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Training Objectives

* Prepare for the PMP Process in Workday

* Demonstrate the PMP Process in Workday
* How to Enter Employee Goals into Workday
e Assist Employees with the PMP Process

* Training Aid Access (The Job Aid explains the process of initiating
and completing business processes in Workday)

e Self-Evaluation
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Agenda

e Definitions

* PMP Process

* Navigating the Search Feature
* Training Aids

* Demonstration

* Discussion/Questions
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Definitions

Business Process: The term used to describe a task in Workday

Error: a message/warning that is displayed when submitting a process. It must be resolved to
successfully complete the business process.

Milestones: Tasks for the employee to achieve their goals.

Notification: Based on your Security Role, you will receive notifications about a business
process that has been completed. (No Action Required by you)

Search Bar: Use Employee name or FSUID to search or Process (Start Performance Review)

Task: is an action item that goes into your inbox in Workday that you need to complete.
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PMP Business Process Flow Chart
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Tasks to prepare for the PMP

* Review Employee’s Position Information Form (PIF)
* General Purpose/Role of the Position (Goals)
* Essential Functions (Milestones)
* Review Previous PMPs
* Expectations Meeting (Develop Goals with employees)
e Search for employee in Workday
* Enter Goals into Workday
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Position Information Form - Goals

2. GENERAL PURPOSE/ROLE OF THE POSITION

Provide a brief summ ary statement that addresses the purpose of the position and the reason it
exists within the department. A detailed description of job duties will be required in Section 3.

Reporting to the Chief Human Resources Officer {CHRO), this position will provide a broad range of
professional employee relations activities that includes, performance management process for
probationary and annual evaluations, guidance and interpretation of USM/FSU policies and procedures,
employee handbook, corrective action, and memaorandum of understandings (MOU) for collective
bargaining units. Assist and participate in collective bargaining negotiations and grievances. Design and
deliver trainings for new hires, employees, and supervisors pertaining to employee relations, collective
bargaining, and related policy compliance. Assist with administrative responsibilities relating to website
updates, unemployment compensation and financial disclosure filings. Serve on assigned USM/FSU
committees. Maintain confidentiality of sensitive employee information. Report any evolving issues,
problems, and/or concerns to the CHRO.
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Position Information Form - Milestones

Duty and Responsibility % of Time

1

1. | Employee Relations: Advises and trains supervisors on employee relations practices 30%

and strategies including corrective action steps such as counseling, warnings,

performance improvement plans, suspensions, and terminations. Assists in resolving
employee relations issues. Conducts thorough and objective investigations.

2. | Collective Bargaining: Assists CHRO with grievances, disciplinary actions, 25%
investigations, and training that includes, labor negotiations, coalition bargaining, and
hearings. Serves as a resource and consults with supervisors regarding labor matters,
policies, and interpretation of MOU's. Fosters and maintains a positive
union/management relationship.
3. | Performance Management: Oversees and manages the Performance Management 20%
Process (PMP) and system including probationary and annual performance
evaluations. Provides custamer support and training for new hires, supervisors,
faculty, and staff related to goal-setting, ratings, and TrakStar capabilities. Guides
employees and supervisors through the PMP to support department/ FSU goals.
Provides guidance and assistance to assess performance and their leadership skills.
Incorparates Diversity & Inclusion into the PMP. 1 -
4. | Policies & Pracedures: Oversees and monitors HR policies and procedures to ensure | 15%
consistency with FSU/USM policies and procedures, including the Employee i
Handbook. Stays abreast of trends, state and federal employment/ labor laws,

regulations, and best practices. Provides recommendations and assistance in the
development and implementation of the HR policies, procedures, and programs. | |
5. | Other duties as assigned, includes but is not limited to serving on campus committees | 10% [
as assigned by CHRO such as USM Labor Employee Relations Work Group, FSU Labor
Management Committee. Participates in new hire orientation and assigned trainings.
Captures HR metrics. Cross-trains with HR staff to expand knowledge and skills to
support and perform other functions in the department, includes Benefits, HRIS,
Class/Comp, Recruitment, and Training and Development. Manages financial
disclosure filings and ensures required reporting to the Maryland Ethics Commission
for key employees. Reviews and completes unemployment claims,
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Workday Homepage - Brief Introduction

%  Good Morning, Danielle Dabrowski It's Thursday, October 17, 2024
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Individual Goals>Edit
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Edit>Add
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Add>Complete Fields>Save for Later
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Closing Notes

* Error Messages

Event saved. Awaiting submission "

Up Next: Danielle Dabrowski | Revise Goals

View Details
Error

@ 1. Page Error
- FSU Exempt and # of Goals is Greater than 5 (Goal Event)

(Dl Errors: 1 View All
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Closing Notes

* Exempt -5 Goals
* Nonexempt - 3 Goals
 Archive Goals

* Probationary PMPs
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PMP Timeline

. January 2025:

o OHRwill initiate the Organization wide PMP Process (Note: Probationary PMPs will be launched on the day of New Hire Orientation)

. February/March 2025:

o  Employee Self-evaluation

o Manager evaluation of the employee’s performance

o  Meet with employee about the performance review (Adjust goals as needed for next PMP)
o  Employee Acknowledgment

o OHR Acknowledgement

o  Supervisor's Supervisor Approval/Acknowledgment
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Training Aids & Computer Based Training (CBTs)

Access Workday Learning: Click here to go to the Workday Learning login page.
Select Your School: Choose your school’s SSO link from the list provided.

Select Menu in the top left corner.

Select Learning app.

Go to Discover > Browse Learning > enter the topic or job aid name into the
search bar under Browse Learning Content. Tip: use the faceted filters on the left
to narrow down results. Job aids are Lessons under Type.
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myworkday.com%2Fwday%2Fauthgwy%2Fmarylandconnect%2Flogin.htmld&data=05%7C02%7Cdldabrowski%40frostburg.edu%7C2d36416376854b18b14308dcc1eda348%7Cb8f95ed12a184246810403a67478d3a3%7C1%7C0%7C638598473618895450%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=VdRp9RAD1Y8u9JOk0GMtBxuSxRs9IROan4vSer4tp40%3D&reserved=0

Demonstration

7\

workday.

https://www.frostburg.edu/facultystaff/
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https://www.frostburg.edu/facultystaff/

PMP Discussion Points

* Competencies (All are on the PMP)
 Athletics

* Housekeeping
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Questions
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