Perform2Achieve

P2A Probationary Review Guide for Managers

This guide walks you through launching, completing, and finalizing a probationary review for
employees in the P2A system. For further assistance, please reach out to your HR Consultant.

1. Launching the Probationary Review Form
Steps:

e Logintothe P2A Home page and click Performance Forms in the Home drop-down at

the top left corner.
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e Inthe Forms section, click Create Form.

Forms Create Form &

Title Employee =  Current Step Currently With

e Filloutthe required fields:
o Select Probationary Review Template 2.0 from the Template dropdown.
o Enterthe employee’s name.
o Set the Start Date, End Date, and Due Date.
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Perform2Achieve

Create Form

Template: *

[

Employee: *

Enter the start date of the probation review period
(first day of the 2, 4, or 6 month period)

Start Date: * /—I
Enter the end day of the probation review period

(last day of the 2, 4, or 6 month period)

End Date: * /_I

Same as the end date

Due Date:*

Create  Cancel

e Click Create to launch the form.

2. Completing the Probationary Review Form

Steps:

¢ |nthe Probationary Review Evaluation Period field, select the evaluation period for the

review (2 months, 4 months, Final).

e Rate the employee on each performance standard:

O O O O O

O

Quality of Work

Job Knowledge

Dependability

Integrity/Ethics

Teamwork/Collaboration

Attendance and Punctuality

Work Environment, Safety & Compliance

e For ratings other than “Fully Meets Expectations,” you must add comments. Use the

Writing Assistant for comment suggestions if needed.
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Delivers a high quality of work that is timely, accurate and thorough.

* Rating ®

® . . . . Exceeds Expectations

Manager's Comments Writing Assistant
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¢ Inthe Manager Summary of Overall Performance section:
o Select the overall performance rating.
o Enter summary comments.
o [fdismissalis being considered, contact your HR Consultant before proceeding.

e When finished, click Send to Discussion. If you need to pause, click Save and Close to
return later.

3. Discussing the Review with the Employee
Steps:

e After completing the form, discuss the review with the employee.

e Loginto P2A and find the probation review form from your To-Do list on the homepage.

¢ Move the form from the Discussion step to the employee signature step by clicking the
Confirm 1:1 Meeting button.

e The employee will receive an email notification to sign the form.
4. Finalizing the Probationary Review

Steps:

e Afterthe employee signs, you’ll receive an email notification.
e Loginto P2A and select the probation review from your To-Do list on the homepage.

e Scroll to the bottom and click Sign and Complete Probation Review.

Important Information for Managers:

e Always add comments for ratings below “Fully Meets Expectations.”
e Use the Writing Assistant for help with comments.

e Always consult your HR Consultant before discussing or initiating a dismissal with an
employee.
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