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Introduction

Overview

The annual performance review meeting should take place with you and your colleague, between August and
October. It consists of an end of year performance review, objective setting, and continuous professional
development plans.

During this meeting, you should discuss your colleague’s performance against their set objectives and give them a
rating. Once the meeting has taken place, you will need to complete your colleagues review form and input their
rating into iTrent People Manager.

This guide will go through the steps to enable you to log into People Manager and process your employee’s
performance review.

The performance management policy if required, can be found here 2021-09 NCG Performance Management Policy

(ncgrp.co.uk)

How to login

ITrent can be accessed via the NCG intranet http://intranet.ncgrp.co.uk/SitePages/Home.aspx and clicking the
iTrent people manager icon.

Hello People Manager
»

NcG  F B A

iTrent People Manager

Once link has been clicked it should automatically take you to your manager dashboard. If this does not happen,
please put your Username and Password into the appropriate boxes and click ‘login’. Note: Your credentials are the
same as logging into your work PC

iTrent application

iTrent
Login a

* Username (required)

= )

* Password (required)

ST

@ Contact administrator

Powered by MHR
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Completing the Review Form

How to complete the review form in iTrent

Once you have held your annual review meeting with your colleague, log into iTrent and go to the home page.
Select People on the home page.

“®: Good afternoon Victoria, welcome back! You last logged in 2 minutes ago

‘ Task redirections > ‘
FANCG I:l PAYROLL
POLICIES H_S iTrent Reporns S
NCG Policies Payroll and Cut-off Dates People Portal & Organisation chart >
My to do list (0) / Processes (0) Nobody is out of the office today
To Do
O M
M= v
Organisation chart Insight builder

A search bar will appear on the left-hand side, in which you can find the person by their surname, then click
Performance management

LINKS

> Annual Leave > Sickness > Matemnity / Paternity / Adoption

> Non sickness Absence > Time and Expenses v Performance Management > Leaver
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Click End of year Appraisal.

Performance review Form

The following will appear, click on Generate.

End of year Appraisal

Life cycle 2020/21 EOYR LifeCycle v MENU

New End of Year Review

Manager Completes End of Year Review Form
Target end date: 18 October 2021

~ (© End of Year Review

Action responsibility: | N NEGEGENG<zNGzG

Manager Completes End of Year

Review Form

GENERATE

Colleague completes End of Year

Review Form

End Life Cycle

Then click on start:

Performance review form 2020/21 EOYR Form @ G 0

& End of Year Review
& Colleague Confirmation

-

Reviewing the successes and challenges of the previous year is an
important part of how we recognise, value and develop people at NCG.

The annual End of Year Reviews provides the opportunity for managers
and colleagues to discuss performance against their objectives, the
personal development that has been completed, and how our
organisational values have been demonstrated. Each objective and
organisational value is given a performance rating, with a final overall
rating attributed to the overall performance.

These eForms are used to capture the key ratings decided upon from
the discussions that you have during your End of Year Review. The
manager has the responsibility of recording these and the colleague of
reviewing and confirming them

If you require any guidance on how this eForm should be completed
please visit the Performance Management section of the People Portal
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Next fill out the form. Add the date and use the appropriate option buttons, further below is a text box where you
can add further information and a drop-down box to select the overall rating score.

Performance review form end of Year Review (1 of 2) @ G 0
‘ >

Colleague name

sontite [

Manager Name

Date of Session 17/09/2021 g =

Please select a Performance Rating below for the colleague's performance against their
objectives as a whole. This will then contribute to the colleague's 'Overall Rating' alongside
their performance against our Values.

Detail on the individual objectives are included below for information only. No rating of
individual objectives is required on the system.

Partially Not
Achieved | Achieved Achieved

Objectives Performance ® (@) @) O

> Objectives (0)

Exceeded

Press Save and then press Summary.
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Please select a Performance Rating below for the colleague's performance against each of our
Values. These ratings will then contribute fo the colleague's 'Overall Rating' alongside their
performance against their Objecfives

Partially Not
Achieved | Achieved

Exceeded | Achieved

Being both inclusive and diverse ®
Trusting and respecting our communities ®

Taking ownership whilst working
collaboratively ®

Inspiring excellence and curiosity ®

Discussion Summary (optional)

Please select an Overall Rating for the colleague’s Performance for the year. This should be
based on their performance against both their objectives and our Values

Overall Rating Exceeded Expectations

For the Manager - Please remember to submit your completed eForm. You can do this from the Summary

screen by first clicking the ‘Summary’ button below and once on the Summary screen clicking the ‘Submit’
button.

For the Colleague - Once you have reviewed the eForm please click ‘Next' to complete your confirmation.

D | [

Finally press Submit.
Note: It's essential to press submit as the appraisal will show as an outstanding action for the manager to complete
on the weekly appraisal report.

Performance review form

e -

& Colleague Confirmation

Reviewing the and chall of the previous year is an
important part of how we recognise, value and develop people at NCG.

The annual End of Year Reviews provides the opportunity for managers
and to discuss perfc against their objectives, the
personal development that has been completed. and how our
organisational values have been demonstrated. Each objective and
organisational value is given a performance rafing, with a final overall
rating atfributed to the overall performance

These eForms are used to capture the key ratings decided upon from
the discussions that you have during your End of Year Review. The

has the ibility of ing these and the colleague of
reviewing and confirming them

If you require any guidance on how this eForm should be completed
please visit the Performance Management section of the People Portal

The End of year Review will now have a green tick to show that your section has been completed.
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An email will go to the Employee to complete their section in self-service. Once they have completed this, you will
receive an email stating this.

Colleague confirmation will now show with a green tick and this will show that the performance review is fully
complete.

Performance review form 2019/20 EOY Review

@ End of Year Review
@ Colleague Confirmation

Reviewing the successes and challenges of the previous year is an
important part of how we recognise, value and develop people at NCG.

The annual End of Year Reviews provides the opportunity for managers
and colleagues to discuss performance against their objectives, the
personal development that has been completed, and how our
organisational values have been demonstrated. Each objective and
organisational value is given a performance rating, with a final overall
rating attributed to the overall performance.

These eForms are used to capture the key ratings decided upon from
the discussions that you have during your End of Year Review. The
manager has the responsibility of recording these and the colleague of
reviewing and confirming them

If you require any guidance on how this eForm should be completed
please visit the Performance Management section of the People Portal
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