Training & Organizational Development

SIX-MONTH PROBATION CHECK-IN FOR LEADERS

The following instructions will walk you through how a Leader completes a Six-Month Probation Check-in for an employee.

NAVIGATION

Login into myUFL and navigate to:

Nav Bar > Main Menu > Human Resources > Manager Self Service > UF Engaged > Performance Documents >
Current Documents

1. To complete a Six Month Probation Check-in, click on the employee’s name. If there is more than one row, make
sure that you click on the row featuring the Six Month Probation Check-in Document Type.

NOTE: The Due Date is five days earlier than the end of the Period. The five day period allows for Human Resources
to review in the case of a request for an extension. If you do not complete the Probation Check-in by the date
listed under Period End Date, the employee will default to have successfully completed their probationary period.

& Select Note Current Performance Documents
Current Performance Documents
Listed are the current performance documents for which you are the Manager.
(Filter Criteria
First Name | Last Name | |
Document Type | Six Month Probation Checkin | Document status | -
Perod Between E &)
Documents you own
B)[9]
Emiorse  \ume — — PricdBoun [Petodtnd | Tem etm D
43634551 Doe.Jane Gl Evaluation in Progress 050112024 10312024 | 1T Analyst i 102612024
- Six Month Probation ) ) 1T Specil Frojects —
93511288 S ot Evaluation in Frogress 050112024 1031720 |1 S0e 10262024
2. First, click the UF Probationary Status dropdown.
Actions~
Job Title 1T Special Projects Analyst Manager  Dos.Janc
> Document Type  Six Month Probation Check-in Period 05/01/2024 ~  10/31/2024
i Template DocumentID 193250
Status  Evaluation in Progress DueDate  10/26/2024
< Expand All | . GollapseAll |  Check Language | @ Cancel Evaluation

“ UF Engaged - Instructions

The Six-Manth Probation Check-in provides an opportunity for you to communicate and document clear, timely, and meaningful feedback about
an employee’s performance during the six-month probaticnary period. The feedback provided in this Gheckin will determine if the employes has

successiully completed the probationary period. Please complete the three sections beiow to reflect on the employee's performance and to set
goals moving forward

~ UF Probationary Status
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3. You have two choices, Probation Extended and Successfully Completed. Click Successfully Completed, if
applicable.

NOTE: If you are considering extending the employee’s probationary period, please contact your department
Human Resources representative. If you request an extension of the Probation Period, this document will be
routed to Employee Relations for review and approval. Even if being extended, the review still must be completed,
with specific feedback for improvement; do not submit a blank or incomplete form.

| v| ©
Probation Extended
Successfully Completed

4. There are four text entry fields you must fill out for the Six Month Probation Check-in. Note that below where you

enter your comments, you will see your employee’s comments if they have entered any. Fill out the first text entry
field.

Manager Commendl | , & v Alv Av@v B I

c
i
ii
B8

g

Employee Comments [FMPives

5. Do not forget to Spell Check your Comments by clicking the Spell Check icon.

Manager Comments | > v Al AvAY B I U T - HE~ @

The employee has a great deal of sirengths. The employze fook FMLA

Employee Comments Employea has not completed their self-assessment

6. Next, use the Check Language tool, which will review your Manager Comments for words that may not be

appropriate for a Check-in. For example, managers should not reference that someone using FMLA in UF Engaged.
Click Check Language.
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LUF ] ENGAGED

8

=T II'JIﬂ'LE

Status

Evaluation in Progress

& Check Language

& Cancel Evaluation

~ Expand All | v Collapse All |

7. Ifawordis flagged by the Check Language tool, you can change your word choice by clicking the Change button.

NOTE: There are cases when Check Language will identify words that can remain in your comments. For example,
if the sentence read “Albert was instrumental in developing an FMLA process for the University,” that would be
an appropriate use of FMLA. In that case, you would click the Ignore button.

If you have questions or concerns about words identified by the Check Language tool, please contact your

department Human Resources representative.

Manager Assessment
Check Language

Word/Phrase found FMLA
Found in...

Description UF - Document Progress

Results  1he employee has & great deal of strengths. The employes took FMLA.

Apply Cancel

Employee Relations if you have any questions

Language Suggestions 11is word has been noted as being potentially inappropriate for use in UF Engaged. Please review
and ensure the word is appropriate in this instance. If not please eelect an alternate word. Contact

__Change ]

Ignore

Ignore Al

8. A text editor will appear. You will need to make adjustments as appropriate. In this example, the sentence The

employee took FMLA will be deleted.

Check Language
Word/Phrase found FMLA

Found in...

Description UF - Document Progress

B I

I

Results <« —» A+ Alv Av B~
mibondl ::: N4

The employee hac a great deal of srre"lgtnsITne employes took FMLA I

Apply H Cancel J

Change
Ignore
lgnore All

Close

9. Click the Apply button.
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== m~

The employee has a great deal of strengths

Apply H Cancel

guage Suggestions  1Nis word has been noted as being potentially inappropriaty
and ensure the word is appropriate in this instance. If not p|
Employee Relations if you have any questions

10. The language has been modified. Click the OK button.

el Evaluation

The language check is complate. (4600,31)

]

® oo

11. Next, scroll down and fill out the remaining text entry fields.

~ 3. Identify goals, areas for skill development, and/or career/growth opportunities.

Manager Comment

Employee Comments [FMPioyes has nof comi

12. At any point while filling out the Six Month Probation Check-in, you can save your progress by clicking the Save

button. If you save your progress, you can exit the page and return to add more information later. Click the Save
button to continue.

NOTE: Best practice is to click the Save button often when working in UF Engaged. UF Engaged does not
automatically save your work for you. You do not want to lose your work due to not saving. Some find it helpful
to type their Manager Assessments in Word, and then copy the text over into the UF Engaged Check-In.

T —
| Save | Submit for Approval

& Print Print in Word
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13. Once you have saved your Six Month Probation Check-in, you can Print in Word. This function creates a Word
Document version of the Check-in. Click Print in Word.

NOTE: Depending on your browser of choice, the steps to download a file may vary. This simulation demonstrates
how to download and open a file using Chrome.

Save | ‘ Submit for Approval

& Print Print in Word

14. Click the downloaded file to open it.

EP_EXPORT (7).rtf

47.2 KB » Done

Save Submit for Approval ]

15. This document can be saved for your records. Click the Close icon to continue.

isix Month Probation Chacicin
Manager Assessment - Update and Submit

Manager Comments:

Gator Abert

Job ik T Spaca Projct Anayst Managor:Doo Jane

1m0z

Stats: Evaluaton n Progress. Oue Dato: 102672024

UF Engaged - Instructions Employee Commonts: Empiyea has ol completed har sl assecsmant

UF Engaged Help Link
e

rosentatie
NGAGED
b

T

CreateaBy - UF_PROCSCHED 07252024 1223 1600
LastModibed By Dos.Jane 71252024 215,007

The empioes has  rea delo skengths.

where good be elevated.

16. Once you have finalized your Six Month Probation Check-in, click the Submit for Approval button.
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Best Practice: Time permitting, have the Six Month Probation Check-in conversation prior to clicking Submit.
Please consider if any additional information should be added as a result of the Six Month Probation Check-in

conversation.

Save ‘ I Submit for Appraval
Six Month Probation Check-in |
Manager Assessment - Update and Submit & Print | B Print in Word
Gator,Albert
Actions =
Job Title IT Special Projects Analyst Manager Doe.Jane
_J Document Type  Six Month Probation Check-in Period 05/01/2024 ~  10/31/2024
" Template Document ID 193250

17. Click the Confirm button. Once you click Confirm, the employee will be able to read your Manager Comments.

NOTE: If you requested an extension, the request will be routed to UFHR Employee Relations. The employee will
be able to view your comments after review and approval by UFHR Employee Relations.

Probation Period Submissions:

If you are confirming that the employee has successfully completed the Probation Period, the system will
automatically approve the action

If you are requesting an extension of the Probation Period, this document will be routed to Employee
Relations for review and approval.
Special Performance Improvement Plan Submissions:

If you are submitting a Special Performance Improvement Plan, the document will be routed to Employee
Relations for review and approval.

The overall rating you have assigned to this employee is Successfully Completed.

E

N

18. You have successfully completed the Six-Month Probation Check-in.

Six Month Probation Check-in

Confirmation - Approval Submitted

& You have successfully submitted this document for approval.
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