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The Learning and Growth Review Process

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 role you are specifically responsible for, ENCV will enable your contributions to personal, team and
organizational success to be measured.

Let’s start by talking about Competency reviews

Competency Reviews

Competency reviews look at the behaviours and the technical skills expected to be demonstrated
in the job you do.

Completing an INCUMBENT’ Competency Review

1. When logging into Encompassing Visions, you will be navigated directly to the Complete/Print Review
screen. On that screen you will see your name, the review period and a due date. You are encouraged to
start the review and enter supporting comments at any time during the review period. If you do, just be sure
to save your input from each session, and have the entire review completed by the ‘Due Date’.

2. If you have been asked to provide review input for another person in the organization, you will also see their
name on your list of reviews needing to be completed.

&l Jobsv  StrategicAlignment v  Employees

Complete/Print Reviews
[actions: "B ¥ )| [Reviewbatess Fom maroior = o soziizse | () || Views [rint naviewto-date for Sebcted rvien ] ()
d

Name Role Type  StartDas End Date Due Date Status Complated Date. Locked Review Id

Silver, Cassy 000030 INCUMBENT Competency 2021-01-01 2021-12-31 2022-01-14 MNot Started

3. Select the review you wish to complete by moving the mouse over top of your selection and single clicking.
Your selection will be bolded in black.

4. Double click to open the selected review.

Note: The Competency Review questions you will be answering are automatically generated by the software
and will be based on what is most important in your job, and to the organization.
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Competency Review
For Silver, Cassy (Community / Recreation Services Coordinator)

©® al O incomplete only

Sub-Raviaw Status Justification Requirsd Justification Entarad Compatancy Natas Complate
0/6
0/12
0/7

0/10
0/8

For Competency Reviews, the screen will display the behaviours and skills that you need to review. You will
notice there is a column headed ‘Sub-Review Status’. The Sub-Review Status column indicates the number
of detailed questions related to the specific Competency and, at any point in time during the review period,
how many you have already answered. If there is a dash in the column, that means there are no sub-review
questions for that Competency.

Double click on any Competency listed in the table to get started!
Note: Only the most important Competencies in your job will have detailed questions.

You will notice that each Competency has a rating scale. Organizational management will have already
determined whether it is a 1-5 or 1-10 scale. Regardless of which scale you are asked to respond to, the
software will display the definition for that rating if you hold your mouse (cursor) over top of the rating
button.

If you are unable to answer a question for any reason, select C/C (Cannot Comment) as your response.

The text field headed ‘Competency Notes’ is not typically a required component of the review process but
is provided to enable you to enter any important general comments you want to make about that particular
Competency. All comments you do enter will be included in the Learning and Growth Review Report.

—

. »
Click the Save and Go button ' to save your response(s) and comments and proceed to the next
Competency.

—

You can also click Save and the Previous button '+ if you want to save your response(s) and comments
and go back to the previous Competency.

IMPORTANT - click “Save” H to save your progress and leave the review details screen.

All competencies do NOT have to be reviewed at one time. Reviews in the Encompassing Visions

software system can be saved at any point, and you can return to finish the review sometime later. The
review will stay open, even if every Competency has been reviewed, until the ‘Due Date’ has been reached.

I Building Collaborative Relationships

Developing and maintaini fective and with others inside and outside the organization (pa

peers, stc.,) who may be helpful in achieving to organizational success...

uuuuu
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The system may automatically prompt you to provide justification comments if your responses have
resulted in a ‘high’ or ‘low’ rating for the related Competency. Note: The review will not be considered
‘Complete’ by the software until you have provided justification.

I Building Collaborative Relationships

ining an ive ans ive network with inside and outside th (partners,
' pears, atc.,) who may be helpful in achieving work-related goals that contribute to organizational success...

Comptency

* tndicate rauived ild =17

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. If you do not have easy access to a computer, please contact your
Administrator.

Checking Your Progress!!
At the top of the Competency Review screen, you will notice an indicator that shows the review status and
information about how many Competencies have been reviewed.

....................................................................................................................................
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! For Silver, Cassy (Community / Recreation Services Coordinator)
1
1

() )
®/all ' Incomplate Only 12 of 12 competencies completed

Print Review-to-date / Print Blank Review for Selected Employee
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 you want to
complete the review offline —

In the ‘Complete Reviews’ module, select your name in the table with a single click of the mouse.
From the ‘View’ drop down list, select “Print Review-to-date” or “Print Blank Review”

Click the “green arrow”

The Competency Review will print to the screen.

© oo T

Print, Save or Export the report.
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Please remember that any responses and comments recorded on this paper copy will still need to be
keyed into the software at a later date
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Note: The option ‘Print Review-to-Date’ displays a printable copy of the review that includes any responses
and comments that were previously entered into the software by you for that specific review

Printing Your Competency Review

Once you have completed the Competency Review as INCUMBENT’, you can print a summary of the
information;

e Scroll over the Employees header in the navigation bar at the top of the screen
e Select “Complete/Print Reviews”

Employees

Cormplete/Print Reviews

Archived Learning and Growth Reports
Jobs ~

Strategic Alignment

Employees

Complete/Print Reviews

rcionss G V)

| Review Dates: From 2021-01-0t

] [ )
- To 2021-12-31 (C) |v-ew:| Brint Review-to-date for Selected Review v )
Name 1d Role Type Start Date End Date Due Date Status Completed Date Locked Review 1d
Silver, Cassy 000030 INCUMBENT Competency 2021-01-01 2021-12-31 2022-01-14 Mot Started
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a. Click the icon in the actions box to “Print the Learning and Growth Report for Selected
Employee’.

Note: The content of the printed report will only include review details of what you have said
about yourself. It will not include any information about what other reviewers may have said. Only
the Supervisor has the option to generate a report that includes that consolidated information.

Conmpieted

a. Default Filter parameters will be displayed. Make sure the Review Completion Date range
includes the correct time period for when you completed the review, and then click OK.

b. Ideally, before the ‘Due Date’ has been reached, you should ask to meet with your
supervisor/manager to discuss perspectives regarding your competency learning and growth.
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. City of
Thurwood
Cassy Silver
Community / Services C

Job Reference: 0121

Employee Learning and Growth Report

Employee ID: 000030

Confidential
INCUMBENT review feedback from 2020-11-22 te 2021-11-22
Summary
Competencies
o 05 10 15 20 25 3.0 35 a0 a5 5.0
| |
Unsatisfactory Needs Improvement  Fully Satisfactory Strong Outstanging
0.00-1.499 15-2.499 25-3.459 55-4.439 as5-5
REVIEWERS
[ Review Type [ Reviewer Name [Reviewer Rote] _compietea
L Competencies 1711 Cassy Silver INCUMBENT __ 2021-11-22
COMPETENCY DETAILS
Importance | #of | Cannot | Response | Evaluated | Evaluated Rating
Rating | Reviews | Comment | Average | Points
Max (5)
INTERPERSONAL
Bulding Callsborstive Relationships 871770771 1 Q 3.667 29336 Sireng
Teamuwor) [tontntad 1 ] 4600 a1 Outstanding
Leagership i 1 1 - = cannat Commien
Customer Orizntation R 1 o 5.000 40 Outstanding
CAPACITY
Emorional Intaligence 1 0 3572 25,004 strong
Learning and Growth 1 o 3500 Strang
PLANNING/SCHEDULING
Geal seting Freeee 1 Q 4.000 0 Strong
Revenue / Cxpense Manzgement 17 1 ] 3000 E Fully Satisfactary
WORKING METHODS
Accuuntabnnv 1 Q 3.000 1 Fully Satisfactary
ange 1 o 3000 it} Fully Satistactory
Tecnm:ai’smu 1 a 2750 1 Fully Satistactory
Intzgrity and Professionalism 1 o 5455 3455 Fully Samsfactory
273.200/
3655
Competency Summary: 3744 Strong
Strong Leaming and growth exceeded or grestly exceeded exoectations for the mast important aspects of the work, 2nd
contributions to the success of the organization were very significant.

EMPLOYEE COMMENTS

SIGNATURE(S)
Employee: Silver, Cassy
(Signature) Date:

Supervisar:
(Signature) Date:
Title:

LEARNING AND GROWTH FEEDBACK DETAILS
IRENGTHS

Summary

CusTOMEr OrinTaTion |
Teamwork EEEE——————
Goal Serting
Adobe Acrobat Pro
ymmunication Technologies

0 0.5 L0 15 20 25 3.0 35 40 45 50

stomer Orientation Evaluated Rating: 5.000 - Qutstanding
ing the initiative to constantly and consistently exceed (external and internal) customer expectations...

Cassy... Response Evaluated Rating
Average
Max (5)
I5 pleasant, friendly and courteous. 5 Qutstandin,
Is always prepared to help. 5 Qutstandin;
istens close 5 Qutstandin,
-emun;lrate; empathy and understanding. 5 Qutstandin,
anticipates customer needs 5 Qutstandin;
values the time of others. 5 Qutstandin,
lever promises more than can be delivered. ; 5 Qutstandin;
Wworks with customers to find win-win solutions whenever possible. 5 Qutstandin,
rovides rationale in an appropriate and respectful manner whenever "win-win' 5 Outstandin;
utions cannot be found. .
knows how to apologize when something has gone wrong. 5 Quistanding
ries to find 'win/win' solutions whenever pnsslb\e 5 Qutstanding
slways appropriate and respectful when 'win/win' solutions canngt be found. 5 Qutstandin
Cassy Silver [2021-11-22): | believe | work well with others and respect everyone.
mwork Evaluated Rating: 4.600 - Qutstanding

Irking with others to share expertise and achieve outcomes that benefit the organization; stepping in to fill necessary
s that others are unable or unwilling to do; demonstranng strong communication skills to others on the team through
ive [istening, summarizing, fac\l\latmv and” hr\dgs building"

Cassy... Response Evaluated Rating
Average
Max (5)
I reliable. 5 Outstanding
listens well 4 Strong
communicates constructively. 4 Strong.
actively participates in team work, 5 Qutstanding
hares openly and willingly. 5 QOutstanding
adapts 1o changing crcumstances. 4 strong,
tares about the job, the team, and the team's goals. 5 Qutstanding
operates with athers to accomplish work. 5 Outstanding
s0lves problems without looking for fault. 5 Qutstanding
reats others in a respeciful and supportive manner. 4 Strong
Cassy Silver {2021-11-22): | believe | am a great team player and work well with those around me.
al Setting Evaluated Rating: 4.000 - Strong

ting oma(drives ‘which are specific and clearly communicated, measurable, challenging but realistically achievable, and
e targeted..

obe Acrobat Pro Evaluated Rating: 4.000 - Strong
derstands and effectively utilizes the full functionality of Adobe Acrobat Pro to create and edit PDF files.

mmunication Technologies Evaluated Rating: 4.000 - Strong

monstrates knowledge and experience wnrkln% with (voice/data) communication equipment specifically required in the
This may include mobile radia, wireless, and fand line systems to create, access, store, and transmit information.

T iy B e I FIPRP
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Learning and Growth Report (cont’d)

DEVELOPMENT OPPORTUNITIES

Accountability Rating: 3.000 - Fully Satisfactory
Taking respongiiy for carying the expecranions of stners, acknowledging now persona| decisions, acions sn standaras

Summary - in Priority Sequence

f pting responsibility for work accomplishments; and, recognizing
Public Spesking I e e T e 2cceey
Mediation/Conflict Resolution Exemplary leaming and growth includes:
e e A Selvery f agrecto objectives
MS Access + Admitng th mistoles made. andlearn g o
. JTng feedback frwmanvsour.easanuupmumym|eamauwu(unesen.
FCSS Act e
+ Developiag newskils and knowieoge in sreesof equired comper
Great Plains Software ? Recogriine 3nd encouraging omert
s © Renoming Barsanal ark Do ee 15 Keen broB ks O 1Tack NG RGNS Becurste status updates to others,
Interviewing . Eahggwnh e focts of o stumon oo e et o e
. ! = Broviding timely and aceurate Information to athers working o achieve their objectives.
Integrity and Professionalism L TR Tt C2cston T S8 Lrpopaler
Learning and Growth
 Accountability Building Collaborative Relationships Evaluated Rating: 34 557 strong
ing Collaborative Relationships Developing and maintaining an effective and constructive netwark with others inside and outside the organi
Emotional Intelligence o SR Oraa s Loty Baera: e} i Ty e R IHFL! i SCh Eving wrkcr ot gacls et Contr Bute to
organizational success.
Managing Change

Revenue / Expense Management

Cassy. Response | Evalusted Rating
0 o5 10 15 20 25 30 35 40 &5 50 Average
Public Speaking Evaluated Rating: 1.000 - Unsatisfactory Max(5) .
Bemonstrates the kil of public speaking, including voice dynamics, professional platform mechanics and presentation N enTly TonE
1 keeps promises and commitments mads 9 oters. trong
style. Holds audience attention and encolrages audience engagement o Lolve conflicts without diminishing the self esieem Of others. Fully Setisfactory
“Dulds Tust and respect it clients and peers Fully SaTisfactory
goes ‘above and beyond' to help 3 dlient ar colieague with a problem. rong
Mediation/Conflict Resolution Evaluated Rating: 2.000 - Needs Improvement cion (55 opoosed to compefitiensss) between work grous tron
Demonstrates knawledge and expertise in bringing highly emotional, confrontational situations to an appropriate Exemplary leaming and growth includes;
resolution + Lezmning how o receve informed, [ —
« Seeking the opinions of other:
* Cesrnie s s
H N%na%mggnbllele;r‘mc\cgvaﬂn]ﬂbegngawarehoi‘\hwfal\m o e et ot ' PO
« Actively listening an g to read non-verhal cues in order to hear’ what other people are saying; listening o
MS Access Evaluated Rating: 2.000 - Needs Improvement \saks(as‘mg(h speak »
Understands and effectively utilizes the full functionality of M3 Access to maintsin data consistency, customize database . novdedging mistal et
companents, and share data with other applications using a single relational database and its associated toals. o garn crea? h@;ﬁggg;’g‘;gg;:gg;f;:;;gﬁ;ﬂmb"“’"i
+ feseing commizmencs
+ foung when sk & 3 role, 3nd b houghtful sal nall
ing: ) i T BB SReiomonal tomperent in i asizne rale and bringing tougnttul soluians toteam calenges
FCSS Act Evaluated Rating: 3.000 - Fully Satisfactory * Bififing ssdetence to 8 Co-narker who may be s Eghngw comglete 8 project.
Consistently demanstrates 2 current understanding and accurate interpretation of the Family and Community Support + Demonsirating en nferest i the erebettves o Gthers, and Being willng i3 Examine viewpoints that are difierent
ervices Act to ensure the municipality meets stakeholder sxpectations for funding eligibility. than thei
o Sewng andmana%mgﬁermna\ boundaries to keep relationships healthy and respectul; recognizing, aparecizting
2n being mndf o the bouncaries of others oot . ; Jexpern:
" . . « Attending and participatin; put on by other that provige service / expertise
Great Plains Software Evaluated Rating: 3.000 - Fully Satisfactory ‘pmles;\gudna\sup or 10 1Fie o e e ‘ . cing th .
Understands and effectively utilizes the specialized functions of the Great Plains software system to accomplish job tasks + Joining and actvely gm;'gxﬂgrg;;g Bustry andjor profession associations, taking the opportunity to networl
related to accounting and taxation, supply chain processes, financial forecasts, and/or informatian tracking. o Becoing confices without S1min Shing the sei-astaem of others; handling conflicts maturely, and avolding blame-
ing.
Interviewing Evaluated Rating: 3.000 - Fully Satisfactory ~
Demonstrates the appropriate skill and sensitivity to effectively gather accurate informatien for decision making. Emotional Intelligence Evaluated Rating: 3.571 - Strong
‘The ability 1o understand, use and manage personal emetians to posTtively nfluence the emotions of ethers, refieve stress,
communicate effectvely, demonstrate empathy, ouercome chalenges, and defuse conflct
Integrity and Professionalism Evaluated Rating: 3.454 - Fully Satisfactory
Cresting hanest, wusting and Successful working refatlonships with others (Inside and outside the organization) b .
Consistently demonsirating campetence and reladiity in jab performance, and representing what 1s best about the Cassy... o || Er=in
o ooV et Saeed o PIEs SehonL, o1 comumieaaanr Average
Max [5)
5 “naturally buTo: heafh T Gthers. tron
Cassy... Response | Evaluated Rating o frm;s e ‘mfgpyp,up i Hrong
S S hST o Bt devons. trong
Average s rospective i
5.2 loyal and compassionate co-worker. Ully Satistactory
Max (5} “understands how emations affect seif and others. Fully Satisfactory
Tk Algently winen on the Clock. vt oo ; H o isselfaware. Fully Sedisfacton
contributes to  healthy wor Enwmnment( rough polite communication an: ully Satisfactor)
Gemoniarated resasct for Opinions of o =h e v v Exemplary leaming and growth includes:
ek Up SOU WOTkpls e LONCETNE SUen hen [t My be risky to g0 53, 3 Fully Saristactory + Fecizn g,qgﬁ",f;ggﬂ';vfp;“ﬂ‘gV}n-ug;:fEﬂ‘"Wa‘uabmmwW'"E'“""gsm”wm
handles canfidential and sensitive information with the utmast discretion. 2 Srong : o .
sasely follons wurkn\a_e regularons/pratocols regarding financial ransaitions, 4 Strang Analysing friendships and limting exposure to people who constany complain, play the victm, andor blame
safety, custor . g to mistakes and being vulnerable to strengthen integrity and build trust.
S dscerning 3 Fully Satisfactory + Jsking e Sme to recognize personal physiolog ally reactions n sresetul suaticns.
,\sdepemﬁable iz, shows up on time, has high work qualiy standsrds, snd never 3 Fully Satistactory Bractiing pesiiye thinking and cgtimiem Irste2q o comalaining.
covers up bad n Acknovicsging the support and help o others ang thanking thern for everything they are doing.
“Consistantly demonstrates honest maral ang exnical bensviour 4 Strong * Praciicing KMy and 2wing Sthert a chance 1o i
“Femains positive and facused tespite set 1 Strons © Thvesting time and energy Into hesriny sacil e saonshios.
“Fakes Corrective scton when prodlems re aentited 3 Fully Satisfactory
__demonsirates prid in the 3 Fully Sansfactor .
Managing Change Evaluated Rating: 3.000 - Fully Satisfactory
Exemplary leaming and growth includes: Demenstrating support for innovation and for orzanizational changes needed to improve effectiveness;
« Handling ’anhdsnﬂa\ 200 Sensive hformation wih the utmost dwemn =Eonsunng, nd implementing changs management practices; helping others to successfully manage organizational
Using company facilivies, equioment, and supplies for work purpos

ing coi [
Disafaving highiy S s ards ana Nondsty in 21 G82Ungs with Siners
Respecting the autharity of sups

Cassy Silver (2021-11-22): | try my best st managing the changes that occur over dme even though | may not approve at
Cun;\st:navlv.'orkmg‘m(hm(he P, practices and precedents of the organization. first
sin,

1 presenting the organizatons posifion in d\Mcult Situatior E
: s xemplary leaming and growth includes:

A"nr:ﬁzls\“aunmanner Toensvior and 1anguage) hat maes bohers foel comfortable and sncouraged to engage with the Exgmplary leaming and growth includes; R —
« Referring to co-workers and the organization in a positive and respectful manner; keeping negative feelings and e AN e ok e

beliefs 16 oneself, and carrying on productively.

Staymgmnneded With Peeuious coliag s because they are ofen extremely beneficial t helping on future

kumr?udr\\csfnng with n(h;r; 0 \ea;‘n the new role. Finding people inside (or outside) the organization who have

. nowledge /experience they can share.

Leaming and Growth Evaluated Rating: 3.600 - Strong BEm%GDnmlsnE despite the curent crcumstances. Thinking about how strengths learmed from previous work can
A energy into understanding the evolving r\ature of their role within the organization, and developing the lied in‘the new role.

skills, behaviors, procedures and perspectives to be suggesstul

» Taking time to think about what has slready been personally accomplished
= IMakifg a list of skills raquired in the new rale and inves ime each week developing them
. Eiurmg(ans nt cummumcanun m thers, and clarifying what is said 50 there is no misunderstanding.
= Asking o many questions as pos:
Cassy... Response Evaluated Rating . L:gﬁgl;gr;/fda;&sﬂmgg\gﬂu{(’r‘\gs (ODE with change; developing awareness that they may be going through the same
Average
Max (5} Revenue / Expense Management Evaluated Rating: 3.000 - Fully Satisfactory
SCCepts CrTicism 85 8 guTde Tor E] Filly Satisfactory Managing revenues and/or < in accordance with budgets; estimating future possiailities, menaging
“has s high level ufseﬁ‘amreness 3 Fully Satisfactory Teven Ge Expense conirals, and BrowAIng Informes anslyses
seeks feonack from of 1 rong
actively looks forapponunmesm improve skills and capabilities through 4 Strong Exemplarv leaming and growth includes:
cormnuuu; learning. . v Making !xpen‘m(unes thatare carelqu Elnr\;‘%!ened |r‘| terms DT(hE wvalue for the dollar spent.
Ceams quickly 3 FullySattactory reparing analyses and reparis that explain inencial expenditus
Developing budget proposals e o oughly researched 'shd consider all the relevant issues/consequences.
-202pts effectvely 1o unaxpected circumstances and work challenges H standing « Monitoring revenues/expenses regularly ©o maKE sure there are no unnecessary budget overruns.
-sccepts developmental feedback as 3 guide for Improvement 3 Fu"“ a“”a(mw . SDEnde ’ne urﬂamzanons money 25 If 1 came out of his/her pocket; evaluating all the alternatives to spending
leans from mistakes and rarely makes the same mistake twice. 3 Fully Sztistactory ney nsuring required resources are not available elsewhere inside the orgznization before spending funds
-sets challenging goals for seff. 4 rong o Reuieding the visy things 3ra don Within he rganizatian Snd SEUEIopIng refommensarons fof Imprading the
“takes personal esponsibility for the day-to-day tasks completed 4 tron wlye of Gperasions.
. amc?a ing, perhaps ssamemherofagieenng“')mmlttee in the review and spproval of capital expenditures on
Exemplary learning and growth includes: behaif o the organ zatio -
+ Mesting only 35 needed to gainan understanding of the work requirements; grasping ideas or new information + gnsuring o gencratea Tevenues angor are consistent with the strategic plans and
aul(k\y With sound camprehension and minimal ieed for on-going close supervi business philc:
. gresesrihing [nto newt SBDrosChes, anafyses snd technolog es that hould mprove productivity snd service
. Takmﬂ Kngwladge Tt N D2 83Med 113 preiows 3:SigMments and palying It reisted DUt diferen: .
. A:::DUH’ CF\“CISI’H as 8 guide for improvement.
. Learmnu‘lmm mistakes, 2nd auickly reconizing similar patterns to aveid making related mistakes @ secand fme. Cassy Silver
v TS mors Joboren respondioiny
+ Fartdipsting in projects renuing aifierent skl sets Community / Recreation Services Coordinator
» Sharing what you leamed with others at the conclusion of assigned tasks to demonstrate the knowledge acquired
and tran,iart e knovidedge to them. . . . N e Generated on 11/22/2021
e ind participati in meetings outside the igned work unit in order to learn, share and develop a
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Competency Rating Calculations
Competency ratings in ENCV are significantly influenced by two things: 1) the relative importance (from 1 out of 10 to
10 out of 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 your 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
Ratings’ 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 unique
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. Any reviewers 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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Why Encompassing Visions?
ENCV measures what was done, what skills and behaviors were demonstrated in the process, and enables

Learning and Growth feedback to come from single or multiple sources. Objectivity, Accountability and Respect
are what the software is all about. It ensures -

* Learning and Growth reviews are always based on what you are paid to do - nothing more, nothing
less;

¢ Learning and Growth ratings always reflect what you accomplished, and how effectively you applied
your job-required technical skills and behavioral competencies in the process;

e employee recognition programs, and training and development plans are always based on an accurate

and objective understanding of how your contributions made a difference to team and organizational
success; and

* succession planning decisions are always based on the most accurate and objective information

available about you and your capabilities — it’s not who you know, but what you have proven you can
do.
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