
1.Click the         Learner menu option on the left side of your Westgate Learn application
window to reach the Learner View.

2.From the Menu, click Development and then Performance Reviews.

How to Submit a Performance Self-Evaluation

Navigate to your Performance Evaluation and click Start Self-Performance Review. 
Past cycle evaluations are marked Completed and carry a different date range than this
cycles. 
You can reference last cycle’s self-performance evaluation and completed performance
evaluations.



1.Verify that your direct manager’s name is showing. This is your Reviewing Leader.
Please report any issues to learn@westgateresorts.com.

2.Click Start Self-Performance Review.

You will see the sections that make up your evaluation:
Competencies
Open-Ended Questions

Click Continue.



Last year we moved evaluations out of paper and into Westgate Learn. This year they are
built on One Standard of Excellence: The Westgate Competency Model.

Competencies describe what great performance looks like in observable behavior rather
than in general impressions. That does three things: it makes ratings more consistent
between leaders, it gives Team Members a clear picture of what to work toward, and it
connects your evaluation to the goal setting and training already aligned to the same
model.

Take the One Standard of Excellence: The Westgate Competency Model course to learn
more. https://app.schoox.com/academy/WestgateResorts/learner/course/13390289/about

All performance evaluation overall ratings are now an average of the competency
scores.
Team Members at the individual contributor level will be evaluated on only the five
core competencies highlighted blue below. Supervisors and above will include seven
additional leadership competencies for a total of twelve. 

https://app.schoox.com/academy/WestgateResorts/learner/course/13390289/about


1.There are five (Individual Contributor) or twelve (Supervisor and above) competencies
listed to rate. 

a.Carefull read the description of the competency and the behaviors. The behaviors
are specific to your job level. 

b.Select the rating from the drop-down. Click the icon next to the drop-down to
view a description of the ratings. 

c.Enter your rating rationale into the text box. The text box accepts text and links,
but not uploaded media like images or videos.

d. If you would like to submit additional media to your review, please upload it to a
SharePoint website that is accessible by your reviewing leader.

2.Click Next to save your response and navigate to the next competency. 



You can confirm that your response was saved by verifying that the green highlight, check
mark, and updated progress bar.

After rating all of the competencies, you will be presented with four open-ended
questions. These are not scored, but add additional context to your performance
evaluation. Enter your response in the text box, and click next. 



You will see your Total Score for your self-evaluation. Click Submit to submit your self-
evaluation to your manager.  *Note, you cannot make changes after submission, so double
check your responses! 



Click Exit Performance Review.

You can verify that your self-evaluation was submitted by checking for the
indicator.    



What’s next?
Your performance evaluation has been sent to your direct manager. They will be able to
view your submitted scores and comments as they complete your evaluation.

Your manager will schedule a performance conversation with you to review your
evaluation and release it to you. Afterwards, you will be asked to log-in to Westgate Learn
to sign-off on your completed evaluation.

1.Click the         icon on the left side of your Westgate Learn application window to reach
the Learner View.

2.From the Menu, click Development and then Performance Reviews.

How to Sign-Off on an Evaluation: 



End of guide.

Click Sign Performance Review.

Click View Manager Feedback.

Click Next to review each section of the performance evaluation. 
Click the empty “Sign-Off” box to sign-off on your completed evaluation. 
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