of this final calibrated rating by my manager and | am happy with the
outcome.

Confirmed (required)

Please add any comments here

Once complete, click ‘Save’ at the bottom of the screen. The return to the Summary
Screen and click ‘Submit’. This will send an email to your manager to advise them
that the Calibrated Rating has been acknowledged, and asking them to log in to HR
Connect to submit the form.
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Manager (Reviewer): Submitting the Calibrated Review Form for your
Team Member

Once you receive the email advising you that the calibrated rating has been
acknowledged, log into People Manager, and click on ‘My Team”’.

2
My Team >
Reports »
Task Redirection 2
Peer Group Management ?
Recruitment >

Select the team member from the left-hand side of the screen.

Click on ‘My Contribution’, ‘Performance Lifecycle’ and select the ‘Senior
Manager End of Year Review 23/24’ lifecycle from the left-hand-side of the screen.

»  Perscnal Information > JobInformation #  Sickness Holidays and Other Absence

» Training and Development d?l"ﬂy Contribution » Online Pay Claims
=y
Performance Life cycle Review Details Objective summary Objective details

Cbjective progress details Objective action details Mew Objective

Senior Manager End of Year Review

Navigate to the ‘Final Submission’ section and ensure that you read through the
instructions on this page. The form will not be able to be submitted until the
‘Confirmed’ check box has been ticked.
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Final Submission

Once the above sections have been completed, remember to submit your form. This can be done by clicking SAVE.
retuming to the SUMMARY page. then clicking the SUBMIT button on the home page. Once the form has been
submitted it cannot be modified 50 please ensure that all information is comrect before submission.

I confirm that | understand that once | have submitted this section of the form no further amendements will be able to

be made.

Confirmed ®

To save and submit the form, click on ‘Save’. You will be notified that you have saved
this section of the form.

Click on ‘Summary’ to return to the summary page.

Once you are back on the form summary page, click on ‘Submit’ and ‘Ok’. Please
note that once you have submitted the form you will not be able to make any
changes to the final rating, therefore it is important to ensure that this has been
recorded correctly before submission.

hrconnecttest.napier.ac.uk says

You are about to submit this form, select OK to continue or cancel fo
return to the form

Cancel

Once submitted, your team member will receive an email informing them of this.
They will be able to view their final rating on HR Connect.
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