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Learning and Growth Reviews

Learning and Growth reviews will always be more accurate, objective and meaningful when input and
feedback are consistently anchored to job-specific expectations. That’s what Encompassing Visions (ENCV)
does. Based on the roles you and your staff are specifically responsible for, ENCV will enable each person’s
contributions to be measured at the individual, team and organizational level.

Let’s start by talking about Competency reviews.

Competency Reviews

Competency reviews focus on the job-specific and strategically relevant behaviours and the
technical skills expected to be demonstrated by each person in the organization because of
the job they are in.

The importance of a competency in each job is software-identified from Job Descriptions and
Job Evaluation results stored in ENCV. As soon as an employee is attached to a particular job
in the ENCV database, the software is able to ensure every Learning and Growth review will
always be anchored to what each job incumbent is uniquely paid to do.

As an Administrator of the software, this should save you significant preparation time (and
potentially some stress) because you won’t need to figure out what should be included in
competency reviews for each Supervisor/Manager or their subordinates. The software will
prompt everyone involved in each person’s Learning and Growth review with the same job-
specific questions.

And please remember, if at any time someone in the organization feels the importance of a
specific behavioural competency is under or over-rated, or the technical skills listed in the
Learning and Growth review are not the right or even the best one’s, be sure to encourage
them to speak with the Human Resources Department. There may be a requirement to
update the linked Job Description and Job Evaluation result.

Adding a New User

If a new Supervisor or Employee needs to be added into ENCV in order for them to participate
in the Learning and Growth review process, hover over Administration in the Navigation bar
and select the option ‘Users’.

A list of current users populates the screen. To add a new user,

select ‘Add’

The User Details form appears.
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User Details

User Id*

‘ User Hame®

| Email

Password*®

Re-Enter
Password*®

|
|
|
Profile : | Mone-User Specific
|
|

‘ * Denotes mandatory field
|
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Complete the information required, keeping in mind that the UserlD is a primary key for the
record and cannot be altered. Note: The Password will be changed upon first log in by the
user, so a generic password can be entered here. Just remember what it is to tell them! Also,
if your organization is large and users are frequently needing to be added/deleted from the
ENCV database, contact ENCV to ask about our Data Integration module for automatically
updating your ENCV database from your organizations HRIS or Payroll system.

About ‘Profiles’

Your Human Resources Department will help you to determine the profile needed for each
new user.

Completing a Competency Review

1. Supervisors/Managers (as well as their direct reports completing an INCUMBENT’ review) will be
navigated directly to the Complete/Print Review screen when they log in. On that screen they will see
their name as well as a) the names of any direct reports and b) the names of others in the organization
who have asked to receive learning and growth feedback as part of a multi-rater (360 degree) learning
and growth review. Each required review will have a review period and the date by which the
Competency Review is to be completed. They are encouraged to start reviews and include supporting
comments at any time during the review period. If they do, they just need to make sure they save their
input at the end of each session by clicking on the (SAVE) icon. As the Administrator, you just need to
ensure that all reviews are entirely completed by the ‘Due Date’ showing.

Strategic Aignment ~  Employees~  Analysis~  Administration

Complete/Print Reviews

actons: | @ M@ 7 )| [eviewostes: srom sosio000 |0 w coziizai |75 (o) ||Wiews [prn sevien-to-tate to Sekcten rvien ] )
:

Hame 7 Role Type Start Date End Date Due Date Status Completed Date Locked Review Id

Irving, Kendal 6.W. 000013 SUPERVISOR Competeney 2021-01-01 2021-12-31 2022-01-14 In Progress 1680
X asl AW 0001 INCUMBENT c

2021-01-01 2021-12-31 2022-01-14 In Progress 1695

ooo282 SUPERVISOR 2021-01-01 2021-12-31 2022-01-14 Completed 2021-09-24 12:33:12 1683

Note: As mentioned earlier, the Competency Review questions they will be answering are automatically
generated by the software and will always be based on what the job incumbent is specifically paid to
do.
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2.

For Competency Reviews, the screen will display the behaviours and skills that the
Supervisors/Managers and Employees need to review. When a review is opened, it is assigned the
status of ‘In-Progress’. There is also a column headed ‘Sub-Review Status’ which indicates the number
of detailed questions related to the specific Competency, and how many have already been answered.

Only the most important Competencies in a person’s job will have detailed questions attached, and
that threshold of what defines ‘Importance’ was set as an organizational standard by your executive
management team. So, if you see a dash (-*) in the Competency row, it means there are no sub-review
questions because the Competency did not reach the threshold of importance in the Incumbents job.

Each Competency has a rating scale that will have already been determined as 1-5 or 1-10 by the
organization. Regardless of which scale is enabled, the software will display a ‘tooltip” definition for
each number when the mouse is hovered over top of any response option.

Managing Change %]

Demonstrating support for innovation and for organizational changes needed to improve effectiveness; initiati ing. and i ing change
practices; helping others to successfully manage organizational change...

Kendal 5 42 2 1 |gc
..identifies oppartunities to imprave or change a current function, pracass or procadurs within their ares of respansisility... > 0 0 0O 0O O
w.accurately assesses the readiness of 2 target group to accept the change initistive..,

w.effectively conceptualizes and articulates their vision of the new initiative or direction...

...thinks about all the possible implications of the change initiative planned...

o leam from them...

considers the impact on others wh lermenting @ new strategy or major ir

...effectively and appropriately man: ance to change...

Competency
Notes

# Indicates required field | (7]

If the reviewer is unable to answer a question for any reason, they should select C/C (‘Cannot
Comment’) as the response. Use of Cannot Comment does not negatively affect the employee’s final Learning
and Growth score.

The text field headed ‘Competency Notes’ is not typically a required component of the review process
but it is provided to enable important general comments to be made about the particular Competency.
All comments entered will be included in the final Learning and Growth Review Report.

IMPORTANT! - All competencies do NOT have to be reviewed at one time. In fact, it will possibly be
better, more thoughtful feedback if the reviewer doesn’t try to do it all at once. Reviews in the
Encompassing Visions software system can be saved and returned to at any point during the review
period. The software will keep the review open, even if every Competency has already been reviewed,
until the ‘Due Date’ has been reached.

Based on default Policy settings, the system will automatically prompt Justification comments if
responses have resulted in an overall ‘High’ or ‘Low’ rating for the related Competency. The review will
not be considered ‘Complete’ by the software until justifications have been entered.
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To facilitate the process of completing Learning and Growth Reviews, ENCV is now available as a Mobile
App on your Android/iOS cell phone or tablet. See Mobile App, for more information.

Copying a Completed INCUMBENT’ Review

Through a Policy setting in the software, Encompassing Visions can be set up to enable a
Supervisor/Manager to copy the ‘INCUMBENT’ Competency review of a direct report (when the review
is for the same review period and has already been completed by the incumbent). This functionality
may prove valuable to Supervisors/Managers because it provides them with upfront information about
staff perspectives on how well they think they did during the review period. It also has the potential to
save them time in the completion of direct report Competency reviews. With copying, all responses
and comments entered by the incumbent will be migrated into what will then become the
‘SUPERVISOR’ review. The original INCUMBENT’ review remains in the software database, unchanged.
At this point, the Supervisor/Manager can make whatever changes and comments they think are
necessary in their review, knowing that it will now reflect the Supervisor/Managers perspective, and
how well they correlate with the perspectives of the person being reviewed. Please note that by
default the related Policy setting is set to be enabled but can be disabled by going to Administration in
the navigation bar, then choosing Policies>Employees>’Do you want to allow supervisors to copy their
employees incumbent review?’ and changing the Policy value to ‘No’.

E e T —

Confirmation Required...

Vioud you like s to pre-populate this SUPERVISOR
rev 2l G.Ws self assessment for

Checking Your Progress!!
At the top of the Competency Review screen, the reviewer will notice an indicator that shows the review
status and information about how many Competencies in the review have been completed.
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; Competency Review
For Irving, Ken

dal G.W. (General Manager-Infrastructure and Operation Svcs.)
= ” View: | printable Blank A= ~ & ‘

; Competency Review

For Irving, Kendal G.W. (General Manager-Infrastructure and Operation Svcs.)
4 |An:|iu'|s: 3
o

= ” View: | printable Blank Review ¥ 5:2\

Print Review-to-date

On some occasions it may be more convenient to print the Learning and Growth review on paper in order
to complete it (i.e., when internet connectivity is limited or not possible). If that is the case, and a review
(already started) is needed to be completed offline —

a.

In the ‘Employees module’, select the Employee name in the table with a single click of the
mouse

b. From the ‘Actions’ box, select ﬁ - “Add/Edit Reviewers for (Employee Name).”
C.

d.

e.
f.

Select the “Review” from within the reviews screen. The review will be “In-Progress.”

From the ‘View’ drop down list select the “Printable Review-to-Date.”
Click the “green arrow”

The Competency Review will print to the screen.
g. Print, Save or Export the report

gy

Please remember that any responses and comments recorded on this paper copy will need to be keyed
into the software at a later date.
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responses and comments that were previously entered into the software by the Supervisor/Manager or
Employee for that specific review.
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Reviews BY Subordinates for their Direct Reports

This function enables Supervisors/Managers to have a look at Learning and Growth reviews being
completed by direct reports who are reviewing the Manager’s indirect reports. It will tell the
Supervisor/Manager whether reviews of indirect reports have been started so they can follow up in a
timely fashion to ensure they get done on time. It will also enable them to potentially address any
areas of concern with the review well before the review is considered complete and approved by their

direct reports and the employee under their supervision. Access is restricted based on the
organizational relationships of the person logged in.

a. Note: For CONFIDENTIALITY reasons, this function is disabled for any direct report self-

assessments (i.e., INCUMBENT’ reviews).

Complete/Print Reviews
[actionss @ " @@ v /| [ovewosen erom zozecis: =

Reuieuss BY Subardinates for theie Diract Reparts

oot 1231 | (o) || W[ raviecs o1 suberanaces for i e ez 2] )]

Trving, Kendsl GV, P

If the Status of a review is showing ‘Not Started’, you will also notice that the D icon (showing at the
bottom right of the screen) will be grayed out.
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Printing A Learning and Growth Report

Once the Employee or Supervisor/Managers has completed the Competency Review, they (or you on
their behalf) should -

e Scroll over the Employees header in the navigation bar at the top of the screen.

e Select “Employees”.

Employees
Employees
Business Objective -
Employees
Persanal Development Plan AR LY IR

Complete/Print Reviews
Reviewer Meortifications
Archived Learning and Growth Reports

Employee Settings

a. F_Lter the employee list as required. If you need to see all the employees, simply clear filters
(DEl).

b. Select the employees name (will be bolded in black).

c. Inthe ‘Actions’ box click " to generate Employee-related reports.

Reports (%)
Reports Employee Data Verification

e Employee Leamning and Growth Report » Skills Expiry
# Employee Audit Report # Incomplete Information
# Employess Audit Report

d. Select Employee Learning and Growth Report.

o et e 1

—

E Print Learning and Growth Report - Anderson, Jackie

SUPERVISOR v
Completed From*  [z020-11-25 | =
To* 021-11-25 | =
All Reviews Comments O

© 0

e. Default Filter parameters will be displayed. Make sure the ‘Role’ and date range for when the
review was ‘Completed’ are accurate. It might be of value to include comments from others if
there were more than just your review completed during the selected review period. Select ‘All
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10

Reviewer Comments’ if you would like to include them in the system generated Learning and
Growth report, then click the green ‘OK’ button.

Please note that only responses from the selected reviewer role will be included in the calculated
Learning and Growth rating. Further, ENCV ensures that individuals printing a Learning and Growth
report for themselves — regardless of the ‘Role’ they select — are limited to only seeing their personal
(i.e., INCUMBENT’) review. One more thing... If the Supervisors/Managers are seeing the INCUMBENT’
comments showing up twice in the report, its because they didn’t delete the INCUMBENT comments in
their SUPERVISOR’ review when they copied the INCUMBENT review. Please advise them to do that
now.

Ideally, before the review ‘Due Date’ has been reached, the Supervisor/Manager should plan to meet
with each staff member separately to review and finalize the documentation. If they believe changes
are appropriate to make following discussion(s) with the employee, the Supervisor/Manager should
make them in their ‘SUPERVISOR’ review.

LEARNING AND GROWTH FEEDBACK DETAILS

Summary
g .

City of
4" Thurwood
Kendal G.W. Irving
General Manager-Infrastructure and Operation Svcs. 0 0.5 1.0 15 20 25 3.0 3.5 4.0 45 5.0
Jab Reference: 0006 Communication Technologies Evaluated Rating: 4.000 - Strong

o i

Employee Learning and Growth Report Demanstrates knowledge and ex

specifically reguired in the
job. This may include mobile radi ansmit information

Employee ID: 000013
Confidential Management Skills Evaluated Rating: 4.000 - Strong
s anizational

{human, financial, technological) to achieve organi ]

exp:
needs and objectives.
SUPERVISOR review feedback from 2020-11-29 to 2021-11-29

Summary Interviewing Evaluated Rating: 4.000 - Strong
Competent Demonstrates the approprista skill and sensitivity to effectively gather accurats information for decision making.
0 s w15 20 25 30 35 a0 45 s
Critical Thinking Evaluated Rating: 4.000 - Strong
o 5 an: onstruct thoughts. Exhibits self-directed and saff-disciplined thinking,
Unsatisfactory Needs. Fully Satisfactory Strong. Outstanding
0.00-1.408 25-3480 35-4499 455
REVIEWERS
[ Review Type o ] Reviewer Rame [Reviewer rote] compieted
[ Competencies 17 Wichael AW Jones SUPERVIEOR 30311138
COMPETENCY DETAILS
Importar ol sponse | Evaluated | Evaluated Rating
Rating | Revie Paints
INTERPERSONAL
Building Collsborstive Relationships 1 a sE7s 3a7s strong
1 1 a S5 3348 Strong
i a 3385 3385 Fully Samefactory
1 a 3B 333 Strong
1 a 52 mn Strong
1 1 - Cannot Comment
1 a 200 32 Fully Satisfactory
i 1 . Cannot Commant
1 a 750 a7s strong
1 a iBs7 3857 Strong
1 a 3500 21 strong
1 a 3455 3355 Fully Satisfactory
325740
48005
Competency Summary: 3.601 Strong
Strong Leaming eeded or greatly ctations for aspects of the work, and
tributie to the s he organizati y significant.
EMPLOYEE COMMENTS
SIGNATURE(S)
Employee: Irving, Kendsl GW.
(Signature) Date:
Supervisor:
(Signature) Date:
Title:
—_— —

Copyright © 1989-2021 By JPS Management Consulting Ltd. All Rights Reserved




Competency Rating Calculations

Competency ratings in ENCV are significantly influenced by two things: 1) the relative importance (from 1 to 10)
of each competency in the job the incumbent is paid to do, and 2) how well job incumbents are demonstrating
those job competencies. In this way, incumbents performing very important job competencies at a high level
will likely realize a very good overall competency rating in ENCV, even if some lesser important job competencies
are not performed at the same level of proficiency.

In the Employee Learning and Growth Report, the job competency ‘Importance Rating’ assigned to each listed
competency is system-generated based on the Job Description and Job Evaluation process that determined the
job level / compensation range for the job. Having this direct link (unique to ENCV) helps to ensure a clear and
consistent understanding of expectations and deliverables between the incumbent and their supervisor. It also
guarantees that Learning and Growth ratings are truly based on what the job incumbent is paid to do, not what
the employee or supervisor thought the job required.

Feedback objectivity is supported by ENCV as it enables one or multiple reviewers to provide Learning and
Growth feedback for individuals on their team.

Objectivity is further supported with multiple detailed questions that are system prompted for every
competency that has a high ‘Importance Rating’ (usually 7 or higher) in the job performed by the person being
reviewed. Having detailed questions ensures measures are more consistent and reviews more thorough. Any
competencies scored as ‘Cannot Comment’ are excluded from all calculations within ENCV. That ensures a
person’s ‘Overall Competency Rating’ is not inappropriately effected - positively or negatively.

So, lets have a look at how the calculations work...

1. Inthe Employee Learning and Growth Report, each listed Competency has an ‘Importance Rating’ that is
unigue to the job the employee is assigned. As mentioned, this ‘Importance Rating’ comes directly from the
Job Description and Job Evaluation process (i.e., it is tied directly to what the job incumbent is paid to do.)

2. The report will list the number of people (# of Reviewers) who completed a Learning and Growth review for
the employee during the selected review period.

3. Anyreviewers who couldn’t evaluate a competency will be counted under the ‘Cannot Comment’ column.

4. The ‘Response Average (max 5 or 10)’ reflects the rating scale that reviewers used (1-5, or 1-10) to respond
to Competency review questions in the Learning and Growth review. The number in this column attached to
each Competency is the specific response (if one question) or the average of all detailed responses
calculated by ENCV to three (3) decimal places.

5. The numbers showing in the ‘Evaluated Points’ column are the result of multiplying ‘lmportance Rating’ x ‘#
of Reviews’ x ‘Response Average’ -

a. The total actual ‘Evaluated Points’ are calculated by the software by adding up the individual ‘Evaluated
Points’ for each competency listed/reviewed;

b. The total potential ‘Evaluated Points’ are calculated by the software by adding up what the total number
would have been if the incumbent had received a perfect rating (5/5 or 10/10) for every competency
listed/reviewed;

c. Dividing the ‘total actual’ points by the ‘total potential’ points and multiplying the result by 5 (or 10,
depending on the rating scale used) determines the Learning and Growth Rating to three (3) decimal
places. This number is displayed under the column headed ‘Evaluated Rating’.

6. The resulting number is then mapped into the Competency Summary table displayed in the report to
provide terminology and definition to the Learning and Growth rating calculated by the software.
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Archive and Approve a Learning and Growth Report

If your organization has determined that Learning and Growth Reports are to be electronically archived and
approved, the Supervisor/Manager should -

1. Generate the Learning and Growth report by selecting the ‘Complete/Print Reviews’ option under
‘Employees’ in the navigation bar at the top of the screen. Select the employee from the list and be
sure to include the appropriate Reviewer(s) and Review Period.

2. Click the @n to generate the Learning and Growth Reports.

3. Next, click the Archive Report button in the ‘Actions’ bar at the top of the Learning and Growth
Report screen.

| o o x

—_—

A notice will be generated by the software advising if you want to archive the report.

a. By selecting ’OK’, the system will then generate a notice advising the report has been

archived.
Confirmation Required... Confirmation Required...
Do you want to Archive the Learning and Growth Report? The Learning and Growth Report has been Archived. Would
you like to Review your Archived Reporlis) now?
09 17
-

By selecting ‘OK’, the system will take the Supervisor/Manager to the archived reports list and highlight the
review just archived.

@ Jobs~  SwawegicAlignment~  Employees~  Analysis v & Michael ~

Archived Learning and Growth Reports
|.mims= BN =+v » H\r-zn- arcnves fepon-summay_w] () | 8018 lesrming and growih reports rereved

Employee Reviewed Date. Lead Reviewsd Date. Reviewer Role From To

Irving, Kendal G.W. (000013) Jones, Michael A.W. (000001) SUPERVISOR 2020-11-25 2021-11-25 2021-11-25 13:08:30
nson, Amanda 1, (000015) anes, Micha 00601) SUPERVISOR 2018-01-01 2013-12-12 2021-08-06 10:22:06
2021-09-08 SUPERVISOR 2021-01-01 2021-05-25 2021-05-25 10:09:50
v 2021-05-12 SUPERVISOR 2017-01-01 2017-12-31 2021-05-12 11:37:01
/ 2021-05-07 SUPERLVISOR 2020-05-07 2021-05-07 2021-05-07 09:57:22
SUPERVISOR 2015-02-01 2017-02-23 2017-02-22 111755
2016-08-26 SUPERVISOR 2015-08-27 2016-08-26 2016-08-26 10:28:4¢
SUPERVISOR 2010-12-01 2014-12-08 2014-12-08 14:39:10

Joh

oh 00015 [ 2021-05-05
Joh 00015) < 2021-05-12
Joh

i
I
i
o
i
1

e The Supervisor/Manager should now request the Employee to log into the software and ask
them to click on the ‘Archived Learning and Growth Reports’ option under ‘Employees’ in
the header bar. The Employee should then review and complete the ‘Employee Comments’
section at the bottom of the Archived report, tick the box labelled ‘Reviewed’, and then be
sure to ‘Save’ the information by clicking on the ‘Save’ icon.
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& Thurwood
Kendal G.W. Irving
nfrastructure and Operation Sves.
Employee Learning and Growth Report
Employes 10: 000013
Confidential

e Once the Employee has entered their comments and designated the Learning and Growth
report as ‘Reviewed’, the Supervisor/Manager can now see the ‘Employee Comments’
entered, designate the report as ‘Reviewed’ by them as the ‘Lead’, and then click on the
‘Save’ icon. (Note: If the Supervisor/Manager has any issues or concerns with what the
employee entered in the ‘Employee Comments’ section, these should be discussed and
resolved at this time. To make any change to Employee Comments, the employee must first
remove their ‘Reviewed’ designation for the archived report. They need to be logged into
ENCV to do this. Alternatively, if the Supervisor/Manager has generated the report and he
or she is reviewing it with the employee on their computer monitor, the employee can
remove their ‘Reviewed’ status - and prove they are in fact the employee - by entering their
ENCV password when prompted.)

b. If “Cancel” is selected, the system will close the screen. The Archived report will have been
saved, but without any comments or a ‘Reviewed’ designation in the software. That information
will still need to be entered at another time. When the Reviewer and Reviewee are ready to,
instruct them to follow the same simple steps outlined above (i.e., navigate to ‘Employees’, click
on the ‘Archived Learning and Growth Reports’ option, select the specific Archived Learning and
Growth report they are looking for, and double click the mouse.)

Adding Additional Reviewers

13

As highlighted earlier, ENCV automatically sets up the secured ability for you, and each member of the
different Organizational units to do self-assessments. Called INCUMBENT’ reviews in the software, this
functionality enables people to communicate how well they think they demonstrated the
Competencies required in their roles.

For each Supervisor/Manager or Team Lead, they will also automatically be asked to review the job-
specific behaviours and technical skills demonstrated by their direct reports - called ‘SUPERVISOR’
reviews.
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Sometimes it is helpful to also invite others to provide Learning and Growth feedback from a ‘Client’,
‘Peer’, or ‘Subordinate’ perspective. With more diverse perspectives about the behaviours and
technical skills demonstrated, there is a heightened probability that the summarized Learning and
Growth feedback will be more thorough and objective - and perceived as so.

[ Jobsv  SuategicAlgnment~  Employees~  Analysis~  Administration v

Complete/Print Reviews
Actions: 9 'ﬂII i )“ ‘Reviawnm: From 20210001 |5 To 20211231 | () ‘\rﬁ'ﬂ:‘PrmREvie‘.rt:rcstef:n'Se\Eclec Review = &)

Name 7] Role Type Start Date End Date Due Date Status Completed Date Locked Review Id

Jones, Michzel AW, 000001 TNCUMBENT Compstency 2021-01-01 2021-12-31 2022-01-14 In Progress 1855
Underhill, Francis 000282 SUPERVISOR Compstency 2021-01-01 2021-12-31 2022-01-14 Complated 2021-05-24 12:33:12 1883
Irving. Kendal G.W. 000013 SUPERVISOR Competency 2021-01-01 2021-12-31 2022-01-14 Completed 2021-11-24 13:04:46 1716

By default, the Policy setting that allows Supervisors/Managers to add Reviewers for staff reporting
directly or indirectly to them is enabled. You can change it by going to Employees in the navigation bar,
then choosing Employee Settings > Reviews > Do you want to allow Leads/Supervisors to add/delete
reviewers in the Complete Reviews page? and select ‘No’ as the Policy Value.

1. Identify and agree with the employee about who may be best suited to be an additional Reviewer,
and request that persons permission/approval to be added as a ‘Reviewer’.

2. Go to the ‘Employees’ option in the navigation bar at the top of the screen and select the option
‘Complete/Print Reviews’. On the Complete/Print Reviews’ screen, single click on the name of the

employee they want to add a reviewer for, and then click on the add icon.
Insert Reviewer L* )

Reviewea® [, Trving, Kendal G.W. |
Reviewer® [ Potts, Jerry |
Role* [EUECFDIRATE )
Type® Competency ‘workplan
saomer  [zmzror |
End Date® -
Due Date* =
Complete
* Indicates required field*® H w

3. The ‘Insert Reviewer’ screen will open.

4. The ‘Reviewee’ will be the name of the employee they have previously selected to add a reviewer
to.

5. Search for the name of the person they would like to add as the ‘Reviewer’. In the ‘Reviewer’ text
field, begin typing either their first or last name. The system will suggest people who match their
search criteria from within.

6. Select the ‘Role’ of the Reviewer based on their relationship with the Reviewee. Click on the arrow
down to see the available options.
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7. Review ‘Type’ will default to the selected (highlighted) review and cannot be changed.
See the example provided above. Kendal Irving and his ‘Competency’ review have been selected,
which is why the ‘Competency’ review is the selected default in this filter.

8. Carefully review to make sure the review default dates (‘Start Date’, ‘End Date’, and ‘Due Date’) are
correct.

9. Click the ‘Save’ icon to add the Reviewer, or ‘Cancel’ if they decide not to add them as a Reviewer.

When the added new ‘Reviewer’ next enters the ‘Complete/Print Reviews’ module of ENCV, they will
now see the name of the employee they previously agreed to provide Learning and Growth feedback

for.

If the Organization has chosen to ‘not’ turn on the policy for Supervisors/Managers to add a Reviewer;
then you, as the ‘System Administrator,” may add reviewers on behalf of the Supervisor/Managers.

a. ldentify with the Supervisor/Manager who will be required to be added as a Reviewer after
ensuring that persons permission/approval to be added as a ‘Reviewer’.

b. Go to the ‘Employees’ option in the navigation bar at the top of the screen and select the
option ‘Employees’.

c. Single click on the name of the employee they want to add a reviewer for.

d. Onthe ‘Employees’ screen, select ‘Add/Edit Reviewers for Selected Employee (ﬂ)’ from the
‘Actions’ box.

e. From the ‘REVIEWS FOR....." screen, click on the add 2 icon.
. The ‘Add Review to...." screen will open.

g. Search for the name of the person they would like to add as the ‘Reviewer’. In the ‘Reviewer’
text field, begin typing either their first or last name. The system will suggest people who match
the search criteria.

h. Select the ‘Role’ of the Reviewer based on the relationship with the Reviewee. Click on the
arrow down to see the available options.

i. ‘Review ‘Type’ will default to the selected (highlighted) review.

j. Carefully review to make sure the review default dates (‘Start Date’, ‘End Date’, and ‘Due Date’)
are correct.

k. Click the ‘Save’ icon to add the Reviewer, or ‘Cancel’ if it is decided not to add them as a
Reviewer.

I.  When the added new ‘Reviewer’ next enters the ‘Complete/Print Reviews” module of ENCV,
they will now see the name of the employee they agreed to provide Learning and Growth
feedback for.
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Add Review to Irving, Kendal G.W. @

i [ Search by Employee Name
Role® R

Type* ® Competency () Warlcplan
Start Date* 00t0r |
=
End Date* IFEEETR |
=
Due Date® 2022-01-14 ?
=
Complete
* Indicates required field* M @

Locked Reviews

Your organization will have set a time limit for the length of time that reviews are available to be edited
after they are completed. This time limit could be days or weeks, depending on what the organization
prefers. What this means for the reviewer is that they can complete the review in Encompassing Visions
and then go back and make changes until the review is locked. The reviewer can enter responses and add
notes to the Competency review throughout the review period. The review will not lock until a) the review
itself has been completed, b) the review due date has passed, and/or c) the Lock period has been exceeded.

As the Administrator, you can view these Policy settings for Competency Reviews by navigating to
Employees in the navigation bar, then selecting Employee Settings > Core Tables > Category (pulldown
arrow) > Review Type > Competency and then double click to edit ‘Lock Period’.

Completed and locked reviews cannot be modified by Employees or Supervisors/Managers. If a change to a
locked Review is required, it must first be unlocked by the Administrator as only they have that system
authority. Please note that even for you as the system Administrator, a review can only be unlocked if it
was completed/locked no later than for last year's review period.

To unlock a Competency Review, go to Employees in the navigation bar, select Employees > single click on

the employee name with the locked review > select ‘Add/Edit Reviewers for Selected Employee (&)'
from the ‘Actions’ box > double click on the Competency Review needing to be ‘unlocked’ > then make the
review Incomplete (i.e. ‘Unlocked’) by removing the completion status on the Edit Review Details screen.
Save, or Cancel.

Irvng, Kends G0 peracnal Development lans Work lan - Fcal 2021 INCUMBET  boanoior  otan  0mmis  esees
Jones, Michas AW, Business Objecive Work Plan - Facal 2021 SeRvsoR  poavoros  eiew  omdias Comslwed a7

e D Inprogress 443 |
voomEE mnn Inprogress 413 |
T 16123 Completed 30 |
SUPERVISOR
Competency [ eoisza 011 Completsd 2o |
I - e Inprogress 27 |
[ Powea 13123 Inprogress 25 |
2022-01-14
_ ponareat a012-12:31 Complated 44|

2021-12-31

* Indicates required field*
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Note: The Review status can only be changed to incomplete (IN PROGRESS). As the Administrator you
will not be able to mark the review Complete. The Reviewer must go back to the Review and make any
necessary changes for the review status to be reset to Complete.

Review Notifications
Administrators have the ability to identify and advise reviewers (organization-wide or department-
specific) of upcoming/late Learning and Growth reviews.

Please consult with your IT department prior to turning on notifications. See Policies located in the
Administration Module. "Administration > System Settings > Email". These policies enable notifications
to be sent from the application.

This function will generate system-wide E-mail notifications to remind Reviewers to complete
upcoming Learning and Growth Reviews and when Learning and Growth Reviews are overdue. It uses
the Expected Review Date of the Reviewers to determine which Reviewers are to be notified.

Core Tables, in the Employee Module under Employee Settings, contains the E-mail Message Defaults
that are available to view and customize the base text for the messages. Notifications can be sent to a
selected group of Reviewers from the Reviewers Notification function in the Employees module.

Employee Reviewer Notifications

| Actions: LIRS \(J |
Current Reviewer Notifications Filters (%]
Organizational Unit [ Al £
Sub Units
Reviewer Role [ [am) W |
Include Completed O
Period From [3g21-01-01 "o To [20z1-12-31
0 Y@

e Click ‘OK’ to generate (run) the Reviewer Notification Report.

e Click \“2 to clear all filters and reset filters to default.

e (lick ‘Cancel’ to close.
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€ jebsv  suawegcAignment~  Employces~  Anaysisv  Administration v

Employee Reviewer Notifications
Actions: & 2 x

14 < It o5 > Pl 0% v . B Find | Next
t' City of
4 Thurwood
Reviewe ations Report

Your O

ns Name (Sub Units Included)
021.01-01 To: 2021-12.31

Gensrstedt 20211125 152423

Status of Reviews

the Table below,

NCUMBENT

in | INCUMBENT

NCUMBENT

SUPERVISOR

rds SUPERVISOR

NCUMBENT

r SUPERVISOR

SUPERVISOR

supemvisoR

o SUPERUIEOR

NCUMBENT

T Y Y W )

1. Click “* to generate the “Send Notifications” window.
2. Click’OK’ to run the notifications.

Mail Motifications Results ]

Status: 2 reviewer notification messagels] have been successfully created
for delivery, 20 notification message(s) were not created due to
blank employes email details. Note: Run the email netifications

report to view the mail audit for send details.

8]

After the system has processed the notifications, a status window explains how many reviewer notification

message(s) have been successfully created for delivery and how many were not created due to missing

(blank) email addresses.
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Example of a Review Notification

P City of
& Thurwood

Dear Ronald,

Our organization is committed to excellence by providing Learning and Growth feedback. We consider your input an important step in ensuring the success of this program.

Based on the information provided in the table below, we would appreciate your input for the following review(s):

Name Type Role Start Date End Date Due Date Status
Black, Philip [SUPERVISOR [2021-01-01 [2021-12-31 2022-01-14 Not Started
Chung, Ronald [incumBeNT [021-01-01 [2o21-12-31 20220114 Not Started
Jpune, Naney [suPERVISOR [2021-01-01 [2021-12-31 20220124 Mot Started

To aceess the review(s), please follow these steps:
1. Log on to the Encompassing Visions system using your assigned 1D Ronald and password.
2. From the Application Menu, move your mouse over the "Employees™ cube to open the sub-menu and choose "Complete,/Print Reviews™
3. This will take you to the review(s) to be completed

If you have any questions, please contact your Encompassing Visions Administrator.

Thank you.

ENCOMPASSING
VISIONS

1. Click" 2 to run the Email Log Report.

2. Click “% to purge the email logs.

Organizational Learning and Growth
Developing employees makes good business sense because it communicates a genuine interest in
their future. Training builds loyalty and engagement while increasing productivity because talented
people appreciate meaningful support when coaching and mentoring are made available to them.
And, the most effective programs emphasize a correlation between personal development and
Learning and Growth review feedback; that way, people can clearly see that their career growth and
success requires evolving their expertise through training.

But like other capital investments, senior management needs to know what the measurable
outcomes of employee development will be so they can accurately determine rates of return.

ENCV consolidates employee Learning and Growth feedback to any required level within your
organization. In the process it quantifies training needs, identifies potential mentors, and enables
the impact of training investments to be measured. Further, it magnifies the importance of
continuing to invest in employee development when improvement is quantified and can be seen to
closely correlate with the Learning and Growth targets of the organization (e.g., increased efficiency,
revenue growth, expense management, productivity, etc.).

The software can quickly consolidate information to show you in a dashboard graphic how well each
department is performing vis-a-vis the organization as a whole. Information generated includes a
detailed breakdown of competency strengths and weaknesses, and a prioritized list of training needs so
the organization can immediately 1) know which training investments have the greatest potential to
impact team Learning and Growth, and 2) track year over year changes in team Learning and Growth to
verify that training investments had the expected impact on improving team Learning and Growth.

On the navigation bar at the top of the screen, hover your mouse over the header labelled ‘Analysis’
and select ‘Organizational Learning and Growth’.
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The ‘Organizational Learning and Growth’ screen enables you to select specific reports that relate to 1)
summarized information about the area of organizational responsibility, or 2) employee-specific
information about people who work within the area of organizational responsibility.

Jobs~  Stategic Aignmentv  Employees
‘Organizational Learning and Growth

Salect the raport to generate

Organization Learning and Growth Review Summary Reports

ngths.

\s Lesrming and Grouth Dashbosrd

* Your organization has currentiy designated a score of 4 as  Strength. 7

A filter will be displayed for determining what specific information you would like to include in the
analyses based on the report being generated.

. Competency Development Opportunities Q
Technical Strengths @
i Filter Employee List
| Filter the reviews based on the following criteria Organization unit Indude Sut-units
Job Family
Organization Unit | cCommunity Services ~ Job Group

Include Organization Sub-Units

Job Family (Al hdl
Job Group (2 ¥
Reviewer Role SUPERVISOR v
= =
Review Completion Date ~ From  2020-11-17 = To [2021-11-17 =

Show technical skill definitions [_]

Include employee information [_]

Sort information by: Frequency (from highest) ¥

0o

Select any area of the organization from the pulldown options that you have been asked to generate
the report for.

Complete the rest of the filter options displayed to ensure ENCV generated reports will include only the
information you want to see.
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‘Organization’ Learning and Growth Dashboard

D % City of
w Thurwood

Department Learning and Growth Summary Report
Corporate Services (Including All Sub-Units)
Reviewers: SUPERVISOR From: 2020-11-29 To: 2021-11-29
Job Family: All Job Group: All
Generated: 2021-11-28 1054:10

Leamning and Growth Categories Overal

Naads Impeavamant

15-2499
Corporate Senices 3707
Srang I Unsatatactory
35-4.200 001499 Organization 3643
Fuly Sassfactory
25.3499 0 1 2 3 1 5
Score
Competencies
Corporate Senvioes 3707
Orpanzaton 3643
] 1 2 3 4 5
Score
Competency Strengths Competency Develop Opp

Leaming and Gmm:'_ljm[_l1
Vanaging :n.",.-‘m'
Buiding Collaboratve. 4 z
Cumorer Ocinson |
Integrty and Protessio. . — 3.”
Acocaﬂu:uu-[—: !1! )

RS e
L.mm.;—‘ﬂ'm“—ﬂ

Emotonal inteligance:

Revenue / Expense Mansg...

9 4 2 3 & 5 0 1 2 3 4 5
Score Score
Technical Skill Strengths Technical Skill Development Opportunities
MS Siversght % “s m:x%
WS Projpct MSWo= 1
enCompsssng Vaons MS Excei— 1
M5 Vsio Management Skiz—= 1
CMS - Content Mansgemen Medation/Confict Reso.. = 1
Keybosmang Skits Intervewng
Communicaton Technolog Pubic Speaking
Crtics! Thinkng Avant Software
3 ’ '
0 1 L] 1 2 3
Frequency Frequency
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‘Employee’ Learning and Growth Dashboard

ﬂ.‘ City of
‘w Thurwood

Employee Learning and Growth Summary Report
Franco G. Berutti
Accounting Analyst {D04E)
Reviewers: SUPERVISOR From: 2020-11-28 To: 2021-11-29
Generated: 2021-11-22 10:56:57

Strong

Leaming and growth exceeded or greatly exceeded expectations for the most important aspects of the work,
and coniributions to the success of the organization were very significant.

Learning and Growth Categories L
Bl Cutstanding M==ds Improvement
45-50 15-2489 Empicyas ans
Smang B Unsztisfactory Corparaie Sanieas anr
35-4400 0.0-1.483 Organization 3643
Fully Satisfactory
Z5-3400 4] 1 2 E ] 4 5
Score
Competencies
Emalcyes 3715
Corporate Sanioes. 3.?‘?
Organization 3643
] 1 2 3 4 5
Scare
Competency Strengths Competency Development Opportunities

Lesming and Growth.

Integrity and Professio...
Accounisbiity
Fevenue | Expense Manag, . M

Managing Change Emotianal Insekige

Fr— Tachnical Skals
a1 Satting
Custamer Orientation

Buiding Collaborative.
Leadarship

Score Scare

Technical Skill Strengths Technical Skill Development Opportunities

Keyboaming Skils 4.000 MS Word
MS Viaual Basic

Great Flaing Softwase 4.000
M5 Excel

Accounts Recevable 4.000

MES Accass
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e ‘Strengths’ will have already been defined by your organization in ENCV. People with competency
Learning and Growth evaluations at or above that definition will be identified as having a Strength
in these reports. Employees with a strength in certain Competencies or Skills may be able to offer
support or training to others in the organization (mentor matching). Knowing employee strengths
will also help determine whether the organization is building up the capacity to support the
achievement of short and longer term operational and strategic goals.

e ‘Development Opportunities’ are competencies that have been identified by ENCV based on the
size of the ‘gap’ between each person’s demonstrated Learning and Growth of the competency
AND the importance of the competency in each person’s job. Consequently, the order displayed in
graphs represents priority ranked competencies for improving individual and team Learning and
Growth. Knowing employee development opportunities helps to focus individual, team and
organization-wide training plans. It also enables your organization to measure the impact of
training through year over year analysis of competency Learning and Growth changes — always
measured to three decimal places.

Tracking Competency Strengths (Organization / Employee)

23

‘Competency/Technical Strengths’ reports provide the names of employees who could be potential
‘mentors’ to others based on the level of Learning and Growth they have demonstrated in their current
work.

& D &= e X

; y City of
# Thurwood

Competency Strengths Report

Organization Unit: Corporate Services (Including all Sub-Units)
Reviewer Role: SUPERVISOR

Review Completion Date: From 2020-11-29 To 2021-11-2%

Genersteg on 2011120

Competency Evaluated | Percentage |Leaminpand| Frequency |  Total | Employes %
Soore (o) Growth Employee #

Rating
Ravenuz | Expensa Nanagement 4000 80.00 Srong 1 B 2000
Emationsl Ineligenze 4087 8112 Sarong 3 8 6009

Lesming nd Grovt Description Evalusted Range

Gutsianding atar F F resgonsibity. Resus. £300-5000
far emeaded nor £ sdvantage of -

Srong Teaming an mpanant sspacis 3500- 240
of the work,

the succass of the org: e very sig
‘cecsion, and the mast mportan 2scects 2500-3468

Learming 2n
f the work were consistenty dons very v

Nesds Improvement | Leaming . DL ST VISrE SIgnITCENt STEEE M WNeh YTk 1300~ 2488
e

gocd, >
Lssrming and proweh resued in more than 2n acosptsble
e or

Unsatistaciory

0.000- 1488
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‘Competency/Technical Development Opportunities’ reports provide details about people in the
organization who would benefit from specific training and development opportunities because their
Learning and Growth does not indicate these important competencies/technical skills are a ‘Strength’.

K3 D B e X

- City of
4‘:’_ Thurwood

Skill Development Opportunities Report

Organization Unit: Corporate Services (Including all Sub-Units)
Reviewer Role: SUPERVISCR

Review Completion Date: From 2020-11-29 To 2021-11-29

Top Technical Skill Development Opportunities

Gensratsa on 20211120

Evaluated | Percantage | Learning and Growth | Frequency | Employes # | Employes %
Score. [ Rating with the Skill
M5 Acoe:

3.000 60.00 Fuly Satistactory 3 3 100.00)
|Accounting and Finansizl Management 3.000 60.00 Fully Satistactory 1 100.00)
FL Foundztion 3 Certificats 3.000 60.00 Fuly Stisfaciory 100.0)

Management Skills 3000 50.00 Fully Satisiactory 100.00)
Mediation/Conflict Resolution 3,000 50.00 Fully Satisfactory
MS Excel 3,000 60.00 Fully Satisfactory

100,00
100.00|
100.00
100.00
100.00]
50.00]
50.00]
50.00]

M5 Visual Basic 3000 a0.00 Fully Satisfaciory
M5 Viord 3000 50.00 Fully Saisiaciory
Ocoupational Health and Safety 3.000 60.00 Fully Satisiaciory
Avant Software 3500 70.00 Strong
Interviewing 3,500 70.00 Sirang
Public Spezking 3500 70.00 Strong

Succession Planning

Due to the highly sensitive nature of this information, only Administrators are given access to this module.

This function utilizes Learning and Growth history (the behaviours, as well as technical skill proficiencies
demonstrated) to generate a prioritized list of Employees who could move into a specific job. For
employees, this means Learning and Growth history counts. How Employees develop and demonstrate
both job specific and organizationally relevant competencies in their current job will significantly impact
their future career opportunities within the organization.

For supervisors, the software identifies and prioritizes the names of the best internal candidates based on
competency fit, all in a matter of seconds. It calculates the likely Learning and Growth of candidates as if
they had been in the job last year. It identifies the top developmental needs they will have (based on

Learning and Growth history) if they are assigned the job, enabling developmental training to begin at any
time.

For management, Encompassing Visions ensures that the Succession Planning process supports
organizational values and the achievement of organizational objectives. It ensures that succession planning
decisions reflect both WHAT is needed to be done, and HOW it is expected to be accomplished - today, and
in the future.

a. Goto the ‘Analysis’ option in the navigation bar at the top of the screen and select the option
‘Succession Planning’. All jobs in the system are displayed sorted by Job titles.
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Strategic Alignir

Succession Planning

(® Active Jobs Only  (7) All Jobs

seovet [T 5% o sand Grous sobFami e ] ] ] [ [l s

0046  Accounting Analyst Default Job Level Group  Finance / Assessment Administration v " v < 2021-08-24
0047  Accounts Payable Clerk PSAC BAND Finance / Assessment Administration v v 2021-06-18
0075 Administrative Assistant Default Job Level Group Support v v v 2021-06-13
0077 Administrative Assistant - Council Default Job Level Group Support v v v 2016-07-22
0078 Administrative Assistant - General Manager Default Job Level Group Support v v

0075A  Administrative Assistant -Help Desk Default Job Level Group Support % v

0028 Agricultural Fieldman Default Job Level Group Community Services Technical / Advisory v v v 2021-10-25
0116  Agricultural Services Officer Default Job Level Group Community Services Operations v v v 2013-08-13
0030 Agricultural Services Team Lead Default Job Level Group Community Services Team Lead v v v 2014-04-11
0056 Assessor PSAC BAND Finance / Assessment Technical / Advisory v v v 2021-06-18
0064 Building Operator Default Job Level Group Infrastructure/Maintenance  Operations 4 v v v 2013-08-18
0040 Capital Projects Engineer Default Job Level Group Planning / Engineering Technical / Advisory v v v 2013-08-18
0074 Copital Projects Team Lead Default Job Level Group Planning / Engineering Team Lead v v v 2013-08-18
0072 Capital Projects Technologist Default Job Level Group Planning / Engineering Team Lead v v v 2013-08-18
0002 Chief Administration Officer Default Job Level Group General Management Executive Management M v v v 2018-07-10
0054 C i Coordinator ( ) Default Job Level Group Communications Technical / Advisory v v v 2019-11-26
0121 Community / Recreation Services Coordinator Default Job Level Group Community Services Technical / Advisory v v v v |2021-06-18
0016  Community Peace Officer I - Enforcement Default Job Level Group Safety/Law/Enforcement Cperations v v v v 2013-08-18
0010  Community Peace Officer I - Enforcement Team Lead Default Job Level Group Safety/Law/Enforcement Team Lead v v v 2013-08-18
0017  Community Peace Officer I1 - Bylaw Default Job Level Group safety/Law/Enforcement Operations & < v v 2013-08-18
0017A Community Peace Officer I - Bylaw Team Lead Default Job Level Group Safety/Law/Enfarcement Team Lead v v

0087  Confidential Administrative Assistant Default Job Level Group Support v v v 2013-08-18

Note: Succession Planning is not available for any job not yet approved

b. Single click on the title of the Job you would like to query for a candidate.

c. Click the P from the ‘Actions’ box.

d. The ‘Succession Planning Parameters’ screen will open.

€&  Jobs v Strategic Alignment ~ Employees v Analysis ~ Administration v & Michael ~

Find candidates for Accounting Analyst

Review Date Y I |
Top # Candidates Top § Employess v

Accounts Payable Clerk Reviewer Role 2021-06-18
0075 Administrative Assistant Active v 20210618
0077 Administrative Assistant - Council 5 nit = v 201s-07-22
0078 Administrative Assistant - General Mana
Sub-Units
0075A  Administrative Assistant -Help Desk
Job Family
0029 Agricultural Fieldman v 2021-10-25
Job G
0116 Agricultural Services Officer o Groun v 20130818
0030 Agricultural Services Team Lead Employment Equity v 20140411
T e Administered FLSA - Pay Band 7 D
0064 ing Operator Lecation v 2013-08-18
0040 Capital Projects Engineer Waork Unit R 2013-08-18
0074 Capital Projects Team Lead Skills v |2013-08-18
0072 capital Projects Technologist L] Skill Reference Skill Title Active Type = v 20130818
0002 Chief Administration Officer =] 0003 Great Plains Software v Technical v v 2018-07-10
oo e (= [m] o009 MS Visual Basic v Technical & EHESEAD
0121 Community / Recreation Services Coord v 2021-06-18
[m] 0052 Ms word v Technical
0016 Community Peace Officer I - Enforceme! v 2013-08-18
- - O 0080 Keyboarding Skills v Technical
0072 Capital Projects Technologist v 2013-08-18
0048 MS A v Technical
0002 Chief Administration Officer o ceess eennea v v 20180710
0054 inator (I allt (m] 3005 (General) Business Certificate v Formal Education = R
e | e P | O 012 Financial / Accounting Certification v Formal Education v 2021-06-13
0016  Community Peace Officer I - Enforcemel O 0099 MS Power Point v Technical v 2013-08-18
= e O (L= WS Office Suite v Technical v ——
0072 Capital Projects Technologist v 2013-08-18
0002 (Chief Administration Officer = o121 jaccountsJoavable v Echncel v v 2018-07-10
0054 Communications Coordinator (Internal/t =] 0148 Accuracy v Technical v 2019-11-26
0121 Community / Recreation Services Coord (] 0094 Ms Excel v Technical v 2021-06-18
0016 Community Peace Officer I - Enforcemel ] 0122 Accounts Receivable v Technical - v 2013-08-18
0010 Community Peace Officer I - Enforcemel v 2013-08-18
0017  Community Peace Officer I1 - Bylaw v 2013-08-18
0017A Community Peace Officer 11 - Bylaw Tea
0087  Confidential Administrative Assistant @ v 2013-08-18

(@) 2] ]4]s]s]z]s]

This screen allows you to choose parameters to make the candidate list as meaningful as possible.

If you choose to include skills, the analysis will look at the skills linked to each Employee’s file in
ENCV to determine if the Employee has the skills that are required for the job, regardless of
whether their current job requires those skills be applied.
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e. Click ‘OK’ to generate the candidates queried for the position.
Succession Planning

1< < 1 of2 > | 100% ~ o fr=) Find | Next

*I 3 City of
4 Thurwood
Candidates for Accounting Analyst

Job Reference: 0046

B New Job Predicted Rating
W CurrentJobRating

Current Job New Job Current Job
Predicted Rating | Rating

000048  Demke, Gordon Human Resources Advisor (0088) 3848 3.824
Demke, Gor
119 Black, Philip eRecords and GIS Solutions Team amm 3.820
Lead (0124)
000011 Anderson, Jackie Administrative Assistant (0075) 376 3698
Biack, Friip
000016 | Berutti, Franco G Accounting Analyst (0046) 3735 3729
000282  Underhill, Francis Manager - Intergovernmental Affairs 369 3705
(0022)
Anderson, Jackia
Qutstanding Higher than 4.499 up to 5
Bentt, Franco G strong

Higher than 3,499 up 1o 4.499

Fully Satisfactory Higher than 2,499 up 1o 3.499

Needs Improvement Higher than 1.499 up to 2 499

Unsatisfactory Upto 1.499

Underhil, Francis

Generated 2021-11-26 Page 2 of 2 @ sl

Evaluated L eaming and Growth

Generated 2021-11-26 Page 10f2 @ ENCOMPASSING

e The Job being queried is identified at the top of the screen.

e The list of candidates is sorted by New Job Score (descending) so the Employee who is the
best fit is at the top of the list.

e The Current Job Score is the Employee's overall evaluation in the current job.

e The New Job Score is how the Employee would score in the new (queried) job after job
competencies have been adjusted for relative level of Learning and Growth (using the
Competency importance ratings for the queried job).
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Organizational Learning and Growth

Available in Encompassing Visions, these graphical and analytical reports effectively communicate and
track Learning and Growth details at an individual contributor, team and organization-wide level.
Reporting on job—specific behavioural and technical skills demonstrated, the software provides both
detailed and summarized information about who is doing what, how well, and to what benefit.

Many of these aggregate reports are found in their related modules, and specifically in the
‘Organizational Learning and Growth” area of the ‘Analysis’ module.

Under the sub-heading ‘Learning and Growth Review Summary Reports’, much of this detailed

information about people and team Learning and Growth is available for analytical comparisons over
time.

1. Gotothe ‘Analysis’ option in the navigation bar at the top of the screen and select the option
‘Organizational Learning and Growth’.

Organizational Learning and Growth

Select the repart to gensrate

Laarning and Growth Reviasw Summary Reports

8 Competincy Assessmants

Employee Learning and Growth Review Summary Report
The Employee Learning and Growth Review Summary Report gives a listing of the overall Learning

and Growth Evaluation, as calculated in the Learning and Growth Report, for each of the selected
Employees.

The view for generating this report:
e Competency Assessments
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W

City of
& Thu rt'fvood

Employee Leamning and Growth Review Summary Report
For Competency Assessments

Corporate Services (Including Al Sub-Units)

Reviewers: SUPERVISOR From: 2020-11-28 To: 2021-11-29

Job Family: (&) Job Group: {All)

Location: (All) Employees: (All)

* Note Employee Name in italics indicates Generated: 2021-11-20 1-18:00
inactive
I e I N
Corporate Senicas 000011 Andarson, Jackis Adminsrative Assistant 38a7
3.8a7
Corporate Suppert Serices 000015 Serutti, Franco &. Accouring Anafyst a7
3715
HR ! Payrol Team 000042 Diemice. Gordon Huran Resources Adwisor 3824
3824
Business Operations 000055 ‘fezik, Doresn Manager - Businzss Senvices. 2740
1740
efecords & GIS Solutions Team 000021 Lee, Racnel 515 Analyst 3.560
3580
Overall Averages 3707

Loy oty i b o

Outstanding Consistently demonstrated exceptional learning and growth in all areas of responsibility. 45-5
Resutts far exceeded narmal expectations, and opportunities - both created and taken
advaniage of - lad to very significant contributions to the organization, at times setting
new standards of excellence.

Strang Leaming and growth or greatly ions for the mest imperiznt 3.5-4.400
aspects of the work, and contributions to the success of the organization were very
significant.

Fully Satisfactory Learning and growth demonstrated was excallent on occasion, and the most important 25-3.400

aspects of the work were consistently done very well.

Meeds Improvement Leaming and growth in many areas was good, but there were significant areas in which 15-2480
work requirements were not effectively met. Leaming and growth resuited in more than
an acceptable level of emors, required back-up assistance or reduced productivity on
eooasion.

Unsatisfactary Cwerall leaming and growth was unsabisfactory, and sigrificant improvements are 0- 1400
requirad.

Page 10f 1

Completing Reviews with the Mobile App
As mentioned earlier, to facilitate the process of completing Learning and Growth Reviews, ENCV is
now available as a Mobile App on your Android/iOS cell phone or tablet. The new app is available from
https://app.encv.com and with the latest version of Encompassing Visions.

The main menu of the app allows the user to:
e Login,
e See Server connection,

e Open the fundamentals =of the app,

e Reset their password,

e Enable the 'Remember Me' function of the application.
e Version of the app
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https://app.encv.com/

2

Email orUser1d

& Donna
Server
@ test
hiipsAftest.anoy comewisions

Q= Password

SIGHM IM

Raait Paasmo T Hemamberme [

The mobile app has the samenfd'hlcltﬁionality and feel as what the Supervisor/Manager and the

Employees will see on their desktop. The = screen will open up the following content. Click on

one of the titles (icons) to open up each of the descriptions.

= About 3 Amanda -

Reviews = Deonna -

Reviews

Desktop Wersion
OO0 Access the (ull version frem your

meblle device if you haven't observed enough Lo form an
£ Release Notes informed apinion.

Server {Login screen)

) About

0On the login screen, enter the same URL
& Logout

that you would find In your web browser.
For example, if you enter

hitps: & mycompany.ency. com/visions to
access enCompassing YWisions, also enter
that Into the meblle app's Server lield. For
convenience, you can alsa enter just
MyEomIpany. enoy.comvIslons of
mycompany.ency.com. If it ends in

you can simply enter mycompany.

¢ Settings
Ratings

Ratings range from 1 on the right, to 10 (or
5, depending on your organization's
settings) on the left. Ratings buttons light
up when on, and are just an outline when
off.

= Denna -

C/C stands for cannot comment. Select this

engy.com, like mycompany.ency.cem does,

Is Your Question Not Addressed Hera?

Please do nol hesilale lo cenlacl your
arganization's administrator for any
questions regarding this app, or email
crelations@ency.com.

Complete/Print Reviews

App Version
20211
CHECK FOR UPDATE

App URL

https://app.encv.com/about

Server URL
test.encv.com
Effective Server URL

hitps:/flest.encv.com/visions

d@ Server Version -

By default, an incumbent and their Supervisor/Manager will be set up to do these reviews. These
defaults, and the terms used to define these review types, may have been altered to match
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procedures and terminology within your organization. The Review List screen lists all of the reviews
that the Reviewer is required to complete. By default, the list is sorted so that the reviews most
urgently requiring their attention - the incomplete reviews and the reviews with the earliest due
date - are at the top of the list. Also by default, the list displays reviews that are for the Current
Review Period being completed by your organization.

Entering the App
e When entering the mobile app, the user will see the following on their Review screen:
e Reviews that need to be completed,
o A Progress Bar along with a percentage indicator identifies how many Competencies
have been reviewed so far.

33% B

e Reviews that are not started,
o Aline through the percentage indicator and a gray progress bar indicates the review is
Not Started.

e Reviews that are in progress,
o The percentage indicator marked 0% and gray progress bar indicates the review is In
Progress.

0%
e Reviews that are completed.
o A check mark and a dark gray progress bar indicates the review is Completed.

v

The Review Process is the same as completing on desktop. However, the Supervisor/Manager is not
able to copy an ‘Incumbent’ review and save it as a ‘Supervisor’ review at this time.

Tooltips for Response Options
The tooltips for the response options are located in the Help icon (below the navigation bar).

@
e Click the to open the tooltips.
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& Amanda ¥

s Amands 4 — STRONG
- C

. Demenstrates a stong degree of
5 — OUTSTANDING :

=Gl PR competence in this arsa to achieve
results in assigned goals. A capable
but cautious perfarmer.

Always demonstrates exempla
competence inthis area. Effectivel
cansistently and appropriately
applies this competency to always T
achieve culslanding results. &)= FROIF I
Confident, independent and

N y - Comfartably demonstrates this
appropriately self-reliant in this area, competency at a fully satlsfactory
< level o achieve assigned goals.
Demonstrates a moderate level of
canfidence and competence in this
area.

¢ Rev & Chung & Amanda -

~

2 Amande -
C/C — Cannet Comment Chiang & 2 Amanda -
Please choose this rating if you do

not have enough information to
evaluate Phil.

OVEMENT

& Many aspects relatsd 1o the

application of thls competency are
< zatisfactory, bul there are significant >
areas in which expectations are nat
being met. Specific improvements
are necessary.

Few aspects of this competency are
being demonstrated, and slgnificant

< improvements are necessary. >
Competence and confidence are
significantly lacking, and continuous
clarification |s required

~

Note: All reviews are automatically saved to your server. This is indicated by the following:

& Changes saved

located on the navigation bar.

Mobile App Updates
If a new version is available, there should be a green button at the bottom of your screen:

SIGN IN

a1 Pagiwed Remember me

e Clicking the “New Version Available” button reloads the app, which should update it to the
latest version.

e Similar functionality has been added to the About screen.
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Why Encompassing Visions?...

ENCV is based on the principles of Objectivity, Accountability and Respect.

e Learning and Growth reviews and ratings are more Objective because they are always based on
what a person is specifically paid to do - nothing more, nothing less;

e The process ensures Accountability because expectations and Learning and Growth measures
can be clearly communicated before the year even begins, they don’t change unless the job
does, and every aspect of what a Learning and Growth review should include — what was
accomplished, and how it was done — are measured;

e Employee recognition programs and training / development plans demonstrate Respect to each
person on your team because they are always based on an accurate and objective
understanding of how each person’s contributions made a specific difference to individual,
team and organizational success; and,

e Succession and career planning decisions are always based on the most accurate and objective
information available about people and their capabilities — not who a person knows, but what a
person has proven they can do.
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