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Importance of Annual Evaluations

* Increase Employee Engagement

e Create career growth
* Identify training needs
» Clarify expectations

e Evaluate goals
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What is ePerformance?

ePerformance is a robust,
web-based, self-service
performance solution that will
improve the evaluation
Process.
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Areas of Evaluation

Job Duties
(40%)

Performance GSC Values

Factors (15% GORDO N

(20%) STATE COLLEGE
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Performance Factors

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.

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 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
understands their job duties and
responsibilities and applies the

practical and technical knowledge and

skills required for the position.

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.

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

The extent to which employee's work is consistently The extent to which employee cooperates, works and

accurate, thorough, and is accomplished in a communicates with internal and external customers such
professional manner. Employee works efficiently and  as clients, patients, coworkers, supervisors, subordinates,
productively while effectively managing resources faculty, and students. The employee has the ability and

(labor, time, materials, etc) 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 The extent to which the employee demonstrates proper
regarding task completion and follow-up. The employee judgment in decision-making and displays effective
meets deadlines with accuracy, work quality and problem-solving skills.

customer satisfaction. Employee has an acceptable overall

punctuality and attendance record. GO R DO N

STATE COLLEGE




Additional Performance Factors for Leaders Only

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

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 G O R DO
outcomes/results, and assesses and adjusts the unit's

directives based on the needs of the University.
STATE COLLEGE




Prioritize high standards in
all endeavors, striving for
distinction in education,
research, and community
engagement.

Evaluating GSC Core Values

Focus on enhancing
regional workforce by
effectively preparing
students for successful
careers, thereby ensuring a
substantial return on their
educational investment.

Encourage creative
thinking and innovative
solutions, driving progress
and adapting to the
evolving needs of our
society and the wider
world.

Embrace and celebrate
multiple perspectives,
fostering an environment
that enriches learning and
promotes respect and
understanding.
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Exemplary

Superior

Successful

Partially Successful
(Emerging)

Not Successful

Rating Scale

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

Review/Approve EDR . Delegations . My Team . Approvals
5
Manage Positions Review Transactio Company Directol ry Tal D &Certif]
mo =8 20 () 2=
Oo0oo —
& =
Team Time Team Performance Open Jobs Create Job Opening
4 Exceptions 3 In Progress Documents 1
‘ My Forms . Help . System Manager Reporting . TL Approval Compliance . S ‘ ‘ E C O I— L E G E
Ee———— = v




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

Team Performance

M Current Documents

Current Documents

E Delegated Documents

% Historical Documents B

1 Ve CnlyDocurenis Name / Job Tte Document Type Document Status
™ Aoorove Document Creche Navarro , -
a 3G Annual Review for Staff Dafine Criteria
HRIEEIOD Professiona
T Vew Approva Situs .
|
|
(Creche Navarro
i USGAnnual Review for Staf Evaluation in Progress
I HR/EECHOD Professional
|
|

Amy Anderson
m USGAnnual Review for Staff Evaluztion in Progress
Human Resources Genaralist
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Define Criteria: Add Goals for Annual Evaluation.

LY R

Performance Process

Performance Process 8 « I Save ] [ Approve ‘
Steps and Tasks s USG Annual Review for Staff
Amy Anderson Define Criteria - Update and Approve

USG Annual Review for Staff
07/01/2024 - 06/302025 Querview

 © Define Criteria
DueDate  01/01/2025
© Update and Approve

' O Review Seff Evaluation
DueDale 041012025

' O Complete Manager Evaluation
DusDale 0500112025

Amy Anderson
Actions+
Job Title  Human Resources Generalist Manager Tonya Johnson
J Document Type  USG Annual Review for Staff Period  07/01/2024 - 06/30/2025
J Template  GSC Annual Review for Staff 20 DocumentID 47286

Status  In Progress Due Date  01/01/2025

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 Institutional Values

v Section 1 - Goals

Goals will be evaluated by: Employee, Manager
B Add ltem

v Goals Summary

Section Weight | 25| % (notless than 25%)

v Audit History

G Print | E7Nofify | &)Export
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Define Criteria: Add Goals (cont.)

Goals Job Duties Performance Factors Values

v~ Section 1 - Goals

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

v Goals Summary

Section Weight‘ 25

% (not less than 25%)

Performance Process

Performance Process
Performance Process @ <«| USG Annual Review for Staff Perfomance Process © | UG Amnual Review o S
Steps and Tasks S o- | Addltem SEpaits © 57 | Add Your Own ltem
Al And - Amy Anderson
u?é A:n:;;:.view for Staff O Add pre-defined item USG Amnual Review for Staf “Title | Goal 1 ‘
07/01/2024 - 06/30/2025 Overview @ Add your own Item 07/012024 - 06/3012025 Overview

Deserpfon o o v Alv AVEY B I Uz @ e
T © Define Criteria

Due Date  04/01/2025

~ © Define Criteria
DueDate 0110172025

i Enter description of Goal
© Update and Approve © Update and Approve
y
* O Review Self Evaluation _ © Review Sef Evaluation
DueDale  04/01/2025 Return DueDate 04012025
vo
' © Complete Manager Evaluation Complete Manager Evaluation

STATE COLLEGE

Copy Item from My Team¢;s Documents

Start Date ‘
End Date ‘ ‘

Retum




Define Criteria: Add and Review Job Duties

Performance Process 8 «
Steps and Tasks S (a~- U5G Annual Review for Staff
Crechs Navarmo Define Criteria - Update and Approve
USG Annual Review for Staff
OTONZ024 © DEM@A2025  Ovendew Creche Navarro
= . Criteria Job Title HR/EECHOD Professional Manager Tonya Johnson

D O1D1Z0ZS

TR - Document Type  USG Annual Review for Staff Period O7i01/2024 - 0G/30/2025

‘ Template GSC Annual Review for Staff 20 Document 1D 47235
o Status  In Progress Due Date 0140172025

b 0 Complets Manager Ev

8 You have successfuly saved this document.

1. Review the performance criteria (goals and'or responsibilities) that the employee plans to accomnplish during this the performance pericd.
2. Make any necessary adjustments to the criteria and review your changes with the employes.
2. Onee the performance criteria is comect select the approve button to complate this step.

Goals Job Duties Performance Factors Institutional Walues.

~ Section 2 - Job Duties & Knowledge

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

~ Training Development
Description :
= Assists with developing or facditsting HR training programs for managernent and employses.

* Maintain campus compliance by tracking training and drafting and ediing campus poficies and procedures.

Created By Tonya Johnson CEMV2025 4:14PM
L==st Modified By Tonya Johnson 0EMVZ02E 4:15PM

~ Benefits
Description : P |
Frocesses Family and Medical Leave Act requests; adwvises of short and long t=rm disability options.

Frocesses Amencans with Disabilties Act requests.
Owersess the Affordable Cars Act compliance requirements.

Reports retires infarmation to the Teachers Retirement System and Employee Retirement System of Georgia.
Provide support on implementing major organization-wide projects, ncleding but not Emited %o, employee enpgsgement surveys, employee
enrichment programs, employee benefits programs, and multi-cultural swareness and sensitivity programs.

Created By Tonya Johnsan OEMOV2025 4:14PM




Job Duties

IGORDON

Building Maintenance Worker FAC/12
Facilities

JOB SUMMARY

This position is responsible for participating in the maintenance of college buildings. facilities and equipment. An
incumbent in this position may be designated “Senior Building Maintenance Worker”.

MA.JOR DUTIES

* Inspects buildings, fixtures, machines and other structural or mechanical units and notes repair needs;
performs minor maintenance such as cleaning and lubricating.

Changes, washes, and cuts filters for air conditioners; checks for bad bearings.

Repairs, hangs and installs blinds and window shades; installs drapery rods and hangs drapes.

Installs restroom accessories.

Replaces glass, screens, locks and door latches.

Repairs doors and door locks.

Repairs chairs, cabinets, shelves and other furniture.

Installs commodes, lavatories, urinals and faucets.
Changes ballasts, light bulbs, and smoke alarms.
Paints interior and exterior surfaces.

Locates and repairs leaks.

e e et sssioned. STATE COLLEGE

KNOWLEDGE REQUIRED BY THE POSITION

Knowledge of college policies and procedures.

Knowledge of the hazards and safety precautions associated with the work.

Knowledge of the installation, repair and maintenance of HVAC and other mechanical systems.
Knowledge of plumbing and electrical system installation, maintenance and repair.

Skill in the use of hand and power tools.

Skill in decision making and problem solving.

Skill in the completion of a variety of reports.

Skill in oral and written communication.




Define Criteria: Review Performance Factors

TN T e T TN TR T TN T = F 7 AR T
Performance Process

Performance Process & o«

Steps and Tasks o e USG Annual Review for Staff

Creche Navarro Define Criteria - Update and Approve

USE Annual Review for Staff Status  In Progress Due Date 01/01/2025

0701 2024 - OEIO2025

S You hawe successfully saved this document.
= % Define Criteria

L Dzt 2025

0 Undate 1. Rewview the performance criteria (goals and/or responsibilities) that the employee plans to accomplish during this the perfformance perod.
2. Make any necessary adjustmenits to the criteria and review your changes with the employesa.

3. Once the performance criteria is comect select the approve button to complete this step.
Review Self Es
Due Dot D

Goals Job Duties Performance Factors Institutional Values

~ Section 3 - Performmance Factors

Performance Factors will be evalusted by: Employee, Manager
- Expand | » Collapse

> Communication

> Customer Service

> Initiative

> Innovation

» Job Knowledge

> Adherence to University Policies

> Quality of Work

* Interpersonal Relationships G O | t D O N

> Reliability/Attendance

STATE COLLEGE

~ Performance Factors Summary

Section Weight

%  {not less than 20%)




Define Criteria: Review GSC Core Values

Performance Process

Performance Process
Steps and Tasks

Creche Mavamo
ISIG Annual

0701024 ©  DEGO2025 Orverview

~ ® Define Criteria
DusDate O

012025

0 Update and Approve

¥ O Review Self Ev

s it

v 0 Complete Man:
e Dot

USG Annual Review for Staff

Define Criteria - Update and Approve

Creche Navarro
Actions
Job Title HR/EEOWOD Professional Manager Tonya Johnson
J Document Type  USG Annual Review for Staff Period 07/01/2024 - 06/30/2025
" Template GSC Annual Review for Staff 20 Document 1D 47235
o Status In Progress Due Date  01/01/2025

& You have sucoessiuly saved this document.

1. Review the performance criteria (goals andfor respaonsibilities) that the employee plans to accomplish during this the performance period.
2. Make any necessary adjustmenis to the criteris and review your changes with the employes.
2. Onee the performance criteria is comect select the approwe bution to complete this step.

Goals Job Duties Performance Factors Institutional Values

~ Section 4 - Institutional Values

Institutional Walues will be evaluated by: Employee, Manager

~ Expand | » Collapse

» Belonging

» Commitment to Excellence

* Innowvation and Creativity

* Student Success

~ Institutional Values Summary

Section Weight

% {not less than 15%)
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Define Criteria: Confirm and Approve Criteria

A T R T
Performance Process
Performance Process #* [ Save l l Approve
Steps and Tasks = gv | USGAnnual Review for Staff
Creche Havamo Define Criteria - Update and Approve gPrint | EINetfy | @)Expo
USGE Annual Resiew for Staff
GDVHNM 0 Owniew Creche Navarro
Actions =

e ‘ Job Title  HRIEECIOD Professional Manager Tonya Johnson

Duwr Dol 0101025

© Update an Approve | ; Document Type  USG Annual Review for Staff Period O7/01/2024 - 063012025

Template G5 Annual Review for Staff 20 Document D 47235

'O Raview Sefl Evak

paces :Emmm : : Status  In Frogress DueDate  D1/01/2025

£ 0 Carplete Manager Evaluafion

R 1. Review the performanca criteria (goals and'or respansibilities) that the employee plans to accomplish during this the performance peniod.

2. Make any necessary adjustments to the oriteria and review your changes with the employes.
3. Onee the performance critena is comect select the approve button to complete this step.

Goals Job Duties Performance Factors Institutional Values

¥ Saction 1 - Goals

4 Approve Performance Criteria X
Goals will be evaluated by: Employee, Manager
— Select confirm o approve and complete the Define Criteria Step.
% Add ltem

o [ e ] STATE COLLEGE

el L % (notless than 25%)
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Log into OneUSG. In Employee Self Service, Choose the
Performance Tile.

Make SCCP Contribution | |  Forms De Deqrees & Certificates
|
% ' OOOOOOOOOOOOO E { ﬁ
RRRRRRRR
ory me and Absence
C 1 B
(0 B —
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Self Evaluation: In “My Current Documents”, your document
will be visible.

Performance

Amy Anderson )
Human Rasources Generalist
0333974
My Current D fs 1
et My Current Documents
My Histarical Documents
Document Type Document Status Period Begin / Period End Next Due Date
Evaluations of Others 1
0701204
" . USG Annual Review for Staff Define Criteria 01/01/2025 )
Historical Evaluations of Others 0R300005
070112023
USG Annual Review for Staff Evaluation in Progress 05/3012024 )




Self Evaluation: Add Ratings and Comments on Each Tab.
Click on the Calculator to Calculate Summary Rating.

e — - — e — B o — e — 28
Performance Process

Performance Process 8 «

Steps and Tasks 2 s+ | USGAnnual Review for Staff

Amy Anderson Self-Evaluation - Update and Complete

USG Annual Review for Staff Template  GSC Annual Review for Staff 20 Document[D 47286

OriovE024 © DBR0Z0ZE Oveniew 2 Status  Evaluation in Progress Due Date  04/01/2025

™ © Define Critesia

DueDste  0UDI2ES v Employee Data

View
Employee ID 0333974
* 0 Complete Self Evaluation Department 1625300 Human Resources
DueDate 041012025 Location 760 Gordon College

© Update and Complete
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
Review Manager Evaluston document to your manager for review.

DuzDate 05012025

[ Calculate All Ratings

Goals Job Duties Performance Factors Institutional Values Overall Summary

¥ Section 3 - Performance Factors

= Expand | » Collapse

v Communication

Description : 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.

=
Employee Rating 3- Successful v 300

Employee Comments | « = g« Alv Av B+ B ] U 2 = v E‘ G : R : N

STATE COLLEGE

> Customer Service

7 Initiative




Self Evaluation: Complete an Overall Summary and add Employee
Comments. Calculate all ratings before completing this section.

Performance Process

Performance Process & «

Steps and Tasks o ov USG Annual Review for Staff

Amy Anderson
USG Annual Review for Staff
O07/01/2024 - 063072025 Crvanview

Self-Evaluation - Update and Complete
= You have successiully saved your evaluation.

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.
* © Define Criteria

DuzDate  D1/D1/2025 [ Calculate All Ratings
iew
Goals Job Duties Performance Factors Institutional Values
~ O Complete Self Evaluation

Overall Summary
DuzDate  D4/D1/2025

@ Update and Complete

~ Section 5 - Overall Summary

Review Manager Evaluation
Due Date 050172025

=l
Employee Rating 3 - Successiul 3.00 B o
Employee Comments | «, ~ @ AF o Alv A v E -« B I U iz :Z B~ E—:‘

= a= e=

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

Attachments

Mo Attachments have been added to this document G O R D O N
4+ Add Attachment

STATE COLLEGE

Created By Amy Anderson 05/01/2025 2:53:59PM

Last Modified By Tonya Johnson 06102025 9:46:40AM




Self Evaluation: Add Attachment if necessary.

Performance Process

Performance Process © «
Steps and Tasks S aw USG Annual Review for Staff
Amy Anderson Self-Evaluation - Update and Complete

USG Annual Review for Staff
07/01/2024 - 06/30:2025 Owerview

= You have successiully saved your evaluation.

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.
~ @ Define Criteria

DuzDate  D1/01/2025 [ Calculate All Ratings
Wiewr
o Goals Job Duties Performance Factors Institutional Values Overall Summary
= Complate Salf Evaluation

Dus Date 040172025
© Update and Complete
¥~ Section 5 - Overall Summary

Review Manager Evaluation
Due Date 05/01/2025

=13
Employee Rating 3 - Successful 3.00 H
Employee Comments | «, —» &+ Alv Av B~ B I Y I - @~ E_[‘

Orverall | am sucoesshul in completing my job duties, goals and any new assignments given to me in a timely manner.

Attachments

No Attachments have been added to this document
+  Add Attachment

e S / \ E C O I— L E G E
Created By Amy Anderson 05/01/2025 2:53:59PM

Last Modified By Tonya Johnson 06/M10/2025 9:46:40AM




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

Performance Process
Performanc Process 8«
Steps and Tasks 2 g+ | USGAmnual Review for Staff
Amy Anderon Self-Evaluation - Update and Complete @Pint | SNy
ISE Anrus| Resiew for Ssf
Amy Ande
UMDY OB O ST
Job Title  Human Resources Generalist Manager Tonya Johnson
= & Defna Criera ) ) :
Delde U | | Document Type  USG Annual Review for Staf Period 0710112024 (6302025
e Template  GSC Annual Review for 3t 20 Document D 47285
0 Corglia Sel Evahustin Status  Evaluafion in Progress Due Date  04001/2025
Dulds  pamizozs
© Uptatz and Carplele v Employee Data
* @ Review Manager Evalusion Employee D 0333874
L Department 1625200 Human Resauross
Gordon Cal
Location 780 i
© You have successfully saved your evalustion. Complete Evaluation x
Enter your ratings and comments for ezch applicable section and save. When you have finshe
document o your manager fr e, You have aimost finalized your seif evaluation, If you have no further

entries select confirm to complete this evaluation and send it fo your
manager for review.

] Caleulate All Ratings

Goals Job Duties Performance Factors Institufional Yalues. Oven

¥ Section 5 - Overall Summary

Employee Rafing 3 - Sucessshul 3mm u
Employee Comments & o | fFv Alv Av@v B J U2z Bv E

Overal | am successuin completing oy o duies, gk ae any new agrment given o metina fmely marme. ( ; O R DO N

STATE COLLEGE
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Manager Evaluation: Click on “Com
then “Update and Share” to open t

Performance Process

lete Manager Evaluation” and

e evaluation.

Performance Process
Steps and Tasks

Creche Navamo
USG Annual Review aff

07012024 © DESM2025 Oreesrien

t & Define Criteria

Campkite Managsr Ev
D

with Erm

i3 Ackn

USG5 Annual Review for Staff

Manager Evaluation - Update and Submit

Creche Navarro

Actions~

Job Title
J Document Type
‘. Template
= Status

~ Employee Data
Employea DY
Department
Location

HR/EEDVOD Professional
USG Annual Review for Staff
GEC Annual Review for Staff 20

Evaluation in Progress

0287073
1825300 Human Resources
T80 Gordon College

Manager Tonya.Johnson
Period  O7/01/2024 O5/30/2025
Document ID 47235
Due Date  0501/2025

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 Sawe button.

[F] Calculate All Ratings

Goals Job Duties

~ Section 1 - Goals

Goals Summary

Summary Weight

Performance Factors

Institutional Walues

o (not less than 25%)
=3
Manager Rating ~ | 0.00
Manager Comments | « O E v Al A A~ B I UL Iz

Employee Rating

Orwverall Summary

Sign-off Remarks

= @~ =

Employee Comments [The Employes has either not enlered their comments yel or completed their sei-evalualion.

GORDON
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Manager Evaluation: Add Manager Ratings and Comments on Each Tab. Click on

the Calculator to Calculate Summary Rating. Employee Comments will be visible.

Performance Process

Performance Process
Steps and Tasks

Creche Hawarro

USE Annual Review for Staff
OT/D1E024 T DASOM2025 Dremrdma
v 8 Define Criteda

Dl Dhata O 20ES

Review Sal
D Db

Camplte Manager Evaluation

[Cr IS

ar

U'5G Annual Review for Staff

Manager Evaluation - Update and Submit

Job Title

J Document Type
i Template:

= Status

~ Employee Data

Employee ID
Department

Location

HR/EED'OD Professional
UEG Annual Review for Staff
G20 Annueal Review for Staff 20

Ewaluation in Progress

02878732
1625300 Human Resources.
750 Gordon College

Manager
Pericd
Document 1D
Due Date

Tonya John=son
070172024
47235
05012025

OS/302025

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

[ Calculate All Ratings

Goals Job Dutes

~ Section 1 - Goals

Goals Summany

Summary Weight o6

Performance Factors

Institutional Values

(not less than 25%)

Manager Rating | 2 - Successful

~| 3.00

Manager Comments E > Fd

Employee Rating

~Alv A~ B~ B I U =

—

Crverall Summary

Sign-off Remarks

Employee Comments [The Employess has sither not eniened ther comments yel or completed their sei-suwsuation.

GORDON
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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 will be visible. Add Attachment if necessary.

Performance Process

Performance Process

Steps and Tasks o

Crechs Nawvanmo
USG Annual Review for Staff
07012024 T DESOE2025 Orvervies

t & Define Criteria

Dhuse Diahe 010202

Review Sell Evaluatan

D Daba nam 25

= O Complete Manaper Evaluation

& o«

a-

U5G Annual Review for Staff
Manager Evaluation - Update and Submit
Employee IDD 0287873
Department 18625300 Human Resources

Location 780 ‘Gordon College

& You have successfully saved your evaluation.
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.

[ Calculate All Ratings

Goals Jiob Duties Performance Factors Institutional Values Drverall Summary Sign-off Remarks

~ Section 7 - Overall Summary

Manager Rating 3 - Successful 2.08 B [

Manager Comments | « r B« Al A B~ B T
Wiriting Tools

I=
.
i
i
|
€
I

Employee Rating

Employee Comments [The Emplayes has either not enlered their comments yet or completed their ssi-evaluation.

Attachmentis

Mo Attachments have been added to this document

+ Add Attachmnent

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

Performance Process
Performance Process « Share with Employes
Steps and Tasks 5 o- | USGANnual Review for Staff
Crech Navar Manager Evaluation - Update and Share @it | BNty | BEset
USG Al Resien for Siff
: Creche Navarro
IR T 0GRS Cherview
Aclions =

Y beeCimia | ] Job Title  HR/EEQIOD Professianz! Manager Tany Johmnson

Dalds  pUONZRS | | -

Document Type  USG Annual Review for Staff Period 070172024  08/30/2025

* O Review Sell Evabazion

Dalok  DATIARZS Template  GSC Annual Review for St=ff 20 Document 1D 47235
=) ® Carmpe Manager Evsuaion Status  Approval - Approved Due Date 050112025

Duelele  pa012025

© Ltz i St ~ Employee Data

& Pening Approval

© Shure wilh Employee Employee D 0287873

Pending Acknowledgemant Department 1625300 Human Resources
Location 760 (Gordon College:

This document has been submitted for approval and can no longer be updated. You can view the document, perform tasks availzble from the More Actions menu, and
review progress of the approval in the Approval Manitor.

Share with Employee X
Goals Job Dufies Performanee Factors Institutional Values Overall Summary Sign-off Remarky

Seelect confim 1o share this document with the employee. Next you
should meet with the employes to discuss your evaluston.

~ Section 1- Goals Upan selecting canfim, your elecirenic signature will be added fo this
| document.
‘ Confirm ‘ ‘ Cancz ‘
Goals Summary
Summary Weight [ {nat less than 25%)
]
Manager Rating 3 - Successful 300

Manager Comments

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

Performance Process

Performance Process & o«

Steps and Tasks o e U5G Annual Review for Staff

Crechs Navamo Confirmation - Shared with Employee
USGE Annual Review for Staff

070172024 ° DEO2025 Orverview

& You have successfully shared your evaluation with the employes.
' & Define Criteria
DuaDate  OUD1/E0ES

b2 Review Seff Evalustan
Dhoazr Dhai DL /E02S

= & Complebe Manager Evaluation

@ Update and Submil
& Pending Approva
@ Share with Employes

€ Pending Acknowledgement
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Manager Evaluation: Employee Acknowledgement

Performance Process

Performance Process “
Steps and Tasks = aw U 5G Annual Review for Staff
Crachs Navarro Manager Evaluation - Acknowledge

USGE Annual Review for Staff
0702024 T DEABL2025 Crverdiew

Job Tile HR/EEQYOD Professional Manager Tonya Johnson
b 8 Define Critera _ _ =
Document Type USG Annual Review for Staff Period 07/01/2024 05302025

Due Date  OLO1Z0ES | |

Creche Navaro

H O complete Self Evaluation Template  GSC Annual Review for Staff 20 Document 1D 47235
DwDate  D&DI2S L 1 Status  Pending Acknowledgement Due Date  05/01/2025

= ® Roview Manager Evaluatian
Due Date ORADHE0ES

~ Employee Data

© V‘ L Employee ID 0287073
e
Department 1825300 Human Resources
Location 780 Serden College

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 th Acknowledge Review Held =

document acknowledging that the review was held.

“fou have chosen to acknowledge that you and your manager have
reviewed this document. Your acknowledgement does not necessarily
mean you agree with your evaluation but that you have reviewed it with

Goals Job Duties Performance Faciors Institutional Values Overall Summary Sign-of Remarksy ¥our manager. Flaass add Commeants.

Employee Acknowledgement Comments _
EE

~ Section 1 - Goals

Goals Summary

Confirm Ca
Summary Weight 25 % {not less than 25%) nes

2.00 e Upon selecting confirm, you are acknowledging that the review was held
and your electronic signature will be added to this document.

Manager Rating 3 - Successful

Manager Comments

ORDON
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Manager Resources and Tools

Defining Criteria for Employee ePerformance as a Manager (MSS Job Aid)
https://usg.service-now.com/usgsp?id=kb article view&sysparm article=USGKB0011429

https://www.youtube.com/watch?v=FOqgSXxdJ2h8

Complete Manager Evaluation (MSS Video) https://www.youtube.com/watch?v=4cQG65X3jBw

Sharing Evaluation with Employee and Submitting for Approval in ePerformance (MSS

Job Aid)
https://usg.service-now.com/usgsp?id=kb article view&sysparm article=USGKB0011435

Performance Evaluation Approvals (MSS Video)
https://www.youtube.com/watch?v=_cTi4WWCRuw

Acknowledge Performance Evaluation (ESS, MSS Video)
https://www.youtube.com/watch?v=bD6Mb7{9yGc

Reviewing an Employee's Self-Evaluation in ePerformance as a Manager (MSS Job Aid)
https://usg.service-now.com/usgsp?id=kb article view&sysparm article=USGKB0011433

Review Self-Evaluation (ESS, MSS Video) https://www.youtube.com/watch?v=ng8dM7EulDM

GORDON
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https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011429
https://www.youtube.com/watch?v=FOqSXxdJ2h8
https://www.youtube.com/watch?v=4cQG65X3jBw
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011435
https://www.youtube.com/watch?v=_cTi4WWCRuw
https://www.youtube.com/watch?v=bD6Mb7j9yGc
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011433
https://www.youtube.com/watch?v=ng8dM7EulDM

Employee Resources and Tools

Completing Self-Evaluation in ePerformance (ESS Job Aid)
https://usg.service-

now.com/usgsp?id=kb article view&sysparm article=USGKB0011432

Complete Self-Evaluation (ESS, MSS Video)
https://www.youtube.com/watch?v=ng8dM7EulDM

Acknowledging Performance Evaluation in ePerformance (ESS Job
Aid)
https://usg.service-

now.com/usgsp?id=kb _article view&sysparm article=USGKB0011434 GOR DO N

STATE COLLEGE

Acknowledge Performance Evaluation (ESS, MSS Video)
https://www.youtube.com/watch?v=bD6Mb7{9yGc



https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011432
https://www.youtube.com/watch?v=ng8dM7EulDM
https://usg.service-now.com/usgsp?id=kb_article_view&sysparm_article=USGKB0011434
https://www.youtube.com/watch?v=bD6Mb7j9yGc

FEEE
When are Annual
Evaluations due?

Annual Evaluations
are currently in fiscal
year setting. The
evaluation period
will be from July
through June.
Annual evaluations
will be due by June

30, 2025.

FAQS

000 m
/\W .. .
fnanans
When will goals for If there is an error in What will happen with
the next year be employees listed or job New Hires throughout
established? descriptions, what the year?
should | do?

We will be sending
out Performance
Evaluations in July.
This is when goals
will be established

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

Performance Evaluation.
This evaluation will be

Contact Human
Resources if there
are any issues
regarding employees

for the year. missing or incorrect started on their first day
employees showing of employment and go
up in your Team through the first 6

Members for
evaluations.

months of their
employment.
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Timeline for 2025 Annual Evaluations

Evaluative Period July 1, 2024-June 30, 2025

ol T
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