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Workday: Mid-Year Check-in Classified Staff

The Mid-Year Check-In provides a formal opportunity for supervisors and employees to discuss the employee’s
overall performance to-date. These conversations are key to clarifying expectations and managing ongoing
performance. At a minimum, one documented progress review should be conducted between the employee
and supervisor mid-cycle. The process is initiated by the supervisor who receives a task in Workday.

Manager Steps

1. Log into Workday and click on the Manager Evaluation Classified Mid-Year Check in task.
2. Read the help text then click Get Started.
Complete Manager Evaluation Manager Evaluation: 2024-2025 Classified Mid-year Check In: | RN

Review Period  08/01/2024 - 02/28/2025

Complete this step in Workday then schedule time with your employee. Do not click Submit until after the meeting with the employee so you can make edits as needed.

3. For the Mid-Year Check-in, most sections are not required.
a. Click on the Individual Performance Measures section for goals.
i. Click Add.

Complete Manager e

Evaluation

Manager Evaluation: Individual Performance Measures
20242025 Classified Mid-year

Check In: Performance objectives are goals, set by managers with employees, to achieve throughout the academic year. Geals should be SMART (specific, measurable, attainable, relevant, time-bound).
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ii. Click on the Add Add Existing | Search
Existing drop
down and select
the relevant
goals for the
current year.

iii. Click Next.
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b. Click on Overall Assessment of Employee section on the left menu.
4. On the Overall Assessment of Employee screen, add Comments you want to share with the

employee. Click Next.

Complete Manager
Evaluation

Overall Assessment of Employee

“This saction Is o provide everall comments for tho mplopos on how ey are progressing.

Manager
Comment | ot BOTOUA S E

5. On the Review and Submit screen, do not click submit until you meet with the employee. If you click
submit you will not be able to make any edits to your comments.
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a. Once you meet with your employee, you can come back to the Workday task, click on Review
and Submit then click on Submit.

01.23.2025 Page 2| 3



COLORADO SCHOOL OF

MINES

Employee Steps

1. Log into Workday and click on the Provide Employee Review Comments task.
Click on Get Started.

2. Select the Acknowledgment section on the left menu. Provide Employee Review |
3. Click on the Status drop down menu and select Acknowledge Review and Manager BV,
H Check In:|
Agree. Add comments if you prefer. . o= [
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Evaluated By}
Provide Employee Review |- &
Comments
anager ion- Ack led t
24024792022% cknowledgemen @ summary
rcheckln:- Employee O Acknowledgement
07/01/2024 - 01/31/2025 Status * | Search = ———
Evaluated By: e e -
Comment ©
&
Summary
i Acknowledgement Process History

Manager Steps
1. Log into Workday and click on the Manager Evaluation task.
2. Click on Get Started.
3. Select the Acknowledgment section on the left menu.
4. Click on the Status drop down menu and select Manager Review and Sign Off. Add comments if you

prefer.
5. Click Submit. This completes the process.
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