[bookmark: _GoBack]ePerformance HR Administrators,
We hope the following email communications will help you more easily and uniformly communicate with your staff throughout your first ePerformance cycle.
Scattered throughout this document, you will see several comment balloons that are intended as guidance as you deploy each piece.  Additionally, there are several places in which you will need to insert agency-specific information, noted with “INSERT…”.  Also, please feel free to tailor these emails to your agency’s specific needs.
Should you have questions or need assistance or guidance, please feel free to email or call.

Best Regards,
ePerformance Team
ePerformance@das.ohio.gov
1-800-409-1205 – Prompt # 6

Sample ePerformance Communication Strategy
Target Dates:  months 8 through 13 based upon agency cycle(s)
[Cycle End Date] – Evaluations due	Comment by Justice, Carl 10122333: If more than one cycle, indicate what employee group is included in each.
Expectation:  each agency will manage all internal ePerformance communications, reporting, etc. 

ePerformance will provide:
· Communication template
· Job Aids via ePerformance Toolkit
· Quick Reference Guides via ePerformance Toolkit
· Customer support
Agencies will provide:
· Consistent, timely communication to Manager/Raters and Employees
Manager/Raters and Employees will provide:
· Questions
· Completed performance reviews


TIMELINE
Month 8
Week 1
· Communication launch meeting with agency ePerformance HR Administrators
· Begin communications
1. Kickoff email from agency Director to all employees with new policy attached
2. Targeted email to lead sys admin
3. General reminders/info email to Employees
4. Targeted email to Manager/Raters
Week 2:  Email friendly reminders to all groups
Week 3:  Email Manager/Raters to remind of goal entry deadline
Week 4:  Agency goals entered into ePerformance per agency schedule/timeline
Month 9
Week 2:  Email friendly reminders to all groups
Month 12
Week 1:  Agency review conversations begin
Week 2:  Distribute basic stats:  # in progress, complete, etc. (BI Report PM-77)
Week 4:  Agency review period ends
Month 13
Weekly:  Distribute basic stats:  # in progress, complete, etc. (BI Report PM-77)
Week 4:  Distribute two day warning with basic stats:  # in progress, complete, etc. (BI Report PM-77)
Week 4:  Employee reviews marked as “Complete” in ePerformance

Month 8, Week 1 Communication Drafts
1. Email from Agency Director to All Staff
To:  All Staff
From:  Agency Director
Subject:  Performance Reviews
We are quickly approaching the time of the year when annual performance evaluations are completed.  With the roll-out of the ePerformance module, we have updated our Performance Evaluation policy.  A copy is attached.  Please acknowledge receipt using the vote buttons.	Comment by Justice, Carl 10122333: Attach agency policy prior to sending email.	Comment by Justice, Carl 10122333: Available when composing an email in Microsoft Outlook.
Our schedule for annual evaluations is as follows; note that bargaining unit employees will be reviewed based upon their annual step date:	Comment by Justice, Carl 10122333: This may be removed if your agency as a Memorandum of Understanding or Letter of Agreement to amend current contract.
Cycle End Date – Evaluations due	Comment by Justice, Carl 10122333: If more than one cycle, indicate what employee group is included in each.
Over the coming months, Human Resources will be sending out a series of communications.  The communications will help you become familiar with the ePerformance system by directing you to a number of resources and trainings that are available.  The resources and the trainings have been made possible through the efforts of Human Resources as well as DAS’ Offices of Workforce Administration and Learning and Professional Development.  We appreciate their partnership in making this a success.  
Assistance is also available by contacting one of our ePerformance system administrators:
· INSERT NAME, DIVISION:  OFFICE PHONE NUMBER or EMAIL ADDRESS

2. Targeted email to ePerformance HR Administrators
To:  ePerformance HR Administrators
From:  Lead Agency ePerformance HR Administrator
Subject:  Performance Reviews

With our agency’s performance review cycle ending in a few short months, I wanted to remind you of several key items that fall under your purview as ePerformance HR Administrators.
First, there is one section of the ePerformance evaluation document that is agency-specific; this is the Purpose of Organization and Position section.  For the Purpose of Position portion, remember that we will be using each classification’s Class Concept section.  For the Purpose of Organization, we will be using the agency’s Mission, which is:
INSERT AGENCY MISSION
Second, don’t forget about the many training opportunities that are available to you via ELM and DAS’ Office of Learning and Professional Development.  As system administrators, it is important to understand the system as much as possible in order to help troubleshoot users’ questions.  A key component of understanding the system are the ePerformance BI Reports; please be sure to review the Report Books associated with each report in case you need to offer reporting guidance.
Third, I would encourage you to save the ePerformance Toolkit as an Internet browser bookmark and review the Agency Tier 1 Support Document closely.  This document contains many common issues that employees have encountered along the way and will serve as an invaluable resource as you answer similar questions.
Finally, help encourage employees to not give up throughout the ePerformance review process.  From a change management perspective, it will be important to help employees understand that this is a positive change, one that will help them and their managers obtain a complete view of their performance and development as State of Ohio employees.
Please feel free to contact me with any questions or concerns.  I look forward to collaboratively supporting this process!

INSERT EMAIL SIGNATURE


3. General reminders/info email to All Staff
To:  All Staff
From:  Agency HR
Subject:  Performance Reviews

As our agency moves closer toward annual performance evaluation season, we wanted to remind you of a few key items as you participate in your first ePerformance Review.
First, if you have not already completed the required ePerformance trainings via ELM, please do so by INSERT INTERNAL DUE DATE to gain a better understanding of the ePerformance process and system.  Simply log in to myOhio.gov, click Career Resources, then click the All Learning (ELM) link to get started.  The required ePerformance titles are:	Comment by Justice, Carl 10122333: Feel free to exclude this if you are not making the ELM-based ePerformance trainings mandatory.
· ePerformance General Overview
· ePerformance - Performance Management Tool for Everyone
Second, we would encourage you to register for and attend DAS’ Office of Learning and Professional Development’s course entitled “4 in Core: Actively Engaged in my Performance” with your supervisor’s permission.  This course will teach you how to collaborate with your supervisor to plan, observe and assess your performance throughout the year.  Additional topics include the elements of the performance management process, setting SMART goals, requesting and accepting feedback in a positive way, and learning how to achieve more open and constructive communication in boss and peer relationships.  Visit http://trainreg.das.ohio.gov/ to register.
If you have questions or need additional resources, feel free to reach out to one of your ePerformance System Administrators (listed below).
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
We trust you will find this a smooth, beneficial and informative process.



4. Targeted email to Managers
To:  Agency ePerformance Manager 
From:  Agency HR
Subject:  Performance Reviews 2013

With our agency’s performance review cycle only a few months away, we wanted to remind you of a few key items as you embark upon what may be your first ePerformance Review.
First, Director INSERT LAST NAME has required that all employee goals be entered into ePerformance by INSERT DUE DATE.	Comment by Justice, Carl 10122333: Feel free to edit or remove as necessary.
Second, it may have been several months since you participated in DAS’ Office of Learning and Professional Development’s (OLPD) course entitled, “Performance Management Tool for Supervisors.”  If you need a reminder of the ePerformance System and what its capabilities are, we would encourage you to enroll in “Using ePerformance for Performance Management (Refresher).”  Simply log in to myOhio.gov, click Career Resources, then click the All Learning (ELM) link to get started.
Third, we would encourage you to register for OLPD’s Supervisory Excellence courses, which cover many topics related to performance management.   Course titles include:
· Coaching with Positive Expectations
· Goal Setting for Enhanced Performance
· Redirecting Employees to Improve Performance
· Writing and Giving a Performance Review
Click here to review the upcoming OLPD training schedule and to register.
Should you have questions or need additional resources as you progress through the ePerformance form, feel free to reach out to one of your ePerformance System Administrators (listed below).
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
We trust you will find this a smooth, beneficial and informative process.


Month 8, Week 2 Communication Drafts
1. Targeted email to ePerformance HR Administrators
To:  ePerformance HR Administrators
From:  Lead Agency ePerformance HR Administrator
Subject:  REMINDER: Performance Reviews

As I’m sure you are well aware, our agency’s performance review cycle kicks off in a few short months.  As the cycle date listed below draws nearer, I wanted to pass on a few friendly reminders.
Cycle End Date – Evaluations due	Comment by Justice, Carl 10122333: If more than one cycle, indicate what employee group is included in each.
First, don’t forget to bookmark and review the ePerformance Toolkit, especially the Agency Tier 1 Support Document.  This document contains many common issues that employees have encountered along the way and will serve as an invaluable resource as you begin answering similar questions.
Second, I am happy to share a video-based refresher resource for your use.  DAS’ Office of Learning and Professional Development has produced several videos that outline and demonstrate the various tasks that Managers and ePerformance HR Administrators complete within ePerformance.  Visit the ePerformance Toolkit page’s Training Materials section to view these videos.
As always, please feel free to contact me with any questions or concerns.  I look forward to collaboratively supporting this process.

INSERT EMAIL SIGNATURE



2. Targeted email to Managers
To:  Agency ePerformance Managers
From:  Agency HR
Subject:  REMINDER: Performance Reviews

As we’re sure you are well aware, our agency’s performance review cycle begins in a few short months.  As the below dates draw nearer, we wanted to pass on a few friendly reminders.
Cycle End Date – Evaluations due	Comment by Justice, Carl 10122333: If more than one cycle, indicate what employee group is included in each.
First, attached is a document which contains our agency’s mission as well as instructions on obtaining the purpose of position.  Once you begin creating your employees’ evaluation forms, you may use this as a quick-reference guide to help streamline the creation process.	Comment by Justice, Carl 10122333: Will need to be created by each agency.
Second, we are happy to share a video-based refresher resource for your use.  DAS’ Office of Learning and Professional Development has produced several videos that outline and demonstrate the various tasks that Managers and ePerformance HR Administrators complete within ePerformance.  Visit the ePerformance Toolkit page’s Training Materials section to view these videos.
Finally, if you haven’t already done so, we would strongly encourage you to complete “Using ePerformance for Performance Management (Refresher).”  Again, log in to myOhio.gov, click Career Resources, then click the All Learning (ELM) link to get started.
Should you have questions or need additional resources as you progress through the ePerformance form, feel free to reach out to one of your ePerformance System Administrators (listed below).
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
We trust you will find this a smooth and beneficial process.

Month 8, Week 3 Communication Draft
To:  ePerformance Managers
From:  Agency HR
Subject:  REMINDER: Goals Must be Entered by INSERT DAY, DATE	Comment by Justice, Carl 10122333: Feel free to omit this communication if it does not fit your agency’s model.

Please remember that per Director INSERT LAST NAME’s request, goals for all employees must be entered into ePerformance no later than INSERT DAY, DATE.
Also, don’t forget about the new refresher videos, which outline and demonstrate the various tasks that Managers and ePerformance HR Administrators complete within ePerformance.  Visit the ePerformance Toolkit page’s Training Materials section to view these videos.
Please contact us if you need assistance.
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS


Month 9, Week 2 Communication Draft
To:  All Staff
From:  Agency HR
Subject:  REMINDER: Performance Reviews

As we’re sure you are well aware, our agency’s performance review cycle kicks off in the coming months.  As it draws nearer, we wanted to pass on a few friendly reminders.
If you have not already completed the required ePerformance trainings via ELM, please do so by INSERT AGENCY DUE DATE to gain a better understanding of the ePerformance process and system.  Simply log in to myOhio.gov, click Career Resources, then click the All Learning (ELM) link to get started.  The required ePerformance titles are:
· ePerformance General Overview
· ePerformance - Performance Management Tool for Everyone
If you have questions or need additional resources, feel free to reach out to one of your ePerformance System Administrators (listed below).
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
We trust you will find this a smooth and beneficial process.


Month 12, Week 2 Communication Draft
To:  Agency ePerformance Managers
From:  Agency HR
Subject:  Performance Review Cycle Progress

We are now two weeks into our Performance Review Cycle.  I am happy to report the following progress numbers:	Comment by Justice, Carl 10122333: If this only pertains to a portion of employees, indicate what portion here as well.
· # and % In Progress
· # and % Available for Review
· # and % Acknowledged
· # and % Review Held
· # and % Completed
As you can see, we are making great progress!  Continue relying on your ePerformance System Administrators (listed below) for any issues.
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
Happy Reviewing!


Month 13, Weekly Communication Draft
To:  Agency ePerformance Managers
From:  Agency HR
Subject:  Performance Review Cycle Progress

We are now INSERT NUMBER OF WEEKS into our Performance Review Cycle conversations.  I am happy to report the following progress numbers:	Comment by Justice, Carl 10122333: If this only pertains to a portion of employees, indicate what portion here as well.
· # and % In Progress
· # and % Available for Review
· # and % Acknowledged
· # and % Review Held
· # and % Completed
With a little more than five weeks to go, we are making great progress!  Feel free to contact your ePerformance System Administrators (listed below) with questions or concerns.
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
Thanks for great continued progress!


Month 13, Week 4 Communication Draft
To:  Agency ePerformance Managers
From:  Agency HR
Subject:  Performance Review Cycle Progress

With only two days remaining of our Performance Review Cycle conversations.  I am happy to report the following progress numbers:	Comment by Justice, Carl 10122333: If this only pertains to a portion of employees, indicate what portion here as well.
· # and % In Progress
· # and % Available for Review
· # and % Acknowledged
· # and % Review Held
· # and % Completed
With a little more than five weeks to go, we are making great progress!  Feel free to contact your ePerformance System Administrators (listed below) with questions or concerns.
· INSERT NAME, DIVISION/LOCATION/INSTITUTION:  OFFICE PHONE NUMBER or EMAIL ADDRESS
Thanks for great continued progress!
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