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II Importance of Annual
Evaluations

Pe F{ormance

* Increase Employee Engagement

* Create career growth E Va /”df[@ﬂ
* |dentify training needs
* Clarify expectations

* Evaluate goals




What is ePerformance?

ePerformance is a robust, web-based,
self-service performance solution
that will improve the evaluation
process.




Areas of Evaluation

Goals Job Duties
VAY) (40%)

Performance
Factors

(20%)

MGA Values
(15%)







Job Duties

Human Resources Generalist
Office of Human Fesourcas

JOB SUMMARY

Thiz position performs duties and services to support the operations of the Human Rezource: (HE) department. The position
zerves as a subject matter expert in HE related competenciaz such zs recnutment, employment tranzactions, policy

compliance, benefit zdmpustration, onboardmg, data reporting, and other related HE functional arezs. The primary
rasponzibility of this position pertains to managmg the onboarding, off-bearding, recruitment, and hiring of smplovees.

MAJOR DUTIES

T0%%

# NManages and npdates all employee transactions in the HRIE to ensurs accurate pay and benefits for emplovees.

* Peorformz employes hiring processes; to include backszround checks, compliance with USCIS Form I-9

requirements and onbearding of emplovees.

Conducts employes orientations and assists with benefit entollment.

Prepare offer letters for employass to meluds hires, promotions, fransfers, and other changes.

IMzintain employves parsonnel files to anzure compliance with record-keeping polices.

Provides support to emplovees in various bensfits related topics such as FMLA leave, Worker's compensation,

Shared Sick leave, dizsability claims, retirement, and other banefitz questions.

* (Counszel: employess on vanou: HE topies and funetions; communmicates and shares an understandmng of
mstitution policies and procedures, employment laws, standards and other govermnment ragnlations.

*  Aczizts with recruitment and hirmg processez by revisw and development of job deseniptions, posts job
openings, administers applicant tracking system, and conduocts finzl review of search matenals.

*  Adwise, train, and troublashoot on applicant svstem access and processes for hiring manazers and search
committes members.

*  (Conducts off-boarding of emplovess to melude sxit mterviaws.

* Parficipates in developing departmental guidelines and procedures.

30%

Proces:z employee separations and notifications to appropriate retirement and benefit admmistrators.

Enzures employment verificztion of rehured ratirses.

Razponds to inguiries pertamme to unsmployment claims.

Aszists in monitoring various reperts from the Shared Services Center.

Aszists with annual events such as open anrollment and reception for retirees.

Aszists with the coordmation of paperwork associated with the Family and Medical Leave Aet (FMLA) and

ADA aceommeodation requests.

#  Aggxist with the mamtenancs of the HR. webpage and online employves directory.
#  Performs other job related duties as assigned.

ENOWLEDGE EEQUIRED TO BE SUCCESSFUL

Knowledge of current faderal and stats smplovment law and regulations.
Enowledge of human resources principles, practices, and proceszes.
Enowledge of the recrnitment process.

Enowledge of personnel fils maintsnance.

|
Human Fesources Generalist
Office of Human Fesources

JOB SUMMARY

This position performs duties and services to support the operations of the Human Resources (HR) department. The position
serves as a subject matter expert in HE related competencies such as recruitment, emplevment transactions, policy
compliance, benefits admimstration, onboarding, data reporting, and other related HE fimctional areas. The primary
responsibility of this position pertains to managing the onboarding, off-boarding, recruitment, and hiring of emplovess.

MAJOR DUTIES

Recruiting and onboarding 30%

» Performs employee hiring processes; to include background checks, compliance with USCIS Form I-9
requirements and onboarding of emplovees.

*  Prepare offer letters for employees to melude hires, promotions, transfers, and other changes.

»  Asgists with recruitment and huring processes by review and development of job descriptions, posts job
openings, admimsters applicant tracking svstem, and conducts final review of search matenials.

» Aduvise, frain, and troubleshoot on applicant system access and processes for hining managers and search
committes members.

Employee Administration & Support 4094
» Manages and updates all employes transactions in the HRIS to ensure accurate pay and benefits for employvees.
+  DMaintain emplovee personnel files to ensure compliance with record-keeping polices.
» Counsel employees on various HE topics and finctions; commumnicates and shares an imderstanding of
imstitution policies and procedures, emplovment laws, standards and other zovernment regulations.
» Conducts off-boarding of emplovees to include exit interviews.
* Participates in developing departrental guidelines and procedures.

Benefits Administration 30%

* Process emploves separations and notifications to appropriate retirement and benefit administrators.

» Ensures employment verification of rehired retirees.

+ Responds to inquiries pertaming to imemployment claims.

*  Asgists in monitoring various reports from the Shared Services Center.

*  Aszists with anmuoal events such as open enrollment and reception for retiress.

*  Aszizts with the coordination of paperwork associated with the Family and Medical Leave Act (FAMLA) and
ADA accommodation requests.

»  Asgist with the maintenance of the HE. webpage and online emploves directory.

* Performs other joh related duties as assigned.

+  Conducts emplovee orientations and assists with benefit enrollment.

* Provides support to employees in various benefits related topics such as FMLA leave, Worker's compensation,
Shared Sick lezve, disability claims, retirement, and other benefits questions.

KENOWLEDGE REQUIRED TO BE SUCCESSFUL

» Knowledge of current federal and state employment law and regulations.
+ Knowledge of human resources prineiples, practices, and processes.




Communication

The extent to which employee is
proficient and professional in

oral and written communication.

This includes listening,
understanding, remembering,
and following oral or written
instructions; asking for
clarification when necessary and
providing information to others
in a clear, complete and concise
manner.

Performance Factors

Customer Service

The extent to which the
employee provides a customer
friendly environment and
superior service to our clients,
patients, coworkers, supervisors,
subordinates, faculty and
students. The employee resolves
customer needs with confirmed
satisfaction, responsiveness, and
outcomes.

The extent to which employee is
a self-starter, shares new ideas
for doing things, and is willing to
assume additional duties when
necessary. Displays positive
attitude and willingness to
improve both personally and
professionally in a constantly
changing environment.

Job Knowledge

The extent to which employee
understands their job duties and
responsibilities and applies the
practical and technical
knowledge and skills required for
the position.

Adherence to University
Policies

The extent to which the
employee follows system,
college/university and
department-specific policies and
procedures (dress guidelines,
professionalism, administrative
policies & procedures).

Quality of Work Interpersonal Relationships Reliability/ Attendance Critical Thinking

The extent to which employee's work is
consistently accurate, thorough, and is
accomplished in a professional manner.
Employee works efficiently and
productively while effectively managing
resources (labor, time, materials, etc).

The extent to which employee
cooperates, works and communicates
with internal and external customers
such as clients, patients, coworkers,
supervisors, subordinates, faculty, and
students. The employee has the ability
and willingness to work effectively
within a team and support others as well
as accept support and feedback when
needed to accomplish task or mission.

The extent to which an employee can be
relied upon regarding task completion
and follow-up. The employee meets
deadlines with accuracy, work quality
and customer satisfaction. Employee has
an acceptable overall punctuality and
attendance record.

The extent to which the employee
demonstrates proper judgment in
decision-making and displays effective
problem-solving skills.



Organizational
Development

Fiscal/ Budget
Management

Strategic Planning

Delegates and directs effectively; shows respect, confidence
and trust in others; sets realistic goals and performance
objectives; Builds department and personnel capacity
through succession planning.

The effectiveness with which the individual uses and
allocates financial resources and keeps expenditures within
approved budget.

The extent to which the employee is receptive to new ideas
and has the ability to adjust to change with minimum
disruption to productivity. Contributes useful ideas for
improved performance.

The effectiveness to which the leader sets priorities,
secures and utilizes resources, strengthens operations,
ensures that employees and other stakeholders are working
toward common goals, establishes agreement around
intended outcomes/results, and assesses and adjusts the
unit's directives based on the needs of the University.

Additional
Performance
Factors for
Leaders Only



Evaluating MGA Core Values

Reminding us of our moral Recognizing that learning isa A cornerstone of human These values underpin that
and public commitment to social activity and that we growth, individual and of learning, the reason we
the people we serve on and  cannot fulfill our mission of  collective, and necessary exist as an institution and
off campus and tasking each  public higher education hallmark of progress and why students entrust us and

of us with the responsibility  without collaborating with success, requiring us to lead  also what we each must do

to marshal our time, talents, those on our campuses and and manage change — not be continuously as faculty and

and resources for the outside our doors in our simply affected by it. staff to stay abreast of

"Common Good". communities. expanding and changing
fields of knowledge and
grow professionally.

“Our Values unify us and help us to “SEAL” our success as a university.” President Christopher Blake



Evaluating MGA Core Values

\

eShares ideas and suggestions
eShares knowledge and
expertise

*Exhibits exceptional teamwork
eProvides constructive feedback

N

(-Willingness to adopt new processes,
skills, and opportunities

#Stepping outside of comfort zone
eCollaborative
eReadiness to embrace new ideas

(

Adaptability Engagement J

\

- Learning Stewardship

eAdherence to university policies

and procedures.

* Effective use of time and

resources

eEmbracing the university’s

mission, vision, and values

ePromote the university and its
sustainabilitU

eCommit to professional growth.

oSkills updated and engaged in
self-directed learning

eDevelopment in mentoring or
being mentored

eConnecting learning to

\organizational improvement




Rating Scale

Rating Scale Behavioral Indicators

Exemplary

Superior

Successful

Emerging

Not Successful

Outstanding performance that
constantly exceeds milestones.

Good, solid performance that fully
meets milestones and on occasion
exceeds milestones.

Good solid performance that
meets all milestones.

Performance falls short of the
minimum criteria and standards of
milestones. Immediate and
substantial improvement is
needed to address this area.

Performance in this area is
inconsistent and does not meet
milestone. Performance feedback
and efforts to reinforce
competency may provide the tools
to achieve success.

Displays advanced knowledge
and skills
Proactively seeks new challenges.

Demonstrates strong, consistent
leadership.
Results add value.

Shares knowledge and skills
appropriately.
Meets expectations.

Work behavior occasionally fall
below required levels.
Improvement required.

Could be attributed to newness
on the job, missing skills, etc.

Lacks the knowledge of the
position to accomplish goals.
Has not demonstrated the ability
to retain key job knowledge.
Does not seek development
opportunities.
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Performance Evaluations Process Flow

Step 1 -
Create Evaluation
Documents

Step 2 -
Define Criteria
(goals,
performance
factors, etc.)

Step 3 -
Checkpoint 1
Review Defined
Criteria

Step 4 -
Finalize Criteria
and launch
evaluation

Step 5 -
Nominate
additional

participants
(optional)

Step 6 -
Complete Self
Evaluation

Step 7 -
Complete Manager
Evaluation for
discussion

Step 8 -
Finalize evaluation
(obtain signatures,

close review
period, etc.)

Employee
Manager
Human
Resources

- N N N N .

i

e




Define Criteria: Log into OneUSG. In Manager Self Service, Choose Team Performance Tile.

Manager Self Service v < 3of5 >

Review/Approve EDR . Delegations . My Team . Approvals

[—— ol

o © & &

GI>|

3
Manage Positions . Review Transactions | Company Directory . Talent: Degrees&Certifications
o 00 21X 0 2=
|

B

4 Team Performance h Open Jobs Create Job Opening

Team Time

@ A
) Ao

4 Exceptions \ 3 In Progress Documents y 1

‘ My Forms ﬁeip System Manager Reporting TL Approval Compliance

S v

m
m




Define Criteria: Under “Current Documents”, choose the team member to evaluate.

7

Team Performance

il Current Documents

[Z] Delegated Documents

“= Historical Documents
% View-Only Documents
1 Approve Documents

1 View Approval Status

Current Documents

Name / Job Title

Sylvia Register
Payroll & System Implement Mgr

Tiffany Leslie
Human Resources Generalist

Ruby Ronca

Human Resources Specialist

Document Type

USG Annual Review for Staff

USG Annual Review for Staff

USG Annual Review for Staff

Document Status

Define Criteria

Define Criteria

Define Criteria

Period Begin/ Period End Next Due Date

01/01/2024

12/31/2024

01/01/2024

12/31/2024

01/01/2024

12/31/2024

12/31/2024

1213172024

12/31/2024

3 rows

I




Define Criteria: Add Goals for Annual Evaluation.

357

Performance Process

Performance Process
Steps and Tasks

Tiffany Leslie
U5G Annual Review for Staff
0140142024 -

*' © Defing Criteria
Cue Date 12/31/2024

© Update and Approve

' O Checkpoint 1
Due Date 11/01/2024

*' O Finalize Criteria

Due Date 1273142024

*' Q@ nominate Participants

Due Date 1273142024

?' O Review Participant Evaluations

Cue Dats 12/31/2024

* O Review Self Evaluation
Cue Dste 12/31/2024

vo Complete Manager Evaluation
Cue Date 12/31/2024

1213172024 Overview

USG Annual Review for Staff

Define Criteria - Update and Approve
Tiffany Leslie

‘Actions -
Job Title Human Resources Generalist
J Document Type  USG Annual Review for Staff
J Template Staf-Mo Add/Mo Aprvl/inst Val

Status  In Progress

Manager
Period
Document 1D

Due Date

Pamela Booker
01/01/2024 -
35150
12/31/2024

12/31/2024

1. Review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during this the performance period.
2. Make any necessary adjustments to the criteria and review your changes with the employes.
3. Once the performance criteria is corect select the approve button to complete this step.

Goals Job Duties Performance Factors Values

~ Section 1 - Goals

Goals will be evaluated by: Employee, Manager, Other
& Add ltem

v Goals Summary

Section Weight | 25

% (not less than 25%)

v Audit History

Created By Ruby Ronca

03/18/2024 10:27:06AM

=

EjPrint | (=1 MNotify | @) Export




DEfi ne Crite ria: Goals Job Duties Performance Factors Values
Add Goals (cont.)

v Section 1 - Goals

Goals will be evaluated by: Employee, Manager, Other
& Add ltem

v Goals Summary

SectiDnWeight| 25

% (not less than 25%)

Performance Process

Performance Process

Performance Process © «| Use Annual Review for Staff Reriormalice Process @ «| UsG Annual Review for Staff
Steps and Tasks ies Add Ttom Steps and Tasks 2 o+ | add Your Own ltem
Tiffany Leslie = . Tiffany Leslie —
USG Annual Review for Staff ©  Add pre-defined item USG Annusl Review for Staff Title | Goal 1
01/01/2024 - 1203172024 Overview 00172024 - 12/31/2024 Qverview e
® Add your own ltem Description o i A Al Ave vlB 1T U= =m@m- g
~' ® pefine Criteria * © Define Criteria

Copy item from my Documents DueDate  12/31/202
DueDate  12/31/2024 PY y ue Da 12/31/2024

© Update and Approve
€ Update and Approve -
O Copy Item from My Team;s Documen

Enter description of the Goal

* O Checkpoint 1
" © Checkpoint 1 g —

Due Date 11/01/2024
Due Date 11/01/2024
MNext
B

. e © Finalize Criteria
O Finalize Criteria Retorm Due Date  12/31/2024
Due Date  12/31/2024 Start Date | 01/01/2024 |
* O Nominate Participants

*' O Nominate Participants Due Date  12/31/2024 End Date | 12/31/2024|
Due Date 12/31/2024

* O Review Participant Evaluations <
*' O Review Participant Evaluations DueDate 12

——
Due Date 12/31/2024

* O Review Self Evaluation
*' © Review Self Evaluation Due Date

Due Date 12/21/2024

12/31/2024

Complete Manager Evaluation
*' © Complete Manager Evaluation Due Date  12/31/2024

Due Date 12/31/2024




Define Criteria: Add Goals (cont.)

I

Performance Process

Performance Process @ « ’ Save l l Approve l
hteps and Tasks F B USG Annual Review for Staff
Iriffany Lestie Define Criteria - Update and Approve G Print | [ Notify | #) Export
USGE Annual Review for Staff TifF Lesli
o1/01/2024 - 12/21/2024  Overview SR Leshe
Actions -

T ® Define Criteria Job Title  Human Resources Generalist Manager Pamela Booker

Dus Date (3172024

sy e o Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024

‘. Template Staff-Mo Add/MNo Aprvliinst Val Document ID 35150

LA} -

Status In Progress Due Date  12/31/2024

D= Date

1. Review the performance criteria (goals and/or responsibilities) thatthe employee plans to accomplish during this the performance period.
2 Make any necessary adjustments to the criteria and review your changes with the employee.

* © Nominate Participants 3. Once the performance criteria is correct select the approve button to complete this step.
Due Date 1203172024

o e« Participant Evaluations
st 123172024
Goals Job Duties Performance Factors Values
' O Review Self Evaluation
Due Dat= 12/31/2024
Y O Complete Man Evaluation v Section 1 - Goals

Due Date 123

4

Goals will be evaluated by: Employee, Manager, Other

- Expand | « Collapse | [@ Add ltem
v Goal 1
Description : Enter description of the Goal iy 20

= Start Date : 01/01/2024
= End Date : 12/31/2024

Created By Pamela Booker  03/25/2024 11:51AM

~ Goals Summary

Section Weight | 25| 4 (notjess than 25%)




Define Criteria: Review Job duties

Uncategorized Job Duties Categorized Job Duties

Performance Process
Performance Process & « G N R
Steps and Tasks & 4. | USG Annual Review for Staff
Tiffany Lestie Define Criteria - Update and Approve Performance Process
-o‘f;;m: W.Zfr;; o ~ Section 2 - Job Duties & Knowledge {E}
Performance Process «
A semeomRE Job Duties & Knowledge will be evalusted by: Employee, Manager, Other .
L o - Expand | v Collapse Steps and Tasks 2 &~ | USGAnnual Review for Staff
S o S D Tiffany Leslie Define Criteria - Update and Approve
Vo USG Annual Review for Staff
-
e 01/01/2024 - 12/31/2024 Overview
te Goals Job Duties Performance Factors Values
» Duty 11 s Y _—
S © Define Criteria
) Due Date 12/31/2024
Dn 12
S uty @ Update and Approve . .
v Section 2 - Job Duties & Knowledge
o > Duty 13
' O Checkpoint 1
> Duty 14 Due Date  11/01/2024 Job Duties & Knowledge will be evaluated by: Employee, Manager, Other
5 ' O Finalize Criteria o B! | ©takes
Duty 15
Due Date 12/31/2024
e ; _ N > Employee Administration & Support
O Nominate FParicipantz
Due Date 12/31/2024
> Duty 17
' © Review Participant Evaluations > Recruiting and Onboarding
> Duty 18 Due Date 1203112024
? Duty 19 'O Review Self Evaluation . B
Gisbate 15515054 > Benefits Administration
> Duty 2
' © Complete Manager Evaluation
> Duty 3 Due Date 12/31/2024
v Job Duties & Knowledge Summary
* Duty 4 z z ]
Section Weight | 4U| % (not less than 40%)
> Duty 5
* Duty 6




Performance Process

Define Criteria: Review Job duties (cont.)

Performance Process
Steps and Tasks

Tiffany Leslie
USG Annual Review for Staff
010142024 - 1203172024 Overview
~ ® Define Criteria

Due Date  12/31/2024

© Update and Approve

* O Checkpoint 1
Due Date  11/01/2024
* O Finalize Criteria

Due Date 2/31/2024

* O Nominate Participants

Due Date 12/31/2024

" O Review Participant Evaluations

Due Date 12/31/2024

* O Review Self Evaluation
Due Date 12/31/2024

»o Complete Manager Evaluation
Due Date 12/31/2024

USG Annual Review for Staff

Define Criteria - Update and Approve
Tiffany Leslie

Actions~
Job Title  Human Resources Generalist Manager Pamela Booker
J Document Type USG Annual Review for Staff Period 01/01/2024 -
J Template Staff-No Add/MNo Aprd/inst Val Document ID 35150
: Status In Progress Due Date 12/31/2024

1. Review the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during this the performance period.

2. Make any necessary adjustments to the criteria and review your changes with the employee.
3. Once the performance criteria is correct select the approve button to complete this step.

Goals Job Duties Performance Factors Values

v Section 2 - Job Duties & Knowledge

Job Duties & Knowledge will be evaluated by: Employee, Manager, Other

~ Expand | » Collapse

“ Employee Administration & Support

Description - Manages and updates all employee transactions in the HRIS to ensure accurate pay and benefits for employees.
Maintain employee personnel files to ensure compliance with record-keeping polices.

12/31/2024

[ Save ] [ Approve ]

@ Print | =9 Notify | &) Export

Counsel employees on various HR topics and functions; communicates and shares an understanding of institution policies and procedures, employment

laws, standards and other government regulations.
Conducts off-boarding of employees to include exit interviews.
Participates in developing departmental guidelines and procedures.

Created By  Profile

03/18/2024 10:27AM

> Recruiting and Onboarding




Define Criteria: Review Performance Factors

e 3

Performance Process

Performance Process @& « ’ Save l l Aot
Steps and Tasks 2 (ov USG Annual Review for Staff
Tiffany Leslie Define Criteria - Update and Approve

& Print | [ Motify | #) Export
USG Annual Review for Staff

QIIZaE 1NNy | ACusiian ~ Section 3 - Performance Factors

* ® Define Critesia
Due Date  12/34/2024 Performance Factors will be evaluated by: Employee, Manager, Other
© Updste and Approve ~ Expand | '+ Collapse

' @ Chedpaint 1 i
i > Communication
ue Date 1012024

Finalize Criteria
Dus Date 1273

F2024

> Customer Service

' O Nominate Participants
Due Date 120312024

> Initiative
Xa ¢ Participant Evaluations
te 1203172024

' © Review Self Evaluation > Innovation

Due Date  1221/2024
Bo coam = o

Complete Manager Evsluation 5

Due Date 1203472074 Job Knowledge

> Adherence to University Policies
> Quality of Work

» Interpersonal Relationships

> Reliability/Attendance

> Critical Thinking

~ Performance Factors Summary

Section Weight | 20| o (ot 1ess than 20%)




Define Criteria: Review MGA Core Values

Performance Process

Performance Process

Tiffany Leslie
USG Annual Review for Staff
01/01/2024 - 12/31/2024 Crvarview

* ® Define Criteria
Due Date  12/31/2024

@ Update and Approve

o Chedrpoint 1
Due Date

' O Finalize Criteria

Due Date  12/21/2024

' O Mominate Participants

Due Date  12/31/2024
' O Review Participant Evaluations
Dus Date  12/31/2024

Review Self Evaluaticn
Due Date  12/31/2024

Steps and Tasks o

USG Annual Review for Staff

Define Criteria - Update and Approve

Tiffany Leslie
Actions=
Job Title Human Resources Generalist Manager Pamela Booker
J Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
‘ Template Staf-MNo Add/Mo Aprvliinst Val DocumentID 35150

Status In Progress Due Date 12/31/2024

1. Review the performance criteria (goals andlor responsibilities) thatthe employee plans to accomplish during this the performance period.

2. Make any necessary adjustments to the criteria and review your changes with the employee.
3. Once the performance criteria is correct select the approve button to complete this step.

Goals Job Duties Performance Factors Values

~ Section 4 - Values

Walues will be evaluated by: Employee, Manager, Other
- Expand | » Collapse

> Adaptablity
* Engagement
> Learning

> Stewardship

*~ Values Summary

Section Weight | 15| 4 (1ot 1ess than 15%)

l Save l l Approve l
@ Print | 5 Motify | @) Export




Define Criteria: Confirm and Approve Criteria

Performance Process

Performance Process & « [ Save Approve
Steps and Tasks Siin - USG Annual Review for Staff =
i Define Criteria - Update and Approve &iPrint | =9 Notify | BExport

USG Annual Review for Staff
01012024 - 12/31/2024 Overview
~ ® Define Criteria

Due Date  12/31/2024

@ Update and Approve

' O Checkpoint 1
Due Date  11/01/2024
* O Finalize Criteria
Due Date 12/31/2024

* O Nominate Pa rticipants
Due Date  12/31/2024

* O Review Participant Evaluations
Cue Date 12/31/2024

* © Review Self Evaluation

Due Date  12/31/2024
Complete Manager Evaluation
Due Date  12/31/2024

Tiffany Leslie
Actions~

‘ : ‘ Job Title  Human Resources Generalist Manager
"J | Document Type  USG Annual Review for Staff Period
| ) Template Staff-Mo Add/Mo Aprvi/inst Val Document |D
|
- - Status In Progress Due Date
Approve Performance Criteria X

1. Review the performance
2. Make any necessary ad]
3. Dnce the performance c

Select confirm to approve and complete the Define Criteria Step.

Goals Job Duties

¥ Section 4 - Values

< Confirm > Cancel ‘

Walues will be evaluated by: Employee, Manager, Other

~ Expand | (» Collapse

? Adaptablity

“ Engagement

Description : Recognizing that learning is a social activity and that we cannot fulfill our mission of public higher education without collaborating with

those on our campuses and outside our doors in our communities.

Created By  Profile

> Learning

03/18/2024 10:2TAM

this the performance period.

Pamela Booker
01/01/2024 -
35150
12/31/2024

12/31/2024




Define Criteria: Confirm and Approve Criteria (cont.)

Performance Process

Performance Process {E} =
Steps and Tasks = o | USGAnnual Review for Staff
Tiffany Leslie Confirmation - Performance Criteria Approved

USG Annual Review for Staff
0100102024 - 1203152024 Orhverview

& You have successfully approved and completed the Define Criteria Step.
* @ Define Criteria

Due Date 1231/2024

*' O Checkpoint 1
Cue Date 11/01/2024

* © Finalize Criteria
Cue Date 125312024

* © Nominate Participants

Cue Date 12/31/2024

* O Review Participant Evaluations
Cue Date 12/31/2024

* O Review Self Evaluation
Cue Date 12031/2024

"' © Complete Manager Evaluation
Due Date 12031/2024




Checkpoint 1: Click on “Checkpoint 1” on left side of the screen. Then select “Update and
Share”

Performance Process

T w7 D

Performance Process ‘{E‘} *
Steps and Tasks S ov USG Annual Review for Staff
Tiffany Leslie Confirmation - Performance Criteria Approved

USG Annual Review for Staff
0140172024 - AXIN2024 Overview

@ You have successfully approved and completed the Define Criteria Step.
'@ Defing Criteria

Due Date 12/31/2024

= O Checkpoint 1
Cue Date 11/01/2024
€ Update and Share
Review with Employvee

*'© Finalize Criteria
Cue Date 12/21/2024

*'© Nominate Participants
Due Date 12/31/2024

* O Review Participant Evaluations
Cuez Date 12/31/2024

* O Review Self Evaluation

Cue Date 12/31/2024

Complete Manager Evaluation
Cue Date 12/31/2024




Checkpoint 1: Add Manager Comments on Goals and Goals Summary

i

Performance Process

Performance Process

' @ Define Criteria
Dus Date

* O Chedkpoint 1
Dus Date
@ Update and Share
Review with Employee

' © Review Participant Evaluations
Due Date  12/21/2024

Review Self Evaluaticn

Due Date  12/31/2024

* © Complete Manager Evaluation
Due Date

Steps and Tasks o]
Tiffany Leslie

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Overview

USG Annual Review for Staff
Checkpoint 1 - Update and Share

l Save

|

Skip Checkpoint l l Share with Employee

Tiffany Leslie
Actions =
: Job Title  Human Resources Generalist Manager Pamela Booker
J Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
J Template Staff-Mo Add/Mo Aprvliinst Val Document D 35150
Status In Progress Due Date  11/01/2024

Your comments are currently not shared with your employee

1. Enter your comments on the employees progress against their performance criteria.

2. When ready selectthe Share with Employee button save your changes and notify the employee your comments have been shared. This can be done before

or after you meet with the employee to discuss their progress.

3. Once you have shared your comments and had a discussion selectthe Complete Checkpoint button to mark this step as complete.

Goals Job Duties Performance Factors Values Overall Summary

¥ Section 1 - Goals

Goals will be evaluated by: Employee, Manager, Other

= Expand | » Collapse |

~ Goal 1
Description : Enter description of the Goal

+ Start Date : 01/01/2024
* End Date : 12/31/2024

Manager Comments | &« o~ A+ Alv A« B~ =ist=t =

o oa= e—

B I

Comments on Goals

Created By Pamela Booker  03/25/2024 11:51AM

& Print | =5 Notify | @ Export

i




Checkpoint 1: Add Manager Comments on Goals and Goals Summary (cont.)

Performance Process

Performance Process

Tiffany Leslie

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Owerview
* & Define Criteria

Due Date 12/

Chedipoint 1

Due Date 12024

@ Update and Share
Review with Employee

Finalize Criteria
Due

ate 123172024

Mominate Participants
Due Date  12/31/2024

' O Review Participant Evaluaticns
Due Date 1273172004
Review Self Evaluation

Duz Date  $2031/2024

* O Complete

Due Date 1%

s Evaluation
24

Steps and Tazks o

USG Annual Review for Staff
Checkpoint 1 - Update and Share
~ Goal 1
Description : Enter description of the Goal

+ Start Date 1 01/01/2024
+ End Date : 12/31/2024

(o |

l Skip Checkpoint ]

Share with Employee

Manager Comments | « Av Alv AvBv B I YU Z :Z Bv Eﬂ
Comments on Goals
Created By Pamela Booker  03/25/2024 11:51AM
~ Goals Summary
Section Weight 25 9 (notless than 25%)
Manager Comments | « Av Alv AvBv B I U iz :Z Hv EJ

Overall Goal Comments|

~ Audit History

Created By Ruby Ronca

Approved By Pamela Booker

Last Modified By Pamela Booker

0311812024 10:27:06AM

03/25/2024 12:00:12PM

03/25/2024 12:00:12PM

& Print |

=5 Notify | @) Export




Checkpoint 1: Choose “Share with Employee” from the top menu.

Performance Process

Performance Process O « l Save l l Skip Checkpoint I-SharewithEmployee
Steps and Tasks ov USG Annual Review for Staff .

Tiffany Leslie Checkpoint 1 - Update and Share

USG Annual Review for Staff

A4

L¢]

@& Print | 5 Motify | #) Export

01/01/2024 - 12/31/2024  Overview Tiffany Leslie
Actions -
" © Define Criteris - | Job Title  Human Resources Generalist Manager Pamela Booker
Due Date  12/31/2024
| \J Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
50 & ;
Cictpnint s ) Template  Staf-No Add/No Apriinst Val DocumentiD 35150
Dwe Date  12/01/2024
© Updste and Share 2 Status  In Progress Due Date  11/01/2024

Review with Employee .
Your comments are currently not shared with your employee

* © Finalize Criteria 1. Enter your comments on the employees progress against their performance criteria.
Due Date  12131/2024 2.\¥hen ready select the Share with Employee button save your changes and notify the employee your comments have been shared. This can be done before
or after you meet with the employee t
* O Nominste Participants 3. Once you have shared your commen Share Comments x ep as complete.
Due Date  12131/2024
00 pe b Select confirm to share your comments with the employee.

Dus Dste  12/21/2024

e
Goals Job Duties Perform| ‘ GRS ’ g
* O Review Self Evalustion e Cancel
e ——— IR

Due Date  12/21/2024

* O Complets Manager Evaluation ~ Section 5 - Overall Summary

Dus Date  12/21/2024

Cwverall Summary will be evaluated by

v Audit History

Created By Ruby Ronca 03M18/2024 10:27:06AM

Approved By Pamela Booker 03/25/2024 12:00:12PM

Last Modified By Pamela Booker 03/25/2024 12:00:12PM




Checkpoint 1: Choose “Share with Employee” from the top menu. (cont.)

Performance Process

Performance Process @& «
Steps and Tasks ol USG Annual Review for Staff
Tiffany Leslie Confirmation - Comments Shared with Employee

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Owerview
© Your comments are shared.
' © Define Criteris

Due Date  12/31/2024

* ® Chedkpoint 1
Due Date  11/01/2024
@ Update and Share
© Review with Employes

Finalize Criteria

Due Date  12/31/2024

Mominate Participants

jue Date  12/31/2024

' O Raeview Participant Evaluations

Due Date  12/31/2024

Review Self Evaluation

Due Date  12/31/2024

' O Complete Manager Evaluation
Dus Date  12/21/2024




Checkpoint 1: Click “Complete Checkpoint” when done sharing the checkpoint with the
employee

Complete Checkpoint X

Select confirm to indicate a review was held with the employee and this
checkpoint mplet




Checkpoint 1: “Complete Checkpoint” (cont.)

T

Performance Process

Performance Process &«
Steps and Tasks 2 s+ | USGAnnual Review for Staff
Tiffany Leslie Confirmation - Comp[eted

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Overview

@ You have successfully marked that this checkpoint as complete.
' &€ Define Criteria

Cue Dete 1243

f2024

' 9@ Checkpoint 1
Due Date 11/01/2024

*' © Finalize Criteria
Due Date  12/31/2024

* © Nominate Participants
Cue Date 12/31/2024

YO Raview Participant Evaluations
Cue Date 2/31/2024

*' O Reyiew Self Evaluation

Due Date 12/31/2024

Y O Complete Manager Evaluation
Cue Date 12/31/2024




Finalize Criteria: Click on “Finalize Criteria” on left side of the screen. Then select “Update
and Complete”

1

Performance Process

Performance Process &«
Steps and Tasks = o+ | USGAnnual Review for Staff
Tiffany Leslie Confirmation - Cﬂmpl&t&d

USG Annual Review for Staff
01012024 - 120312024 Overview

& You have successfully marked that this checkpoint as complete.
*'© Define Criteria

Due Date 12/21/2024

*' @ Checkpoint 1
Due Date 11/01/2024

* Q Finalize Criteria
Due Date 1203172024

@ Update and Complete

* Q@ Nominate Participants
Due Date 12/31/2024

*' O Review Participant Evaluations
Cue Date 12431/2024

*'O peview Self Evaluation
Cue Date 1203172024

v o Compilete Manager Evaluation

Due Date 12/31/2024




Finalize Criteria: Update Manager Comments on Goals and Goals Summary if needed.

3

Performance Process

Performance Process ® « l Save ] l Share with Employee ] l Complete
Steps and Tasks & - | USGAnnualReview for Staff

Tiffany Leslie Finalize Criteria - Update and Complete G Print | = Notify | #)Expor
USG Annual Review for Staff

01/01/2024 - 12/31/2024 Overview v Section 1 - Goals

¥ © Dpefine Criteria
Due Date 120312

Goals will be evaluated by: Employee, Manager, Other

~ Expand v Collapse @ Add ltem
Chedkpaint 1 P l pse | @ ;

Dus Date

v Goal 1
* © Finalize Criteria
Due Date  12/31/2024 Description : Enter description of the Goal

© Update and C |t

PLEE anc ompes « Start Date : 01/01/2024

« End Date : 12/31/2024
* © Nominate Participants

Due Date  12/24/2024

' © Review Participant Evaluations &l
Dus Date 12/31/202 3 = 1 —_— — -
o 2i3z024 Manager Comments | & ~ A v Alv Av B+ B J U IZ :Z B~ 5
* O Review Self Evaluation Edit Comments on Geals
Due Date  12/21/2024

ro Complete Manager Evaluation
Drue Date

Created By PamelaBooker  03/25/2024 11:51AM

v Goals Summary

Section Weight 25 % (notless than 25%) .
Manager Comments | < — A~ Alv A~ @B~ B I Y 1= :Z B~ g

U = o &)

Edit Owverall Goal Summarny

~ Audit History




Finalize Criteria: Choose “Complete” from the top menu after making final review.

Performance Process

Performance Process ® « ’ Save l ’ Share with Employee Complete
Steps and Tasks T USG Annual Review for Staff
Tiffany Leslie Finalize Criteria - Update and Complete

@G Print | [ Notify | Export
USG Annual Review for Staff

01/01/2024 - 12/31/2024  Overview Tiffany Leslie
Actions =
* & Define Criteria ' Job Title Human Resources Generalist Manager Pamela Booker
Due Date  $203172024 ‘
y Document Type USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
P e -~ o
CreApoint] ‘ Template Staff-Mo Add/No Aprdiinst val Document ID 35150
Du= Date  11/01/2024
# Status In Progress Due Date 12/31/2024
" ® Finalize Critesia
Due Date  12/21/2024 Your comments are currently not shared with your employee
© Update snd Complate Just prior to starting the final evaluation update the performance criteria if necessary and selectthe Complete button if applicable.
Y © Nominate Participants
Due Date  $2/317/2024 = - D =
Goals Job Duties Perfarmar Finalize Criteria 4

Review Participant Evalustions

Dus Date  12/31/2024 Select confirm to complete the Finalize Criteria Step.

Y © Review Seif Evaluation i SECtiOn 1 = Goals ———————
Due Date  12/31/2024 - 1 Confirm Cancel i
Goals will be evaluated by: Employee, Ma

*o Complete Manager Evaluation
Due Date 120312004 ~ Expand | » Collapse | [@ Add lten|

? Goal 1

v Goals Summar_y

Section Weight 25 % (notless than 25%)
Manager Comments | & o~ | v Alv Av B~ B I YU iz :Z B~

Edit Overall Goal Summarny

~ Audit History

Created By Ruby Ronca 031872024 10:27:06AM




Finalize Criteria: “Complete” (cont.)

ol

Performance Process

Performance Process & «
Steps and Tasks S B USG Annual Review for Staff
Tiffany Leslie Confirmation - Criteria Finalized

USGE Annusl Review for Staff
01/01/2024 - 12/31/2024 Crverview

@ You have successfully completed the Finalize Criteria Step.
' @ Define Criteria

Dwe Date  12021,2024

He Chedipoint 1

Due Date  11/01/2024

* @ Finalize Criteria

Due Date 1243172024

* © WNominate Participants
Due Date  12031/2024

Review Participant Evaluaticns

Due Date  12/31/2024

' @ Review Self Evaluation

Due Diate 1243172024

Complete Manager Evaluation

Due Date  12021/2024




Nominate Participants (Optional): Click “Nominate Participants” ONLY if inviting someone to
participate in the evaluation (i.e. previous supervisor). SKIP THIS SECTION if not inviting

anyone else to comment on the evaluation. If nominating participants, then select “Add
Nominees”

Performance Process

Performance Process B «
Steps and Tasks T USG Annual Review for Staff
Tilfany Lesfie Confirmation - Criteria Finalized

USE Annual Review for Staff
01/01/2024 - 12/31/2024  Overview
@ You have successfully completed the Finalize Criteria Step.
"' @ Define Criteria

Duwe Date 1203172024

ta Chedipoint 1
Due Date  11/01/2024

% Finalize Crit
Crue Crat 4
T ¥ Nominate Participants
Cue Dhat i2 4
Add Mominees
Tradk N t

© Review Participant Evaluaticns
Due Date 1273172024

* © Review Self Evaluation
Duwe Date  12/31/2024

Lo Complete Manager Evaluation
Due Date  12/31/2024




Nominate Participants (Optional): Click on “Search”. The Document ID is for the ID of the
current Performance evaluation open.

I

Performance Process

Performance Process & « | Nominate Participant (Hidden)

Steps and Tasks = o
Find an Existing Value

Tiffany Leslie Search Criteria

USE Annual Review for Staff

. Enter any information you have and click Search. Leave fields blank for & list of all values.
01/01/2024 - 12/31/2024 Cverview

b ®  Define Critesia ') Recent Searches | Choose from recent searches «| & [ Saved Searches [Choose from saved searches v| &
Due Date  12/31/2024

Chedpoint 1 " =
R ——. Search by. [Document ID v ps150]

“ Show more options

' & Finalize Criteris Clear
Due Date  12/31/2004

Mominate Participants

Due Date  12031/2024
Add Mominees
Track Nominations

Review Participant Evaluations
Due Date 123172024

* O Review Self Evaluation

Due Date  12031/2024

Complete Manager Evalusticn Mothing yet

Due Date 1203172024 YWour search results will appesar here




Performance Process

Nominate Participants (Optional): Click on “Add Other”.

Performance Process

Steps and Tasks o

Tiffany Leslie
USE Annual Review for Staff
01/01/2024 - 12/31/2024 Owerview

* @ Define Criteria
Duwe Date  12/31/2024

* @ Chedpoint 1

Cuse Date 11/01/2024

Wiew

* © Finalize Criteria
Due Date 1203142024
Wiew
Reocpen

* ® Nominate Participants
Due Date  12/21/2024
Add Mominees
Track Mominations

' O Review Participant Evaluations

Due Date  12/31/2024

* @ Review Self Evslustion

Due Date  12:31/72024

' @ Complete Mansger Evalustion

Due Date  12/31/2024

USG Annual Review for Staff

Mominate Participants - Add Nominees

Tiffany Leslie
Adtions=
j Job Title
3 Document Type
‘ Template

Status

4 Participant Role: Other

Nominations

Human Resources Generalist
US3E Annual Review for Staff
Staff-Mo Add/Mo Aprvl/inst Val

In Progress

Cumrently there are no nominees in your nominaticn list.

Manager
Pericd
Document ID

Due Date

Minimum Required: 1

Pamela Booker
01/01/2024- 12/31/2024
25180

1213172024

Maximum Available:1

[=* Motify




Nominate Participants (Optional): Search for who nominee to add as a Participant.

Add New Participants

Mominate Participants
| b Instructions

Search Criteria

B Name [SYLVIA
Last Name [REGISTER
Second Last Name |
First Hame |

: : Add New Participants
[ seach | Details for Sylvia Register

Personal Data

Search Results
B Sylvia Register

Description Employes

Perzonal Data Details

Type EMP

Department 1815000
Return to Previcus Page L & MAC

| ‘Select This Persen

Return to List




Nominate Participants (Optional): Nominees will be listed after they have been added.

™

Performance Process

Performance Process ‘3 USE Annual Review for Staff Save | | Submit Nominaticns
el dlon 2 e~ | Nominate Participants - Add Nominees 9 Motify
Tiffany Leslie Tiffany Leslie
USE Annual Review for Staff Acticns=
01/01/2024 - 12/31/2024 Owerview
i Job Title Human Rescurces Generalist Manager Pamels Booker
* € Define Criteria Oiocument Type USG Annual Review for Staff Period 01/01/2024- 12/31/2024
Due Date  12431/2024 i Template Staff-Mo Add/Mo Aprvlinst Val Document 10 25150
-8 % Status In Progress Due Date 12/31/2024
Chedipoint 1
Dwe Date  11/01/2024
Wiew % Participant Role: Other Minimum Reguired: 1 Maximum Available:1

Nominations

* % Finalize Criteria )
Due Date  12031/2024 Nomines Delete
WView ¥
G Sylvia Register J
Reocpen
Add Other

* ® Nominate Participants

Cue Date 1203172024
Add Mominees
Track Mominations

' O Review Participant Evaluaticns

Duwe Date 1203172024

* ¥ Review Self Evalustion

Cue Date 12031720024

' @ Complete Manager Evalustion

Due Date  12/31/2024




Nominate Participants (Optional): Click “Submit Nominations” and the nominees will be
added to the Evaluation.

Performance Process

Performance Process & « USG Annual Review for Staff | =ave |Q Submit Nominations :
Steps and Tasks S o

Nominate Participants - Add Nominees

Motify
Tiffany Leslie Tiffany Leslie
USG Annual Review for Staff _;_ExctiunSv
01/01/2024 - 1203172024 Overview =
| ' Job Title Human Resources Generalist Manager Pamela Booker

¥ @ Dpefine Criteria I - Document Type USG Annual Review for Staff Period 01/01/2024 - 12312024

Due Date  12731/2024 i Tempiate Staff-No Add/MNo Aprviinst Val Document ID 35150

I ] Status In Progress Due Date 12/31/2024

~ & Checkpoint i

Cue Date 11/01/2024

View & Participant Role: Other Minimum Required: 1 Maximum Available: 1

Hominations
T @ Finalize Criteria -
Hominee Delete

Cuz Date 12/31/2024

View Sylvia Register

Reopen —

+]
= Add Other

*' © Npminate Participants Submit Nominations %

Cue Date-  12/31/2024
Add Nominees
Track Nominations

Cancel
PO Review Participant Evaluations

Cue Date 12/31/2024

Select confirm to submit nomination requests to the listed nominee’s.

' ©Q Review Self Evaluation
Cue Diate 120312024

' O Complete Manager Evaluation
Cue Date 12/31/2024




Nominate Participants (Optional): “Submit Nominations” (cont.)

i

Performance Process

Performance Process

Steps and Tasks

Tiffany Leslie
USG Annual Review for Staff
010142024 - 12031/2024 Cwerview

Y @ Define Criteria
DueDate  12/31/2024

*' @ Checkpoint 1
Due Date 1110102024

*' @ Finalize Criteria
Due Date 1203112024

*' € pominate Participants
Due Date 1213112024

*' O Review Participant Evaluations
Due Date 1213102024

*' O Review Self Evaluation
Due Date 1203162024

* O Complete Manager Evaluation

= = ioama e e

USG Annual Review for Staff
Confirmation - Nominations Submitted

You have submitted the nominations. You can track the nominees responses by selecting the Track Mominations hyperlink
under Mominate Paricipants.




Nominate Participants (Optional): Click “Track Nominations” to view if Nominee has
accepted or declined the offer.

et

Performance Process

Performance Process B «
Steps and Tasks T USG Annual Review for Staff
Tilfany Lesfie Confirmation - Criteria Finalized

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Crverview

@ You have successfully completed the Finalize Criteria Step.
"' @ Define Criteria

Dwe Date  12/31/2024
ta Chedipoint 1
Cue Date  19/01/2024

* @ Finalize Criteria
Due Date  12031/2024

Mominate Participants
Due Date 123172024
Add Mominees

Tradk Mominations

Review Participant Evaluaticns

Due Date 1273172024

* © Review Self Evaluation

Due Date 1203172024
Lo Complete Manager Evaluation
Due Date  12/31/2024




Nominate Participants (Optional): Click on “Search”. The Document ID is for the ID for the
current Performance evaluation open.

o ©

i

Performance Process

]

Performance Process & <« | Track Nominations (Hidden)
Steps and Tasks S ow
Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

Tiffany Leslie
USG Annual Review for Staff
01/01/2024 - 12/31/2024 Cverview

Vo — 7) Recent Searches | Choose from recent searches w | # [ Saved Searches | choose from saved searches W | V4
Define Criteria | | )
Due Date 1213112024

Y@ Checkpoint 1 ———————————
1 = [=4
e R Search by: | Document D v | 35150

v Show more oplions

' @ Finalize Criteria Clear
Due Date  12/31/2024 )

T ® pNgminate Participants
Due Date 1213112024
Add Nominees
Track Mominations

'O Review Participant Evaluations
Due Date 1243112024

' O Review Self Evaluation
Due Date 1213112024

*' O complete Manager Evaluation Mothing yet
Due Date 1213112024 Your search results will appear here




Nominate Participants (Optional): “Track Nominations” (cont.). The Status of the Nominees
is seen here. Status can be Pending, Accepted, or Declined.

v

Performance Process

Performance Process
Steps and Tasks o
Tiffany Leslie

USG Annual Review for Staff

01/01/2024 - 12/31/2024 Cvenview

* @ pefine Criteria

Due Date  12/31/2024
L Chedipoint 1
Due Date 012024

*' @ Finalize Criteria
Droe Date  12/31/2024

Mominate Participants
Due Date  12/31/2024
Add Nominees

Tradk Mominations

= ® Review Participant Evalusticns
Dus Date  12/31/2024
View

Review Self Evaluation
Due Date  12/34/2024
Complete Manager Evaluation
Due Date 12/31/2024
@ Update and Share

Pending Adknowledgement

USG Annual Review for Staff
Mominate Participants - Track Mominations
Tiffany Leslie

Actions =

")
_4

Job Title Human Rescurces Generslist Manager Pamels Booker

Document Type USE Annual Review for Staff Pericd 01/01/2024- 12/31/2024
Template Staff-No Add/Mo Aprvl/inst Wal Document ID 25150

Status In Progress Due Date 12/31/2024

% Participant Role: Other
Nominations

Minimum Required: 0 Msaximum Available:d

Homines Status

Sylvia Register Accepted




Nominate Participants (Optional): If nominees are selected, nominee will see request in the
“Performance” tile in Employee Self Service.

Employee Self Service ¥

1ofb >
Make SCCP Contribution Degrees & Certificates Company Directory Forms
&5 STATE ] A
CHARITABLE
%, . CONTRIBUTIONS ﬁ [:I[ Dl:]l -E
¥ PROGRAM
Time an d Abs Payroll BOR TimeClock Plus

Personal Details

%

Recruiting Self Service / Performance \ My Forms

A
a5 el =8

\ 1 Evaluation Request /

L S

Help




Nominate Participants (Optional): In “Evaluations of Others”. The Nominee will see that they
have Pending Evaluation Request. They can either “Accept” or “Decline” the request.

«~ | ©® © ‘ Q. Search in Menu ‘ 0 : (d

Performance

Sylvia Register &
Payroll & System Implement Mgr
0151783

By Cisiecst Docinee 1 | Evaluations of Others

My Historical Documents
Pending Evaluation Requests

Evaluations of Others 1 ] MName Document Type Due Date

Historical Evaluations of Others

) Tiffany Leslie USG Annual Review for Staff 12/31/2024

[ pocere | | ccten |

Current Evaluations

Mo data exists




Nominate Participants (Optional): If the request is Accepted, the Evaluation will now look

like this.

Performance

Q. Search in Menu

Sylvia Register ©
Payroll & System Implement Mar
0151783

Bty Crmseoi Bloonicsts 1’ | Evaluations of Others

My Historical Documents

Evaluations of Others 1 Current Evaluations

o : Name Document Type
Historical Evaluations of Others

Tiffany Leslie USG Annual Review for Staff

Document Status

Mot Started

Period Begin / Period End

01/01/2024
12/31/2024




Nominate Participants (Optional): Participant will be able to complete an Evaluation for the
Employee. They will give ratings and comments on each section. Goals:

Other Evaluation
[ Save l l Complete
USG Annual Review for Staff
Other Evaluation & Print | £ Notify
Tiffany Leslie
Job Title  Human Resources Generalist Manager Pamela Booker
J Document Type USG Annual Review for Staff Period 01/01/2024 - 1213112024
J Template Staff-Mo Add/Mo Apniiinst Val Document ID 35150
Status Ewvaluationin Progress Due Date  12/31/2024
Reviewer Sylvia Register Role Other

Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.

il Calculate All Ratings

Goals Job Duties Performance Factors Values Owerall Summary

v Section 1 - Goals

- Expand | » Collapse
v Goal 1

Description : Enter description of the Goal

= Start Date : 01/01/2024
= End Date : 12/31/2024

Rating |3 - Successful v | L5

Comments |« o | v Alv Av@~|B I U = := @~ g

Completed sll tasks effectively and efficiently

cemezsy Pamela Booker 03/25/2024 11:51AM

v Audit History




Nominate Participants (Optional): Participant Evaluation (cont.) Job Duties:

-

Other Evaluation

USG Annual Review for Staff

Other Evlqslua‘tion

Job Title Human Resources Generalist Manager Pamela Booker
J Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
J Template Stafi-Mo AddMNo Apndfinst Val DocumentID 35150
Status Ewvaluation in Progress Due Date  12/31/2024
Reviewer Sylvia Register Role Other

Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.

il Calculate All Ratings

Goals Job Duties Performance Factors Walues COwverall Summary

~ Section 2 - Job Duties & Knowledge

= Expand | » Collapse

> Employee Administration & Support

> Recruiting and Onboarding

> Benefits Administration

Job Duties & Knowledge Summary

Summary Weight 40 % (not less than 40%) -
Rating 3 - Successful 3g0®
Comments | « ~ Mo« Alv A~ B~ B I U !Z ' B~ ?

Alwsys completed job duties well.

o ] (o ]

@Print | [ Notify




Nominate Participants (Optional): Participant Evaluation (cont.)
Only a rating for Performance Factors Summary can be given in this section. Performance
Factors:

Other Evaluation

l Save ] l Complete ]
USG Annual Review for Staff
Other Evaluation G Print | =5 Notify

Goals Job Duties Performance Factors Values Overall Summary

v Section 3 - Performance Factors

~ Expand | » Collapse
> Communication
> Customer Service
> Initiative
> Innova tion

> Job Knowledge

> Quality of Work
> Interpersonal Relationships
> Reliability/Attendance

> Critical Thinking

Performance Factors Summa ry

Summary Weight 20 % (notless than 20%)
L5

Rating |3 - Successful




Nominate Participants (Optional): Participant Evaluation (cont.) MGA Core Values:

>

Other Evaluation

l Save l l Complete
USG Annual Review for Staff
Other Evaluation & Print | [ Nofify

Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.

[l Calculate All Ratings

Goals Job Duties Performance Factors Values Qverall Summary

~ Section 4 - Values

-~ Expand | » Collapse

> Adaptablity

~ Engagement

Description : Recognizing that learning is a social activity and that we cannot fulfill our mission of public higher education without collaborating with those
on our campuses and outside our doors in our communities.

Rating | 3-Successful v| 3003

Comments « o [fv Alv Av@~v B I YU = = @~ g

Always bringing new ideas to the table that help cur departments overall missicn.

cemeasy Profile 03/18/2024 10:27AM

> Learning

> Stewardship

Values Summary

Summary Weight 15 % (notless than 15%)

Rating 3 - Successful 3.00'51‘ @




Nominate Participants (Optional): Participant Evaluation (cont.) Click “Calculate All Ratings”
before completing this section. Overall Summary :

Other Evaluation
l Save l l Complete
USG Annual Review for Staff
Other Evaluation &Print | £ Notify
Tiffany Leslie
Job Title  Human Resources Generalist Manager Pamela Booker
J Document Type  USG Annual Review for Staff Period 01012024 - 12/31/2024
J Template Stafi-Mo AddMo Aprviinst Val Document ID 35150
Status Ewvaluation in Progress Due Date  12/31/2024
Reviewer Sylvia Register Role Other

Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.

il Calculate All Ratings

Goals Job Duties Performance Factors WValues Overall Summary

v Section 5 - Overall Summary

Rating 3 - Successful 255 2
Comments | « | v Al A~ B~ B I YU Z:Z B~ E

Great Employee who works hard and completes tasks accurately and efficiently

v Audit History

Created By Ruby Ronca 03/18/2024 10:27.06AM

Last Modified By  Sylvia Register 03/25/2024 12:32:50PM




Nominate Participants (Optional): Participant Evaluation (cont.) Click on “Complete” in the
top right corner when the evaluation has been completed:

L

QOther Evaluation

USG Annual Review for Staff

Other Evaluation

Tiffany Leslie
| Job Title
-) Document Type
J Template
Status

Reviewer

Human Resources Generalist Manager
USG Annual Review for Staff Period
Staff-Mo AddMNo Aprillinst Val Document ID
Evaluation in Progress Due Date
Sylvia Register Role

Pamela Booker
01/01/2024 - 12/31)2024
35150

12/31/2024

Cther

Enter ratings and comments for each section in this evaluation, if applicable. At any pointin time you can save this evaluation by selecting the Save button.

[l Calculate All Ratings

Goals Job Duties Performance Factors Values Overall Summary

Complete Evaluation X

If you have no further changes to make to this document select confirm
to complete this evaluation.

Save ‘ Complete >

@ Print | [ Notify

pEs—————— o
¥ Section 5 - Overall Summary | C  conim )
——
Rating 3 - Successful 2.55%‘ iz
Comments | « = | &v Alv Av B+ B I YU IZ:Z Bv E |

Great Employee who works hard and completes tasks accurately and efficiently

~ Audit History

Last Modified By

Created By Ruby Ronca

03/18/2024 10:27:06AM

Sylvia Register 03/25/2024 12:32:50PM




Nominate Participants (Optional): “Complete” (cont.)

Other Evaluation

USG Annual Review for Staff

Confirmation - Document Completed

@ You have successfully completed your evaluation.




Nominate Participants (Optional): Once completed the Evaluation will move in to the
“Historical Evaluations of Others” tab for the Participant.

«~ | © | Q, Search in Menu |

Performance

Sylvia Register )
Payroll & System Implement Mgr
0151783

My Current Documents 1

Historical Evaluations of Others

My Histarical Documents

Hame Document Type Document Status Period Begin / Period End
Evaluations of Others 0

: _ 01/01/2024
e : Tiffany Leslie UISG Annual Review for Staff Completed
Historical Evaluations of Others 1203112024




Nominate Participants (Optional): Once completed the Participant has completed their
Evaluation, the Supervisor will select “Review Participant Evaluation” and click on “View

Performance Process

Performance Process & «

Steps and Tasks o g

Tiffany Leslie
USGE Annusl Review for Staff

01/01/2024 - 1231/2024 Crverview

* @ Define Criteria

Dwe Date 1203172004
ve Chedkpoint 1
Cue Date 11/01,2024

* @ Finalize Criteria
Duwe Diate 1203172024

Mominate Participants
Duwe Date 1203172024
Add Nominees

Track Mominaticns

¥ Peview Participant Evaluaticns
Due Date 1202172024
View

Review Self Evaluaticn
Due Date 12031720024

ocmplete Manager Evaluation
ue Date 1203172024
@ Update and Share

=

Pending Acknowledgement




Nominate Participants (Optional): “Review Participant Evaluation” (cont.) Search using the

preloaded Document ID. Then, Select the Participant Evaluation to view

i

Performance Process

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Overview
Y @ Define Criteria

Dwe Date 12/31/2024

L Chedpeoint 1
Due Date  11/01/2024

' @ Finalize Criteria
Due Date  12/31/:2024

T ® pNominate Participants
Duws Date  12/21/2024
Add Mominees
Track Mominations

= @ Review Participant Evaluations
Dus Date 12/21/2024
View

' @ Review Self Evaluation
Due Date  12/31/2024

T © Complete Mansger Evalustion
Due Date  12730/2024
@ Update and Share
Pending Acknowledgement

Performance Process & « | Track Nominations {Hidden)
Steps and Tasks 2 o

Find an Existing Value
Tiffany Leslie

" Search Criteria

Enter any informsation you have and click Search. Leave fields blank for a list of all values.

%) Recent Searches | Choose from recent searches

+|# [ Saved Searches (Choose from saved s=arches

v| &

Search by. [DecumentID v =] 35150

“w Show more opticns

Search Clear

Participant Evaluations

Farticipant Role

Return

Other

Participant Evaluation

Status Due Date




Nominate Participants (Optional): View the Participant’s Evaluation.

-

Other Evaluation

USG Annual Review for Staff

Other Evaluation & Print | [ Notify
Tiffany Leslie
Actions =
Job Title Human Resources Generalist Manager Pamela Booker
J Document Type USG Annual Review for Staff Period 01/01/2024 -  12/31/2024
‘ Template  Staff-No AddMNo Aprliinst Val DocumentID 35150
Status Completed Due Date  12/31/2024
Reviewer Sylvia Register Role Other

The document status is Completed.

y Reopen

Goals Job Duties Performance Factors Values Owerall Summary

~ Section 1 - Goals

- Expand | » Collapse

> Goal 1

~ Audit History

Created By Ruby Ronca 03M18/2024 10:27:06AM

Completed By Sylvia Register 03/25/2024 12:46:32PM

Last Modified By Sylvia Register 03/25/2024 12:46:32PM




Manager Evaluation: Manager will be able to review the “Participant Evaluation” and the
“Self Evaluation” once they are submitted.

Performance Process

FPerformance Process B «
steps and Tasks

L]
Q
q

Tiffany Leslie
USGE Annual Review for Staff
01/01/2024 - 12/31/2024 Dverview

' @ Define Critesia

* € Finalize Criteria

Due Date 12021/2024

" © nominate Participants

Duwe Drate 12031/2024

H 8 Review Participant Evaluations
D= Date 1203172024
T @ Review Self Evalustion

~ Miate

* © Complete Manager Evaluation
Due Date 1203172024
€@ Updste and Share

Fending Actnowledgement




Manager Evaluation: Click on “Complete Manager Evaluation” and then “Update and Share”
to open the evaluation.

Performance Process

FPerformance Process B «
steps and Tasks

€2
L
F

Tiffany Leslie
USGE Annual Review for Staff
01/01/2024 - 12/31/2024 Dverview

' @ Define Critesia

* € Finalize Criteria

Due Date 12021/2024

" © nominate Participants

Duwe Drate 12031/2024

H 8 Review Participant Evaluations

D Diate 12073172024

T @ Review Self Evaluation

~ Miate

* © Complete Manager Evaluation
Due Date 1203172024
€@ Updste and Share

Fending Actnowledgement




Manager Evaluation: Add Manager Ratings and Comments on Goals. Click on the Calculator

to Calculate Summary Rating. Employee Comments and Ratings as well as Participant
Comments and Ratings (if applicable) will be visible.

Performance Process

Performance Process B « l Save ! ] l Share with Employee
Steps and Tasks =~ 5+ | USGAnnual Review for Staff
Tiffany Leslie Manager Evaluation - Update and Share

@G Print | 5 Motify | @) Export

USG Annual Revil
01/01/2024 - 12/31/2024 Overview

i Calculate All Ratings

" © Define Criteria Goals Job Duties Performance Factors Values Overall Summary Sign-off Remarks
Due Date 203172024

' @ Checkpoint 1
Dus Date  11/01/2024 v Section 1 - Goals

ve - Expand | » Collapse

' © Nominate Participants ~ Goal 1
Due Date 2024

Description : Enter description of the Goal

+ Start Date : 01/01/2024
* End Date : 12/31/2024

Manager Rating |3 - Successful V| 3002

Manager Comments ol me Alv AvB|B I Uz @~ &

Completed Goals for the year.

Employee Rating 3 - Successful

ceea s Pamela Booker 03/25/2024 11:51AM
smeonens; Pamela Booker 03/25/2024 1:17PM

Goals Summary

Summary Weight | 25| %% (notless than 25%)
— | -
Manager Rating 3 - Successful 1

Employee Rating 3 _gycpessiul




Manager Evaluation: Complete the “Manager’s Evaluation”. Add Manager Ratings and
Comments on Job Duties. Click on the Calculator to Calculate Summary Rating. Employee
Comments and Ratings as well as Participant Comments and Ratings (if applicable) will be

visible.

Performance Process

Performance Process ® «

ave ] I Share with Employee l
Steps and Tasks 5 o | USGAnnual Review for Staff
Tiffany Leslie Manager Evaluation - Update and Share G Print | 2 Notify | ) Export
USG Annual Review for Staff Ml Calculate All Ratings
01/01/2024 - 12/31/2024  Overview

' ® Reyiew Farticipant Evaluations
= D 12/31/2024

* O Complete Manager Evalustion
Due Date  12/31/2024

Goals Job Duties Performance Factors Values Overall Summary Sign-off Remarks

v Section 2 - Job Duties & Knowledge

-~ Expand | » Collapse

> Employee Administration & Support

> Recruiting and Onboarding

> Benefits Administration

Job Duties & Knowledge Summary

Summary Weight | 40| 5 (notless than 40%)
i W
Manager Rating oo B @
Manager Comments | « | v Al AvB~|B I U = =@~ g

Cverall completes job duties successfully.

Employee Rating 3 - Successful

~ Participant Feedback

Display Name Role Rating Results

Sylvia Register Other 3 - Successful Always completed job duties well.




Manager Evaluation: Complete the “Manager’s Evaluation”. Add Manager Ratings and
Comments on Performance Factors. Click on the Calculator to Calculate Summary Rating.
Employee Comments and Ratings as well as Participant Comments and Ratings (if applicable)
will be visible.

Performance Process

USG Annual Review for Staff

' @ Define Criterla
Dus Date 123172024

' @ Chedpoint 1
Due D 1202

Performance Process ’ Save l ’ Share with Employee
Steps and Tasks USG Annual Review for Staff
Tiffany Leslie Manager Evaluation - Update and Share @Pint | & Notiy | @ Emor

[l Calculate All Ratings

01/01/2024 - 12/31/2024 Overview

Goals Job Duties Performance Factors Values Overall Summary

¥ Section 3 - Performance Factors

-« Expand | » Collapse

» Communication

» Customer Service

© Review Self Evaluation 5 Initiative
Due Date 12731420124
Vies
* O Complete Manager Evalustion » Innovatien
Due Date 123142024

> Job Knowledge

> Adherence to University Policies
? Quality of Work

> Interpersonal Relationships

> Reliability/Attendance

» Critical Thinking

Performance Factors Summary

Summary Weight | 20| % (not less than 20%)
| e &

Manager Rating 3 - Successful 3.00

Performance Factors Summary

SummaryWeightl 2D| L (not less than 20%)

Manager Rating 3 - Successful 3.00

&

Manager Comments | v Al AvBA~y B T

Completes all Performance Factors Successfully

Employee Rating 3 - Successful




Manager Evaluation: Complete the “Manager’s Evaluation”. Add Manager Ratings and
Comments on MGA Core Values. Click on the Calculator to Calculate Summary Rating.

Employee Comments and Ratings as well as Participant Comments and Ratings (if applicable)
will be visible.

Performance Process

Performance Process B « I Save l I Share with Employee l
Steps and Tasks = ow | USGAnnual Review for Staff
Tiffany Leslie Manager Evaluation - Update and Share GPrint | = Notity | @) Export
USGE Annusl Review for Staff Goals Job Duties Performance Factors Values Overall Summary Sign-off Remarks
01/01/2024 - 12212024 Overview
Y © Define Criteria
DusDste  12/31/2024 v Section 4 - Values
@ - Expand | » Collapse
024
* @ Finalize Criteria > Adaptablity
DusDate  1231/2024
' © Nominate Participants ~ Engagement
DueDate  12/31/2024
Description : Recognizing that learning is a social activity and that we cannot fulfill our mission of public higher education without collaborating with those
t on our campuses and outside our doors in our communities.
Manager Rating | 3 - Successful u| 3003
Manager Comments | « » v Al AvBv B I YUz Z B~ %‘
* © Complete Manager Evaluation i in the co st team
DusDate  12/31/2024
Employee Rating 3 - Successful
Employee Comments |ajyays in co ions with coworkers and ibuting during tesm
eemzzs Profile 03/18/2024 10:27AM Values Summary
Summary Weight | 15| o (notless than 15%)
> Learning — el m
: S i
Manager Rating 2 - Successful 3007
> Stewardship .
Employee Rating 3 - Successful
Values Summary
Summary Weight | 15| 0% (notless than 15%)
Manager Rating 3 - Successful 3.001': @




Manager Evaluation: Complete the “Manager’s Evaluation”. Add Manager Ratings and
Comments on Overall Summary. Click on the Calculator to Calculate Summary Rating.
Employee Comments and Ratings as well as Participant Comments and Ratings (if applicable)

will be visible.

Performance Process

Performance Process
Steps and Tasks

Tiffany Leslie

USG Annual Review for Staff
01/01/2024 - 12/31/2024

Neminate Participants

Due Date  §2/31/2024

© @ Review Self Evaluation
T

ate  12031/2024

Writing Tools

Employee Rating

Employee Comments

~ Participant Feedback

Essential member of the team whe is sccurate and persistent when it comes to their work.

3-Buccessful

ICverall | am successful in completing my job duties and any new assignments given to me in a timely manner.

I Save ] Share with Employee
USG Annual Review for Staff
Manager Evaluation - Update and Share & Print | 5 Notify | 87 Export
Goals Job Duties Performance Factors Values Overall Summary Sign-off Remarks
v Section 7 - Overall Summary
i
Manager Rating 3 - Successful 330 L= 1
Manager Comments M~ Alv AvB~ B I U iz :Z B~ E

Display Name Role Rating Results
~
Sylvia Register ther 3 Successful Great Employee who warks hard and completes tasks accurately and
efficiently
v
Attachments
File Name Description Attachment Audience Last Update Date/Time Uploaded By
Sample_Document_2.pdf Project B | ‘Emp\oyee and Manag v! sijggggﬁ:’ Pamela Booker a



Manager Evaluation: Add Attachment to Evaluation if necessary

L

Performance Process

Manager Rating 3 - Successful

Employee Rating 3 Syccessful

Performance Process @ « l Save ] Share with Employee ]
steps and Tasks o (o~ USG Annual Review for Staff
Tiffany Leslie Manager Evaluation - Update and Share & Print | [ Notify | #)Export
USG Annual Review for Staff Manager Comments | « Av Alv A~ a « B I u 1 e E v ﬁ"
01/01/2024 - 12/31/2024 Croerview
Completed Goals for the year.

* @ Define Criter

Cus Date 20312024
LR Chedepaint 1

D= Date  11/01/2024
o T _ Employee Rating 3 - Successful

Finalize Criteri

Due Date  12/31/2024
* © Nominate Paricpants e=a® Pamela Booker 03/25/2024 11:51AM

Due Date  12/21/2024
LI Review Participant Evalustions

Due Date  12/31/2024 Goals Summary
® @ Raview Salf Evalustion g [ ]

e i summary Weight | 25| o (not less than 25%)

View e @

Attachments

Mo Attachments have been added to this document

+  Add Attachment

~ Audit History

Created By Ruby Ronca

Last Modified By FPamela Booker

031812024 10:27:06AM

03/25/2024 12:2511PM




T

Performance Process

Manager Evaluation: Add Attachment to Evaluation if necessary (cont.)

Performance Process B « v v v v v l Save l Share with Employes
Elee and Tashs =~ o | USGAnnual Review for Staff

Tiffany Leslia Manager Evaluation - Update and Share G Print | 9 Notify | @) Export
USG Annual Review for Staff

01/01/2024 - 12/31/2024 Crverview

Y © Define Criteria

Dus Date 12

Chedkpaoint 1
Dus Date  11/01/2024
* © Finalize Criteria

Due Date

Mominate Participants
Dus Date 12/31/2024

Revizw Participant Evaluations
Cus Date  1221/2024
Review Self Evaluation
Dus Date  12/31/2024

A
Wiew

Comglete Manager Evalustion
Due Date 3

123172024

Employee Rating 3 - Successful

Creanes Sy

Pamela Booker
Pamela Booker

Las: Moditied By

Goals Summary

Summary YWeight | 25| %
Manager Rating 3 - Successful

Employee Rating 3 _ gyccessful

03/25/2024 11:51AM
03/25/2024 1:17FPM

(notless than 25%)

.00 L

Attachment Audience

Attachments
File Name Description
iSampIe_Document_E.pdf i Project B

i

_+_

Add Attachment

|Emp|0yee and Manag ~

Last Update Date/Time

{ 03512024
£1:97:35PM

Uploaded By

Pamela Booker

et i RS

[ ]

v Audit History

Created By Ruby Ronca

Last Modified By Pamela Booker

03/18/2024 10:27.06AM

03/25/2024 1:17:35PM




Manager Evaluation: Once the Evaluation has been completed, click on “Share with
Employee” in the top right corner. “Confirm”.

Performance Process ® « ‘ Share with Emplayee | )
Steps and Tasks & o- | USGAnnual Review for Staff ———
Tetearap Lechie Manager Evaluation - Update and Share @ Print | [5Notify | @) Export
USG Annual Review for Staff - Iiﬂ_ﬂ_l]‘f_lfe_gfl-ﬁ
01/01/2024 - 12/31/2024 enview peal
' © Define Criteria i i Job Title Human Resources Generalist Manager Pamela Booker

Dus Date  12031/2024

\J Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024

e Templat Do tID 35150

et emplate  Staff-No Add/No Aprilinst Val cumen

Status Evaluation in Progress Due Date  12/31/2024

* & Finalize Critesia

Due Date  120/21/2024 i

v Employee Data Share with Employee X

' ® Nominste Farticipants

Due Date  12/31/2024 Employed select confirm to share this document with the employee. Mext, you
" . - . Departm should meet with the employee to discuss your evaluation.

Review Participant Evaluations 3 3 4 i

Due Date  12/31/2024 The overall rating you have assigned to this employee is 3 -

Enter ratings and comments for each seq  Successful, ation by selecting the Save button.

T © Review Self Evaluation -

Dus Date  12/31/2004 @ Calculate All Ratings Comments should be entered in the Overall Summary

View section to justify a Rating of a 1 or a 5.Upon selecting

confirm, your electronic signature will be added to this
Goals Job Duties Perforn

document.

=
Confirm Cancel |
o
S

' O Complete Manager Evalustion
Dus Date  12/31/2024

~ Section 7 - Overall Summar_y

Manager Rating 3 - Successful 3.3{)m m

Manager Comments | « v Alv A v a_, B I U == E~ L
Writing Tools

Essential member of the team who is accurate and persistent when it comes to their work.

Employee Ratind 3 _gyccessful

Empioyee Comments {Overall | am successful in completing my job duties and any new assignments given to me in a timely manner.




Manager Evaluation: “Share with Employee” (cont.)

TR

Performance Process

Performance Process B «
Steps and Tasks s e USG Annual Review for Staff
Tiffany Leslie Confirmation - Shared with Employee

USGE Annual Review for Staff

01/01/2024 - 12/31/2024  Overview
@ You have successfully shared your evaluation with the employee.
Y @ Define Criteria

Due Date 12021/2024

Hoa Chedipoint 1

Due Date  11/01/2024

' & Finalize Criteris

ue Date  12031/2024

Mominate Participants
Due Date 1203172024

V' @ Review Participant Evaluaticns

e Date 1273172024

' @ Review Self Evaluation

Due Date §2031/2024

Complete Manager Evaluation
Due Datz 12031/2024
& Update and Share

© Pending Acknowledgement




Historical Documents: Once Employee has “acknowledged” and “signed” the Manager
Evaluation. Managers will be able to access past performance documents in the “My
Historical Documents” section of the Team Performance Tile in Manager Self Service.

Team Performance

| Q, Search in Menu

ki current Documents

[F! Delegated Documents

" Historical Documents

& View-Only Documents
E Approve Documents

T View Approval Status

Historical Documents

Name / Job Title

Tiffany Leslie
Human Resources Generalist

)
Document Type Document Status Period Begin / Period End
010112024
USGE Annual Review for Staff Completed )
1213112024




Employee

¢

Middle Georgia State University



Performance Evaluations Process Flow

Step 1 -
Create Evaluation
Documents

Step 2 -
Define Criteria
(goals,
performance
factors, etc.)

Step 3 -
Checkpoint 1
Review Defined
Criteria

Step 4 -
Finalize Criteria
and launch
evaluation

Step 5 -
Nominate
additional

participants
(optional)

Step 6 -
Complete Self
Evaluation

Step 7 -
Complete Manager
Evaluation for
discussion

Step 8 -
Finalize evaluation
(obtain signatures,

close review
period, etc.)

Employee
Manager
Human
Resources

- N N N N .

i

e




Checkpoint 1: Log into OneUSG. In Employee Self Service, Choose the Performance Tile.

Make SCCP Contribution Forms Personal Details Degrees & Certificates
45 STATE 4
q CHARITABLE
% CONTRIBUTIONS ﬁ
" PROGRAM
Company Directory Time and Absence Payroll Help
¢ |
Q A 7 ]
— =
ooo = —
Performance

i

Recruiting Self Service

‘ ? 5300




Checkpoint 1: In My Current Documents, an USG Annual Review for Staff in the Status of
“Track Progress — Checkpoint 1”7 will be visible. Click on this tile.

| Q. Search in Menu

Performance

Tiffany Leslie ©
Human Resources Generalist
0242811

My Camrent Docamcnts ' | My Current Documents

My Historical Documents
Document Type Document Status Period Begin [ Period End Next Due Date
Evaluations of Others 0 01/01/2024
USG Annual Review for Staft Track Progress - Checkpoint 1 11/01/2024 >
Historical Evaluations of Others 12/31/2024




Checkpoint 1: Review Goals, Job Duties, Performance Factors, and Values. Meet with
Supervisor to review this Checkpoint.

Performance Process

Performance Process {E}‘ X
Steps and Tasks e (ov USG Annual Review for Staff
Tiffany Leslie Checkpoint 1 - Review Manager Comments & Print | 9 Notify

USG Annual Review for Staff

i Tiffany Leslie
01/01/2024 - 12/31/2024 Overview | cemeeeeteoeaeann
| : Job Title Human Resources Generalist Manager Pamela Booker

' © Define Criteri

e o Document Type  USG Annual Review for Staff Period 01/01/2024 - 1213112024

J Template Staff-MNo Add/No Apni/inst Val Document ID 35150

~' ® Checkpoint 1

Due Date  11/01/2024 Status  In Progress Due Date 11/01/2024

© Review Manager Comments

1. Update your performance criteria by entering any progress against your goals and/or responsiblities.
*' O Finalize Criteria 2. Add any comments on how you are progressing against your performance criteria.
Due Date  12/21/2024 3. Once you are done select the Share with Manager button to save your work and notify your manager that you have shared your comments with them.

ro Complete Self Evaluation

Due Date 12/31/2024
¥} O Review Manager Evaliation Goals Job Duties Performance Factors Values Overall Summary
Dus Date 12/31/2024

¥ Section 1 - Goals

Goals will be evaluated by: Employee, Manager, Other
» Expand | » Collapse

v Goal 1

Description : Enter description of the Goal

+ Start Date : 01/01/2024
+ End Date : 12/31/2024

]
Manager Comments |. . - s

imentwing, EP_BIN_LINKCWRICEP GREUPBERES0 S [ EIENSTI U s Tt L R A



Checkpoint 1: Review Goals and Manager Comments

Performance Process

Performance Process @ «

Steps and Tasks =~ o- | USGAnnual Review for Staff

Tiffany Leslie Checkpoint 1 - Review Manager Comments GPrint | £ Notify
USG Annual Review for Staff

01/01/2024 - 12/31/2024  Owerview Goals Job Duties Performance Factors Values Overall Summary

' @ Define Criteria

Dus Date

¥ Section 1 - Goals
Chedppoint 1
Du= Date  11/01/2024

Goals will be evaluated by: Employee, Manager, Other
© Review Manager Comments

= Expand | » Collapse
' @ Finalize Cr
Due Date 1203172024 v Goal 1
' © Complete Self Evalustion Description : Enter description of the Goal
ue Date  12/31/2024
+ Start Date : 01/01/2024
' © Review Manager Evalustion + End Date : 12/31/2024

Dus Date  12731/2024

Manager Comments |~ .+ o0 Goals

Created By PamelaBooker  03/25/2024 11:51AM

~ Goals Summary

Section Weight 25 9% (notless than 25%)
Manager Comments

Overall Goal Comments

~ Audit History




e

Performance Process

Checkpoint 1: Review Job Duties

Performance Process

Steps and Tasks o

Tiffany Leslie
USG Annual Review for Staff
01/01/2024 - 12/21/2024 Overview

' @ Define Criteria
Du= Dat=

Chedpaoint 1
Du= Date  19/01/2024

@ Review Manager Comments

o Complete Self Evaluation
Du= Date 12312024

' O Revie Manager Evalustiocn

12/31/2024

USG Annual Review for Staff

Checkpoint 1 - Review Manager Comments

Tiffany Leslie
Job Title  Human Resources Generalist Manager Pamela Booker
J Document Type  USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
J Template Staff-Mo AddMo Aprvifinst Val Document ID 35150
Status In Progress Due Date  11/01/2024

1. Update your performance criteria by entering any progress against your goals andfor responsiblities.
2. Add any comments on how you are progressing against your performance criteria.
3. Once you are done selectthe Share with Manager button to save your work and notify your manager that you have shared your comments with them.

Goals Job Duties Ferformance Factors Values Cwerall Summary

v Section 2 - Job Duties & Knowledge

Job Duties & Knowledge will be evaluated by: Employee, Manager, Other
- Expand | » Collapse

~ Employee Administration & Support
Description : Manages and updates all employee transactions in the HRIS to ensure accurate pay and benefits for employees.

Maintain employee personnel files to ensure compliance with record-keeping polices.

Counsel employees onvarious HR topics and functions; communicates and shares an understanding of institution policies and procedures,
employment laws, standards and other government regulations.

Conducts off-poarding of employees to include exit interviews.

Participates in developing departmental guidelines and procedures.

Created By Profile 03/18/2024 10:27AM
» Recruiting and Onboarding

> Benefits Administration

~ Job Duties & Knowledge Summary

Section Weight 40 9% (notless than 40%)

& Print | = Notify




Performance Process

Checkpoint 1: Review Performance Factors

Performance Process @ «
Steps and Tasks 2 o

Tiffany Leslie
USG Annual Review for Staff
01/01/2024 - 12/31/2024 Crverview

' © Define Criteria

Dus Date  $2/31/2024

* ® Chedpoint 1
Due Date  11/01/2024
© Review Manager Comments

ize Criteria

D= Date

VH3E024

' © Complete Self Evaluation
Drue Date

Review Manager Evaluation
Due Date  12/21/2024

USG Annual Review for Staff

Checkpoint 1 - Review Manager Comments

Goals Job Duties Performance Factors Values Overall Summary

~ Section 3 - Performance Factors

Performance Factors will be evaluated by: Employee, Manager, Other

- Expand | » Collapse

> Communication

> Customer Service

> Initiative

> Innovation

> Job Knowledge

» Adherence to University Policies

> Quality of Work

> Interpersonal Relationships

> Reliability/Attendance

> Critical Thinking

v Performance Factors Summary

Section Weight

20 % (notless than 20%)

&Print |

(=5 Motify




S

Performance Process

Checkpoint 1: Review MGA Core Values

Performance Process

Steps and Tasks =

Tiffany Leslie
USG Annual Review for Staff
01/01/2024 - 12/31/2024 Overview

' © Define Criteria
Due Date 123172024

Chedipoint 1
Due Date  11/01/2024

© Review Manager Comments

Finalize Criteria

Due Date 123172024

LA Complete Self Evalusticn
Due Date  12/21/2024

Review Manager Evalustion
Du= Date 1203172024

USG Annual Review for Staff

Checkpoint 1 - Review Manager Comments

Tiffany Leslie
Job Title Human Resources Generalist Manager Pamela Booker
J. Document Type  USG Annual Review for Staff Period 071/01/2024 - 12/31/2024
J Template Staff-MNo AddiNo Apreliinst Val Document D 35150

Status In Progress Due Date  11/01/2024

1. Update your performance criteria by entering any progress against your goals andfor responsiblities.
2. Add any comments on how you are progressing against your performance criteria.
3. Once you are done selectthe Share with Manager button to save your work and notify your manager that you have shared your comments with them.

Goals Job Duties Performance Factors Values Overall Summary

v Section 4 - Values

Walues will be evaluated by: Employee, Manager, Other

- Expand | » Collapse

> Adaptablity

» Engagement

» Learning

> Stewardship

“ Values Summary

Section Weight 15 % (notless than 15%)

@Pprint | &

M otify




Self Evaluation: In “My Current Documents”, an USG Annual Review for Staff in the Status of
“Evaluation in Progress” will be visible. Click on this tile.

| Q. Search in Menu

Performance

Tiffany Leslie ©
Human Resources Generalist
0242811

Sy ustont Tausnats ' | My Current Documents

My Historical Documents
Document Type Document Status Period Begin / Period End Next Due Date
Ewvaluations of Others 0 01/01/2024
USG Annual Review for Staff Evaluation in Progress 12/31/2024 >
Historical Evaluations of Others 12/3172024




Self Evaluation: Complete the “Self Evaluation”. This can be saved and worked through out

the year until completed.

Performance Process

Performance Process
Steps and Tasks

Tiffany Leslie

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Overview
ve

Chedipoint 1

Due Date

1401/2024

* © Finalize Criteria

Du= Date  12/21/2024

T © Complete Self Evaluation

123172024

@ Update and Complete

Review Manager Evalustion
Due Date  12721/2024

USG Annual Review for Staff

Self-Evaluation - Update and Complete

Tiftany Leslie
S Job Title Human Resources Generalist
_—’ Document Type USG Annual Review for Staff
J Template Stafi-Mo AddMo Aprvlfinst Val
- Status Evaluation in Progress

~ Employee Data

Employee D 0242811

Department 1615000 Human Resources

Manager

Period

Document ID

Due Date

Pamela Booker

01/01/2024 - 12312024
35150

1213112024

Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation select the Complete button to send this

document to your manager for review.

[l Calculate All Ratings

Goals Job Duties Performance Factors Values Overall Summary

v Section 1 - Goals
= Expand | » Collapse
v Goal 1

Description : Enter description ofthe Goal

« Start Date : 01/01/2024
+ End Date : 12/31/2024

Employee Rating |2 - Successful v| 3002

Employee Comments B~ Al A~BA~ B I Y Iz

| feel | was successful in completing my goals for the year.

cex=n®sr Pamela Booker 03/25/2024 11:51AM

=T PO o

Save ] l Complete l

& Print | 5 Notify




Self Evaluation: Complete an evaluation on Goals and add Employee Ratings and Comments.
Click on the Calculator to Calculate Summary Rating

&

Performance Process

' © Define Criteri

Due Date  12/31/2024

Chedipaint 1
Due Date  11/01/2024

' @ Finalize
Dus Date  12/31/2024

Complete Self Evalustion
Due Date  12/31/2024

@ Update and Complete

Y O Ravi ¢ Manasger Evaluation

Dus Date  12/31/2024

Goals Job Duties Performance Factors Values Overall Summary

v Section 1 - Goals
~ Expand | » Collapse
v~ Goal 1

Description : Enter description of the Goal

+ Start Date : 01/01/2024
= End Date : 12/31/2024

Employee Rating | 3 - Successful v| 300l@

Employee Comments | « A v Al Av@Bvy| B I Y iz

_ =

| feel | was successful in completing my goals for the year.

cestea sy Pamela Booker 03/25/2024 11:51AM

Goals Summary

SummaryWeight| 25| % (notless than 25%)
e &
Employee Rating 3 - Successful 3.00
Attachments

Mo Attachments have been added to this document

Performance Process ® « Save | | Complete
Steps and Tasks o~ USG Annual Review for Staff

Tiffany Leslie Self-Evaluation - Update and Complete G Print | £ Notiy
USGE Annual Review for Staff = : 5

01/01/2024 - 12/31/2024  Overview [ Calculate All Ratings




Self Evaluation: Complete an evaluation on Job Duties and add Employee Ratings and
Comments.

T

Performance Process

Performance Process & « l Save ‘ l Complete
Steps and Tasks & o | USGAnnual Review for Staff
Tiffany Leslie Self-Evaluation - Update and Complete @Print | £ Notify
USG Annual Review for Staff
01/01/2024 - 12/31/2024  Overview Goals Job Duties Performance Factors Values Overall Summary
' © Define Criteria
Due Date  12/31/2024
Yo _ ~ Section 2 - Job Duties & Knowledge
Chedipoint 1
DusDate 10012024 - Expand | » Collapse
v e

v Employee Administration & Support
Complete Self Evaluation Description : Manages and updates all employee transactions in the HRIS to ensure accurate pay and benefits for employees.
Maintain employee personnel files to ensure compliance with record-keeping polices.

Counsel employees on various HR topics and functions; communicates and shares an understanding of institution policies and procedures, employment
laws, standards and other government regulations.

Due Date  12/31/2024

@ Update and Complete

' O Review M S v ahia Conducts off-boarding of employees to include exit interviews.
D':'E'_"F' srf’f_;,'___,\fj R Participates in developing departmental guidelines and procedures.
Employee Rating | 3 - Successful v| 300
Employee Comments | « | v Alv A v viB I UV IZ Z v E

| upkeep records accurately.

cemezze Profile 03M8/2024 10:27AM

wmcomes sy Tiffany Leslie 03/25/2024 12:58FM

> Recruiting and Onboarding

> Benefits Administration

Job Duties & Knowledge Summary

Summary Weight | 4U| % (notless than 40%)
M m™
Employee Rating 3 - Successful 300
Employee Comments | « » Ky Alv AvBvy B I U Z::Z Bv E

Duties as assi d tely




Self Evaluation: Add Comments to Job Duties & Knowledge Summary. Click on the Calculator

to Calculate Summary Rating.

= | 0 0

Performance P

rocess

Performance Process
Steps and Tasks

Tiffany Leslie
USG Annusl Review for Staff
01/01/2024 - 12¢31/2024

* @ Define Criteria

Du= Date 12

Chedipoint 1

Dus= Date  11/01/2024

Finalize Crite:

Dus Date 1273172024

Du= Date  12431/2024

Due Date  1231/2024

Overview

Complete Self Evalustion
@ Updsate and Complete

Review Manager Evaluation

USG Annual Review for Staff

Self-Evaluation - Update and Complete
laws, standards and other government regulations.
Conducts off-poarding of employees to include exit interviews.
Participates in developing departmental guidelines and procedures.

Employee Rating | 3 - Successful v| 3002

Employee Comments | « >

K« Alv A-B+v| B I Uiz =

| upkeep records scourately.

Craated By

Profile
Tiffany Leslie

03/118/2024 10:27AM
03/25/2024 12:58PM

Lt Mociiad By

* Recruiting and Onboarding

* Benefits Administration

Job Duties & Knowledge Summary

summary Weight | 40| o (not less than 40%)

ey @
Employee Rating 3 - Successful ¥

M Alv Av Bv

3.00
B I U . ==

Employee Comments | &,

Complete Duties as sssigned scocurately

l Save l l Complete

& Print | = Notify




Self Evaluation: Complete an evaluation on Performance Factors and add Employee Ratings
and Comments. Click on the Calculator to Calculate Summary Rating.

Performance Process

Performance Process B « l Save l l Complete l
Steps and Tasks o o« | USGAnnual Review for Staff

Tiffany Leslie Self-Evaluation - Update and Complete @Print | £ Notiy
LR dnmeienion ot e Goals Job Duties Performance Factors Values Overall Summary

01/01/2024 - 12/31/2024  Overview

' @ Dpefine Criteria

relel 123020 ¥ Section 3 - Performance Factors
te Chedwpaint 1 A

e i - = Expand | » Collapse
* @ Finalize Criteria > Communication

Due Date  12/31/2024

T © Complete Self Evalustion =
> Customer Service
Dus Date  12/31/2024

© Updste and Complete

T

' O Review Manager Evaluation Initiative
Dus Date  12/21/2024

> Innovation

> Job Knowledge

> Adherence to University Policies

> Quality of Work

> Interpersonal Relationships

> Reliability/Attendance

» Critical Thinking

Performance Factors Summary

. |
Summary Welght| 2U| % (notless than 20%)

Employee Rating 3 - Successful 3.00'”"j @




Self Evaluation: Complete an evaluation on the MGA Core Values and add Employee Ratings
and Comments. Click on the Calculator to Calculate Summary Rating.

&N

Performance Process

01/01/2024 - 12/31/2024 Overview

Chedipoint 1

Due Date  11/01/2024
* & Finalize Criteria

Due Date 2031/2024

Comgplete Self Evalusation
Du=
€ Update and Complete

ate  12/311/2024

Review Manager Evaluation

Performance Process @ « Save l l Complete l
Steps and Tasks S ow USG Annual Review for Staff

Tiffany Leslie Self-Evaluation - Update and Complete @Print | £ Notify
USG Annual Review for Staff

Goals Job Duties Performance Factors Values Overall Summary

~ Section 4 - Values

= Expand | » Collapse

> Adaptablity

v Engagement

Description : Recognizing that learning is a social activity and that we cannot fulfill our mission of public higher education without collaborating with those
on our campuses and outside our doors in our communities.

Employee Rating | 3 - Successful v| 100

Employee Comments | «

v Alv AvBv| B I U= : B B

Always engaged in conw itions with co

and contributing during team meetings.

ce=exsy  Profile 03/18/2024 10:27AM

> Learning

> Stewardship

Values Summary

SummaryWeight| 15| L4 (not less than 15%)

Employee Rating 3 - Successful 300 ]




Self Evaluation: Complete an Overall Summary and add Employee Comments. Click on
Calculate All Ratings before completing this section.

T

Performance Process

Performance Process @ « l Save ‘ l Complete
Steps and Tasks = o« | USGAnnual Review for Staff
Tiffany Leslie Self-Evaluation - Update and Complete @ Print | £ Notify
USG Annual Review for Staff Tiﬁany Leslie
01/01/2024 - 12/31/2024  Overview
Job Title  Human Resources Generalist Manager Pamela Booker
* & Define Criteri . :
ity o Document Type  USG Annual Review for Staff Period 01/01/2024 -  12/31/2024
Template Stafi-No AddiMo Aprifinst Val DocumentiD 35150
LY Chedipaoint 1 - J !

Du= Date  11/01/2024

Status Evaluationin Progress Due Date 12/31/2024
~ Employee Data

Employee ID 0242811

Department 1615000 Human Resources

Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation selectthe Complete button to send this
Maniges Eialiation document to your manager for review.

p i eave]

7 Calculate All Ratings

Goals Job Duties Performance Factors Values Overall Summary

v Section 5 - Overall Summary

Employee Rating 3 - Successful 3.30|?€"'i @

o a— e—

Employee Comments | & = A+« Alv A~ B~ B I YU Iz :Z B~ E

Owersll | am successful in completing my job duties and any new assignments given to me in a timely manner.

Attachments

File Name Description

Attachment Audience Last Update Date/Time Uploaded By




Self Evaluation: Add attachments to Evaluation if necessary.

Performance Process

Dus Date

Chedpoint 1
Dus Date

' @ Finalize Criteria

Du= Date  12/21/2024

Comgplete Self Evaluation
Due Date  12/21/2024

© Update and Complete

Review Manager
Due Date 12421

Evalusaticn

024

Performance Process @ « l Says l l Complete
Steps and Tasks =~ o+ | USGAnnual Review for Staff

Tiffany Leslie Self-Evaluation - Update and Complete GPrint | £ Noty
USG Annual Review for Staff = Start Date : 01/01/2024

01/01/2024 - 12/31/2024  Overview = End Date : 12/31/2024

ve

Employee Rating |3—Successfu| v| 30

Employee Comments | «, — Afv Alv A~ B~ B I U = = B~

| feel | was successful in completing my goals for the year.

c===xsr Pamela Booker 03/25/2024 11:51AM

Goals Summary

SummaryWeight| 25| % {not less than 25%)

B m
Employee Rating 3 - Successful 3007

Attachments

Mo Attachments have been added to this document

+  Add Attachment

~ Audit History

Created By RubyRonca 03M18/2024 10:27.06AM

Last Modified By Pamela Booker 03/25/2024 12:25:11PM




Self Evaluation: Add Attachment (cont.)

o

Performance Process

Performance Process

Tiffany Leslie
USG Annual Review for Staff
01/01/2024 - 12/31/2024

Overview

' ® Define Criteria

Due Date 20312024

Chedipoint 1

Du= Date  11/01/2024

* © Finalize Criteria

Due Date  1231/2024

Complete Self Evaluation
ate 12312024

@ Update and Complete

Revizw Manager Evalustion

ue Date  12/31/2024

Steps and Tasks -

USG Annual Review for Staff

Self-Evaluation - Update and Comglete

Employee Kating | 3 - oucce

STUI | 3.00 =

[ Save ‘ [ Complete

& Print | = Motify

+  add Attachment

Employee Comments » v Al A« B~ B I U iz :Z B~ E
| feel | was successful in completing my goals for the year.
wemasy  Pamela Booker 03/25/2024 11:514M
simeareo 8 Tiffany Leslie 03/25/2024 12:58PM
Goals Summary
Summary Weight | 25| o5 (not less than 25%)
R [
Employee Rating 3 - Successful 3.00 L
Attachments
File Name Description Attachment Audience Last Update Date/Time Uploaded By
Sample_Document_1.pdf FProject A | |Empl0yee and Manag « Eg’gg%gﬁﬁ Tiffany Leslie i

~ Audit History

Last Modified By Pamela Booker

Created By Ruby Ronca 03/18/2024 10:27:06AM

03/25/2024 12:59:55PM




Self Evaluation: Once completed, click “Complete” in the top right corner and Confirm to

finalize Self Evaluation.

w TR

Performance Process

Performance Process @ «
Steps and Tasks = or
Tiffany Leslie

USG Annual Review for Staff
01/01/2024 - 12/31/2024 Overview
' @ Define Critaria

Due Date  §2/31/2024

' @ Chedwpaoint 1
Due Date  11/01/2004

' @ Finalize Criteria
Cue Date  $2/31/2024

Comgplete Self Evaluation
Due Date - 12/31/2024

€ Update and Complets

Review Manager Evaluation
Due Date 1273172024

USG Annual Review for Staff

Self-Evaluation - Update and Complete

Enter your ratings and comments for each
document to your manager for review.

Ml Calculate All Ratings

Goals Job Duties Perforn

~ Section 5 - Overall Summa@

You have almostfinalized your self evaluation. If you have no further
entries select confirm to complete this evaluation and send it to your
manager for review.

Tiffany Leslie
[ . Job Title  Human Resources Generalist Manager Pamela Booker
J Document Type  USG Annual Review for Staff Period 01012024 - 123112024
J Template  Stafi-No Add/Mo Aprvifinst Val Document ID 35150
. - Status Evaluation in Progress Due Date  12/31/2024
~ Employee Data
Employee ID 0242811
bepuag Complete Evaluation x

selectthe Complete button to send this

e —

Employee Rating 3 - Successful

Employee Comments | « -~ A2

Attachments

File Name

Description

N
_—_
3.30'%I m
“vAl* A~B~|B I Y iz @~ ?

Owerall | am successful in completing my job duties and any new assignments given to me in a timely manner.

| Attachment Audience Last Update Date/Time Uploaded By

Save Complete

@ Print | [ Notify




Self Evaluation: “Complete” (cont.)

. el

Performance Process

Performance Process B «

Steps and Tasks T USG Annual Review for Staff

Tiffany Leslie Confirmation - Document Completed

USGE Annual Review for Staff

01/01/2024 - 12/31/2024
@ You have successfully completed your evaluation.

*' @ Define Criteris

Due Date  12:431/2024

Chedipoint 1

Due Date  11/01/2024

* @ Finalize Critesia

Due Date  12431/2024

Complete Self Evaluation
Due Date  12421/2004

Wiew

* O Review Manager Evaluation

Due Date  1231/2024




Manager Evaluation: In “My Current Documents”, an USG Annual Review for Staff in the
Status of “Pending Acknowledgment” will be visible. Click on this tile.

| LY Searchin Menu

Performance

Tiffany Leslie @
Human Resources Generalist
0242281

My Current Documents 1 My Current Documents

My Historical Documents
Document Type Document Status Period Begin / Period End Next Due Date

Evaluations of Others 0
/0112024

[T T T | USG Annual Review for Staff Pending Acknowledgement 1213102024 >
Historical Evaluations of Others 1213112024




Manager Evaluation: Review the evaluation AND meet with manager to review, ask
questions, give feedback, etc.

Performance Process

' ® Finalize Criteria

Due Date  §2/21/2024
LR Complete Self Evaluation

Dus Date 1272172024
-0

" Review Manager Evaluation
Dus Date  $2/21/2024
@ Admowledge

View

Status Pending Acknowledgement Due Date 12/31/2024
v Employee Data

Employee D 0242811

Department 1615000 Human Resources

This document is currently waiting for your acknowledgment.

Select the Acknowledge button to confirm that you and your manager have discussed this document. Your name will be placed in the signature section on the
printed document acknowledging that the review was held.

Goals Job Duties Performance Factors Values Overall Summary Sign-off Remarks

v Section 1 - Goals

= Expand | » Collapse

> Goal 1

Goals Summary

Summary Weight 25 % (not less than 25%)

Manager Rating 3 - Successful 3.00

Employee Rating 3. successful

Attachments

Performance Process @ « l Save l l Acknowledge
Steps and Tasks ol USG Annual Review for Staff
Tiffany Leslie Manager Evaluation - Acknowledge & Print | £ Notify | @) Export
USG Annual Review for Staff ) Tlﬂﬁnj‘LeSllE
01/01/2024 - 12/21/2024  Overview
Job Title Human Resources Generalist Manager Pamela Booker
LA} efine Criteg
E-:rl‘:;[:"-"’ . & Document Type USG Annual Review for Staff Period 01/01/2024 - 12/31/2024
Template Staff-No Add/Mo Aprilfinst Val DocumentID 35150
Ve Chedkpoint 1 = —J g
Dus Date 11




Manager Evaluation: Once meeting is complete, employee will click “Acknowledge” in the
top right corner. Employee must write a comment for evaluation to be completed. “Confirm”

= L 7

Performance Process

Performance Process ® « Save <‘ Acknowledge | J
Steps and Tasks o o | USGAnnual Review for Staff
S ek Manager Evaluation - Acknowledge @i Print | @ Notify | B)Export
USG Annual Review for Staff Tiﬂany Leslie
01/01/2024 - 12/31/2024  Overview G
Job Title Human Resources Generalist Manager Pamela Booker
Voo - e
e o DocumentType USG Annual Review for Staff Period 01/01/2024 -  12131/2024
: J Template Staff-Mo AddiMo Aprifinst Val Document ID 35150
e Chedrpoint 1
Due Date  11/01/2024 Status Pending Acknowledgement Due Date 12/31/2024
S R 7
E.'-_.”c_f’EEZ“"?‘Z‘,-”’. 2 ~ Employee Data Acknowledge Review Held b
: Employee ID
*' © Complete 5_5'_'15‘1{[”5"““ ol You have chosen to acknowledge that you and your manager have
Dus Date  12/21/2024 Department reviewed this document. Your acknowledgement does not necessarily
< _ . " mean you agree with your evaluation but that you have reviewed it with
® Reyiew Manager Evaluation This document is currently waiting for your ackng  your manager. Please add Comments.
Due Date  12/31/2024
© Amnwm‘;g; = Select the Acknowledge button to confirm that yo n the signature section on the
View prinied document SEsnoWiSHONG MaKINETEME]  Employee Acknowledgement Comments - EE
[ A
Thank you for the Annual Evaluation.
Goals Job Duties Performance
= e
- Confirm ] Cance |
v Section 1 - Goals s
£ d Coll Upon selecting confirm, you are acknowledging that the review was
- Bxpand | » Collapse held and your electronic signature will be added to this document.
* Goal 1
Goals Summary
Summary Weight 25 % (not less than 25%)
| LY
Manager Rating 3 - Successful 3.00lPEﬂ
Employee Rating 3 syccessiul
Attachments




Manager Evaluation: “Acknowledge” (cont.)

LEF ]

Performance Process

Performance Process @ «
Steps and Tasks o ow USG Annual Review for Staff
Tiffany Leslie Confirmation - Employee Acknowledgement

USG Annual Review for Staff
01/01/2024 - 12/31/2024

@ You have successfully acknowledged this document.
' @ Define Criteria

Due Date  12/31/2024

ye Chedipoint 1
Due Date  11/01/2024
' @ Finalize Criteria
Due Date  12031/2024

Complete Self Evaluation
Due Date  12/31/2024

Review Manager Evaluation
Due Date  12031/2024

View




Historical Documents: Performance documents will be maintained in the “My Historical
Documents” section of the Performance Tile in Employee Self Service.

Performance

Tiffany Leslie &)
Human Resources Generalist
0242811

My Current Documents 0 My Historical Documents

My Historical Documents
Document Type Document Status Period Begin / Period End

Evaluations of Others (]
01/01/2024

USG Annual Review for Staff Completed »

Historical Evaluations of Others 123102024




Timeline for 2024 Annual Evaluations
Evaluative Period January 1, 2024 — December 31, 2024

April 15, 2024 April 30, 2024 Dec. 2024 — Feb. 2025 March 1, 2025
. . . °

Annual Evaluations are due no

Deadline to share Checkpoint 1 Deadline to Finalize Criteria Self Evaluations and Participant AP o
with employee but can be Evaluations (if applicable) Y
shared prior to this date. should be completed
L 4 L 4
[Employee must be given a Complete Manager Evaluation
minimum of 2 weeks to review and plan to meet with

their Defined Criteria for the employee to review Annual
upcoming year. Evaluation for 2024



Resources & Tools
" “HUMAN'RESOURGES —

ONEUSG CONNECT RECRUITMENT & HIRING PROCESS EMPLOYEE ORIENTATION

Performance Evaluations

Performance management is an engoing process, which helps foster communication and planning for
future success for supervisors and employees. Performance evaluations provide information for
professional development and growth, by setting goals and expectations for the coming year. Finally,
performance reviews provide a documented account of each employee’s performance during the review
period and are required by the University System of Georgia's Board of Regents.

Key Information:

Annual performance review period: Jan. 1 to Dec. 31.

Annual perfermance evaluations should be completed as close to the end of the performance peried, ie.,
Dec. 31.

Performance FAQs
Which employees are required to receive an annual performance review?

1am a manager and | do not see one or more of my employees listed under my team performance +

What are the components of performance evaluation?
What if an employee’s supervisor has changed during the performance period?
What are some best practices for completing reviews?

What if an employee doesn't agree with their review?

£
+ |+ |+ +]| + +

Who should employees contact for help with performance evaluations?

Resources And Tools:

Manager:
» ePerformance Manager Guide
s Steps to Launch Evaluation

+ USG ePerformance Evaluation Factors

Employees:

» Performance Evaluation guid

PAYROLL OFFICE ADDITIONAL RESOURCES

Human Resources

Career Dpportunities

Dates and Schedules
Employee Beneﬁis{
Employee Wellness
Teleworking/Flextime Policy
Mandatory Training
Performance Evaluations
Training Request Approval

Faculty Classification and Compensation
Study

USG Executive Leadership Program
Separation of Employment

Documents & Forms

Manager Job Aids

Manager Define Criteria

Manager Navigate to Checkpoint 1

Manager & Employee Review Criteria

Manager Nominate Participants

Manager View Participants Evaluation

Manager Review Employee's Self-Evaluation

Manager Share Eval with Employee and Submit for
Approval

Employee Job Aids

Employee Define Criteria

Employee Navigate to Checkpoint 1 and Finalize Criteria

Employee Complete Their Self-Evaluation

Employee Ackowledge Performance Evaluation

Nominated Participants

Participant Complete an Evaluation



https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011429
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011427
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011436
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011430
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011431
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011433
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011435
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011435
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011421
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011426
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011432
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011434
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011428

E
When are Annual
Evaluations due?

Annual Evaluations
are now in a calendar
year setting. The
evaluation period
will be from January
through December.
Annual evaluations
will be due by
March 1, 2025.

When will goals for
the next year be
established?

In the future, we will
be sending out
Performance
Evaluations in
January. This is when
goals will be
established for the
year.

FAQS

If there is an error in
employees listed or job
descriptions, what
should | do?

Contact Human
Resources if there
are any issues
regarding employees
missing or incorrect
employees showing
up in your Team
Members for
evaluations.

What will happen with
New Hires throughout
the year?

Anyone who is hired
during the year will be
subject to a Provisional

Performance Evaluation.
This evaluation will be
started on their first day
of employment and go
through the first 6
months of their
employment.

Can | Copy Goals
from Multiple
Employees?

Yes, select “Copy
ltems from My
Team’s Documents”
to copy one
employee's goals and
paste them into
another employee.
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	Manager Evaluation: Complete the “Manager’s Evaluation”. Add Manager Ratings and Comments on Overall Summary. Click on the Calculator to Calculate Summary Rating. Employee Comments and Ratings as well as Participant Comments and Ratings (if applicable) will be visible.
	Manager Evaluation: Add Attachment to Evaluation if necessary 
	Manager Evaluation: Add Attachment to Evaluation if necessary (cont.) 
	Manager Evaluation: Once the Evaluation has been completed, click on “Share with Employee” in the top right corner. “Confirm”.
	Manager Evaluation: “Share with Employee” (cont.)
	Historical Documents: Once Employee has “acknowledged” and “signed” the Manager Evaluation. Managers will be able to access past performance documents in the “My Historical Documents” section of the Team Performance Tile in Manager Self Service.
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	Self Evaluation: In “My Current Documents”, an USG Annual Review for Staff in the Status of “Evaluation in Progress” will be visible. Click on this tile.
	Self Evaluation: Complete the “Self Evaluation”. This can be saved and worked through out the year until completed. 
	Self Evaluation: Complete an evaluation on Goals and add Employee Ratings and Comments. Click on the Calculator to Calculate Summary Rating
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	Self Evaluation: Complete an Overall Summary and add Employee Comments. Click on Calculate All Ratings before completing this section.
	Self Evaluation: Add attachments to Evaluation if necessary. 
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	Self Evaluation: Once completed, click “Complete” in the top right corner and Confirm to  finalize Self Evaluation.
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	Manager Evaluation: In “My Current Documents”, an USG Annual Review for Staff in the Status of “Pending Acknowledgment” will be visible. Click on this tile.
	Manager Evaluation: Review the evaluation AND meet with manager to review, ask questions, give feedback, etc. 
	Manager Evaluation: Once meeting is complete, employee will click “Acknowledge” in the top right corner. Employee must write a comment for evaluation to be completed. “Confirm”
	Manager Evaluation: “Acknowledge” (cont.)
	Historical Documents: Performance documents will be maintained in the “My Historical Documents” section of the Performance Tile in Employee Self Service.
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