Annual Performance Appraisals in Oracle: A Guide
for Team Members

The TriHealth annual performance appraisal process is critical to delivering on our TriHealth brand
promise that all team members are seen, heard and valued. As you and your leader prepare for this

important discussion, you are encouraged to take the time to complete your annual self-evaluation
by November 16, 2023.




While self-evaluations are voluntary, you are strongly encouraged to take the time to provide

your leader with input on how you have performed over the past year, providing not only ratings, but
also specific examples of how you demonstrated SERVE, Always Behaviors and how you

deliver on your job responsibilities.

@ Note that your leader may require you to complete the Self-

Appraisal.

The following information provides you a step-by-step
process of how you can complete your self-evaluation.

Access Oracle from the Bridge Homepage. You will immediately be taken

to the Oracle site where you will sign-in.
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Once you are in Oracle, you will see the Help Center, which houses step-
by-step guides and instructions you need to complete your Self-

Evaluation.
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Once you have navigated to the Help Center, you can click on the icon or
search (1) “Performance Appraisals.” Be sure to select the (2) “Complete
Team Member Self-Evaluation® guide and follow the on-screen

instructions.
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From the main page of Oracle, select (1) “Me" and then (2) “Career and

Performance.”

Good afternoon,

Locate the (1) "Current Task: Team Member Self-Evaluation” to open the

evaluation.



Career and Performance

It's time for 2024 Team Member Performance Appraisal.

Current Task Due Date
Team Member Self-Evaluation 115724

There are a total of FOUR sections that you will need to complete

as part of your Self-Evaluation:

° Serve & Always Behaviors

° Quality, Service Excellence and Patient Satisfaction: Your leader will provide you with the
rating to select based on your department’s external or internal service score. If you are

unsure — select "3 — Successful” and your leader will update it as needed.

° Job Responsibilities: All team members in the same job code are evaluated on the job
responsibilities that appear on the job description. Consult your leader with any

questions.

° Development Planning and Goals: Your comments are required in order to submit your

self-appraisal to your leader.

Click on (1) “Evaluate” to complete the Serve & Always Behaviors portion

of the evaluation.



Employee Calculated Rating

Employee Calculated Rating

Complete all your self-ratings for (1) Serve and Always Behaviors.
Comments are optional but strongly encouraged. Be sure to select

(2) “Save and Close” when you are finished or want to come back later.

Evaluate Topic SERVE & Always Behaviors




Click on (1) "Evaluate” to fill out and complete the Quality, Service

Excellence and Patient Satisfaction section.
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Development Planning and Goals

Complete your self-rating for (1) Quality, Service Excellence and Patient
Satisfaction. Comments are optional. You leader will provide the rating for
this item. If you are unsure, select "3-Successful.” Next, select (2) “Save

and Close” when you are finished or want to come back later.

e Excellence & Patient Satisfaction




Click on (1) "Evaluate” to fill out and complete the Job Responsibilities portion

of your evaluation.

Employee Calculated Rating

Complete all your self-ratings for your Job Responsibilities. Comments are
optional but strongly encouraged. Note that the weights are evenly
distributed among your Job Responsibilities. Your leader will adjust the
weights as needed after you submit your Self-Appraisal. Be sure to select

(1) “Save and Close” when you are finished or want to come back later.



Evaluate Topic Job Responsibilities

Click on (1) "Evaluate” to complete your Development Planning and Goals.

Employee Calculated Rating

Employee Rating Employee Calculated Rating

(1) Responses to both questions as seen below are REQUIRED. Select

(2) “Save and Close” when you are finished or want to come back later.



Now that you have successfully filled out your Self-Evaluation, you are
able to (1) "Print" a hard copy and (2) “Submit” the form to be forwarded on
to your 1-up Leader. Additionally, you can select the (3) back arrow to

come back and complete the form at another time.

@ IMPORTANT! If you receive an error message, please check that

you have rated all items and have responded to the 2



Development Planning and Goals questions.

Error

You must respond to all the required questions. (HRT-875114)

Let's walk through the step-by-step process of how you can
sign-off on your Team Member Appraisal.

Your 1-up leader will share your completed form for your digital sign-off

following your annual Performance Appraisal discussion. Once you are in
Oracle, you will see the (1) Help Center, which houses step-by-step guides
and instructions you need to sign-off. Select the (2) “Sign Team Member

Performance Appraisal’ guide and follow the on-screen prompts.
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Select the (1) “Current Task: Team Member Confirms Review Meeting Held

with Digital Sign Off",

It's time for 2024 Team Member Performance Appraisal.

Current Task Due Date
o Team Member Confirms Review Meeting Held With Digital 118724

Sign-Off

Click on (1) "Continue” after reviewing the final document.
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Click (1) the box to serve as your digital signature, add any final comments

and click (2) "Submit.”

Team Member Confirms Review Meeting Held With Digital Sign-Off

Thank you for taking the time to review each of these important steps for

your Annual Performance Appraisals.

If you have any questions, be sure to reach out to your leader.
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