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Roles Manager

Establish and communicate expectations and measures for all
primary job duties (essential functions)

Establish and communicate Assigned goals/key projects
Conduct Check-in meetings to provide/receive ongoing coaching
and feedback throughout the year

Pariner with Associates to establish and carry out Individual
Career Development Plans

Ensure Associates have what they need to be SUCCESSFUL:
expectations, coaching, processes, training, feedback, tools and
support

Address performance issues in a timely manner

Assure highest and lowest performers are managed appropriately
Attend annual performance evaluation training prior to writing/
delivering evaluations for all new managers

Make recommendations for applicable merit increases from
available compensation pool

Complete annual self-evaluation

Deliver/discuss annual performance evaluations

Review and sign off on completed evaluations

Submit all signed evaluations to HR

Associate

Own performance: keep track of personal performance metrics
and accomplishments

Fully participate in Check-in meetings

Raise any problems/needs/concerns related to performance in a
timely manner

Ensure you provide your Manager what you need to be successful
Complete annual self-evaluation by deadline

VP/Director

In addition to Manager’s responsibilities listed above:

Goodwill of Central and Coastal Virginia

Review evaluations written by direct reports

Review, challenge, and approve performance ratings of all
Associates in department- scrutinize for rater errors (reviewed later
in this handbook)

Review, challenge, and approve recommendations for merit
increases

Manage the process for your department/division — ensure that
deadlines are met
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Timing of Performance
Evaluation

Common Review Date

Formal Performance Evaluations are typically delivered annually. Directors
and Vice-Presidents may receive a formal performance

evaluation after the first six months of employment. It is recommended that
mid-year check-ins are delivered to all associates.

Annual reviews are delivered using a common review date. All Goodwill

Associates receive an annual performance evaluation between the months
of January/March. The annual evaluation delivered in January/March
covers performance for the previous calendar year. Associates hired in
the 4 Quarter are not eligible to participate in the annual performance
appraisal process for that year.

Specific target dates for key actions in the process are published for
Managers in December for the following year.
Below is a typical schedule for the annual common review date process:

November/December:
* New Managers receive training for the Performance Evaluation
Process.

January:
» Self-evaluations are completed and submitted by all Associates.

January/February:
* Year-end financial results for prior year available.

* Executive Team determines merit pool amounts.

» Managers convey Assigned goals/key projects for the next review
period/year to Associates.

+ Managers create Performance Evaluation drafts and establish
ratings for all direct reports.

February/March:

* Next level approval process occurs. (Each evaluation must be
approved by the Manager of the evaluating Manager.)

* If applicable merit increase recommendation process begins and is
completed by all business/support units.

* Ratings and requested merit increases submitted to HR.

= Approved Performance Evaluations are delivered/discussed with
Associates.

* HR approves merit increases and ratings.

Goodwill of Central and Coastal Virginia
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Performance
Management

Philosophy and
Goals

A foundational part of the way we manage our talent is our Performance
Management process. it is core to who we are as an organization. The
process is designed to enable our associates to achieve their potential,
which typically means getting better at what they do and taking their role —
and ultimately, the organization — to new levels. Understanding the
components of Performance Management will have a positive impact on
your associate’s development and advancement and will foster our Values
Based culture.

Performance Management is a continuous process and not an event that
happens once or twice a year. It is important that the feedback you
receive, and give is behavioral; that is to say it not only focuses on the
associate’s results and behaviors, but it helps an associate target specific
areas by providing real life examples of the associate’s actions and
behaviors. With this feedback, associates will be able to plan development
actions to achieve their goals more effectively. Managers must have an
active and ongoing partnership for planning, improving, managing, and
evaluating performance - a joint process with shared responsibilities.

An ongoing process is not quick or easy. It requires time and effort,
discipline, and skill. In a fast-paced, constantly changing environment, it's
even more difficult. It's a matter of setting priorities. If a manager is not
managing performance on an ongoing basis, they are probably not getting
the best results.

When Managers plan and coach consistently, and invest in the development
of Associates, everyone wins.

Goals of Performance Management

»  Confirm with Associates that what they do matters to the organization
by linking individual performance with organizational objectives and
our Mission

* Ensure Associates continuously receive feedback on their
performance

+ Differentiate Performance

*  Provide Managers with tools to help them coach and develop
Associates

Evaluation process reviews performance on and assigns ratings to:

« Assigned goals/key projects
* Competencies (to include Core Values)

Goodwill of Central and Coastal Virginia
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Rating process

“Consistency” is
key

Next Level

approvals required

Assigning ratings

Goodwill uses the following ratings to assess performance. The use of these
terms allows us to speak a common language as we discuss performance,
develop Associates, and assign merit increases.

Greatly Exceeds Expectations: Performance that, at a minimum exceeds
in every category and consistently surpasses them in most categories. Work
characterized by exceptional quality, innovation, and influence, setting a
benchmark for excellence across the organization.

Exceeds Expectations: Performance that, at a minimum, meets
expectations in every category and exceeds expectations in most
categories. Performance of a high quality is achieved on a regular basis.
Performance in this category is easily recognized as superior to that of
others.

Performing Well: Performance that meets the high standards established
for expectations at Goodwill. This rating is a good, solid rating and should
not be equated to average.

Developing in Job: Performance that meets expectations in some
categories but is not consistent. Some areas need improvement. This rating
may frequently be applied to Associates new in their position as learning
needs to occur to be proficient in the job.

Unsatisfactory: Performance does not meet expectations. Performance
requires immediate improvement to remain in the position.

It is critical that the rating Manager be consistent in their application of the
definitions above to each of their direct reports. Managers must look at
performance with an unbiased, objective eye. There is nothing more
disheartening for an Associate or potentially toxic for a department than the
perception that the Manager has “favorites”. It is crucial that a Manager’s
ratings be backed up with facts and accounts of observable behavior.

Consistency is a must as a Manager applies ratings to the performance of
direct reports. As a Manager, you may click with the personality of one of
your Associates, but must not let the personal attributes of your direct
reports influence your ratings. There are several typical rater errors that can
occur when rating direct reports. Some of these are addressed in the next
section and should be avoided.

Our performance evaluation process requires a next level approval as part
of the process to help ensure consistency in ratings. The approving
Manager should look at the ratings submitted by all of their Managers for
ratings inflation, undue leniency, undue harshness, ratings that do not
accurately reflect the work of the Associate, etc. The next level approver
should check for the rating errors addressed in the next section.

The Goodwill performance evaluation form is divided into two sections:

» Competencies (to include Living Values)
* Assigned goals/key projects (optional for most nonexempt
Associates)

Goodwill of Central and Coastal Virginia
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Notes

To request a copy of the full Performance Management Process Guide - contact
human resources at (804) 521-4981.



