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Performance Appraisal Tool -
Employee Guide to System Navigation

The Performance Appraisal Tool (PAT) is the University of Minnesota tool designed to
support the performance management best practices. PAT can be used to capture:

e Goals

e Ongoing check-in conversations
e Performance evaluations

PAT may be used with civil service, labor represented, P&A, graduate assistant, and some
professionals-in-training positions.

Performance Management Stages in the PAT

The online tool is available year-round for employees and supervisors to set and maintain
goals and breaks the performance management cycle into the following stages:

Ongoing Check-ins stage: This stage allows you to keep notes from ongoing check-in
conversations, including progress towards goals, making it easier to write your employee
input at the end of the year. The Current Evaluation page can be used for this purpose and
you will be able to revise and submit them as your Employee Input later in the process.

Employee Input stage: Provides you an opportunity to share input on your performance. At
this point you may take advantage of notes entered throughout the year to summarize and
finalize your input. During this stage, only you can access the form. Your supervisor will not
be able to access or view the form.

Supervisor Evaluation stage: This stage is intended for your supervisor to write the
performance evaluation. During this stage, you cannot view or access the form.

Approval stage: This stage is intended to provide either a one-up reports-to or a PAT Admin
(e.g., HR representatives) an opportunity to review or approve the performance evaluation
before it is released to you. This stage is also used to hold evaluations for calibration
purposes. During this stage, you cannot view or access the form.

Employee Signature stage: This stage is intended to capture your acknowledgment that
the supervisor discussed the performance evaluation with you.

Note:

e Emails will be generated along the way to provide instructions for each step and
each user.


https://z.umn.edu/goalsetting
https://z.umn.edu/ongoingcheckins
https://z.umn.edu/performanceevaluations

e You can check the status of your evaluation under the Evaluation Stage column on
the Current Evaluation page.

Evaluation Stage
Supervisor Eval

Approval

Accessing PAT

1. Navigate to: https:./performanceappraisalumn.edu/
2. Loginusing your Internet ID and password.

Using PAT
Once you have logged in, your PAT landing page displays. From this page, you can access
goals (A), your current evaluations (B) and prior evaluations (C).

Performance Appraisal Tool

Home Goals Current Evaluation Prior Evaluations

Welcome
Goals Current Evaluations Prior Evaluations
Add and maintain goals. View in progress evaluations. View completed evaluations.
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Welcome to the Performance Appraisal Tool (PAT).

PAT was designed to center and support feedback and development conversations between employees and their supervisors. The process includes three phases:

1. Goal Setting. Effective goals are flexible, recognize shifting priorities. and challenge employees. They intentionally address work and development needs and support your
unit/college priorities.
2. Conversation. Conversations can be as simple as a quarterly 15-minute meeting where you discuss progress and have meaningful conversations about development. These
meetings are helpful in:
o Remaining aligned on current projects
o Discussing what is going well and what could be better
@ Agreeing on next steps
3. Performance Evaluation. Finally, you'll participate in a simplified performance evaluation process. The process includes two questions used to summarize the discussions you had
throughout the year. The review discussion is a great opportunity to also consider how to continue supporting growth and development.

System navigation resources:

= Navigating PAT for Employees (video and quide)
* Navigating PAT for Supervisors (videg and guide)
* PAT HR website

1. Set and maintain goals. Throughout the year, be sure you and/or your supervisor
are keeping your goals up to date and reflective of current state. In the Goals page


https://performanceappraisal.umn.edu/

(A), you are able to add new goals, edit as needed (including marking them
complete), delete and indicate which ones should be discussed in your evaluation.

Robin Abshire's Goals

Add New Goal

Name *

Increasing sense of belonging amonst new lab members

Include on evaluation
Completed on

mm/dd /yyyy [im]

Description *

B 7 5|& H @ == <
In addition to my research, | am responsible for training newer researchers. This year, | aim to make new lab team members feel a sense of belonging by evaluating if there )
are improvements to make in the arrangement of the lab to better support learning/research and access for those with disabilities as well as meeting regularly to provide
guidance on research and professional development.
v

2. Document ongoing check-ins and progress towards goals. Also throughout the
year, document progress towards goals and conversations you've had with your
supervisor about what is going well and what could be better. Do this real-time in
the Key Accomplishments and Contributions and Behavioral Competencies sections
of the evaluation form itself and save as a draft, enabling you to simply revise and
submit later in the process.



Key Accomplishments and Contributions

Part 1: What did you achieve (key accomplishments and contributions)?
Describe your most important accomplishments during the current evaluation period. Describe the impact those accomplishments had and the contributions you made to

important goals and priorities, including those supporting sense of belonging, equitable opportunities, and access.

Employee Input
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EMPLOYEE: Ad soluta laboriosam. Esse nemo iusto. Autem culpa aut. Et vero adipisci. Deleniti voluptas eum. Quis iste sit.

Behavioral Competencies

Part 2: How did you achieve the results (role-related knowledge, skills, abilities, and other characteristics)?
Describe your most important accomplishments during the current evaluation period. Describe the impact those accomplishments had and the contributions you made to

important goals and priorities, including those supporting sense of belonging, equitable opportunities, and access.

How results are achieved are just as important as what they achieved. This is why we ask you to reflect on behavioral competencies, also known as knowledge, skills and
abilities. Reflect on behavioral competencies most important for the role as well as which of the University’s leadership competencies may also apply. Leadership

competencies are not only for manager roles as we can all lead in some way.

Employee Input
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EMPLOYEE: Ad soluta laboriosam. Esse nemo iusto. Autem culpa aut. Et vero adipisci. Deleniti voluptas eum. Quis iste sit.

e

3. Complete and submit your employee input. Once you are prompted, revise the
notes you took throughout the year and finalize your employee input. Ensure the
correct goals are reflected at the top of the evaluation itself, revising these in the
Goals page as needed. Once you have finalized your narrative, submit your input for
your supervisor's consideration when writing your performance evaluation.

Save as Draft Submit to Supervisor

Upon submission, your supervisor will be prompted to complete the performance
evaluation. From this point, you will not be able to access the current evaluation
until it is finalized and you are prompted to sign electronically.



4. Sign the Performance Evaluation. Once prompted, sign to acknowledge the
performance evaluation has been discussed with you. Log in and navigate to the
Current Evaluations page, review and click Sign Evaluation.

Overall Employee Performance Rating

Exceeds Expectations: Exhibited exceptional overall performance, routinely went beyond what is expected, and surpassed all of their key
performance expectations/goals in what they accomplish and how they get results.

© Strong Contributor: Was successful in meeting or making significant progress toward all of the performance expectations/goals that are important
to their job in what they accomplish and how they get results.

Requires Improvement: Was not consistent in meeting performance expectations/goals that are important to their job in what they accomplish and
how they get results.

N/A:

Sign Evaluation

If needed, you can view your employee input in the Prior Evaluations page.

Questions and Resources
e If you have any questions, please contact your local HR representative.
e Performance management process overview and best practices:
z.umn.edu/PerformanceManagement
e Performance Appraisal Tool (PAT) information: zumn.edu/PATwebsite.



http://z.umn.edu/PerformanceManagement
https://z.umn.edu/PATwebsite
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