Employee Guide to Completing Employee Self Evaluation and
Acknowledging Evaluation



Logging In

Hiring Managers Log in: https://employment.blinn.edu/hr/sessions/new

Log in with your network username and password. If you do not remember these credentials, you may
contact the help desk at extension 4357.

@ You have been logged out of the system

Blinn College

Username

Password

On the right hand side click on Go to Employee Portal

(D | PeopleAdmin
W‘ ADDIIRANT TOACKING ¥

| Go to Employee Portal

Postings  Applicants  Hiring Proposals | MyProfle  Help

Sara Pohl, you have 0 messages. | Human Resources[v] ¢ logout

Welcome to your Online Recruitment System

Under Your Action Items, you will see the Annual Reviews assigned to you. Click on the Blue wording
“Complete Self Appraisal” under the title Description, or you can click the blue view button.

GoloBiinn College Admin ~ PeopleAdmin

%/ Blinn College Employee Portal

Home ()  Performance ~ Hello, Sara  Log Out

@ Help for this page|

Performance

Welcome to the Employee Portal, Sara Pohl

& My Reviews

Your Action Items
Item Description Due Date Status Action
2013 Annual Review - Non Exempt for Carol Estes Complete Objective Plan na

Revised 3.6.17


https://employment.blinn.edu/hr/sessions/new

The Plan

Here you will see the Job Success Factors. This section is “view only” at this step. It is here for you to

review the factors to evaluate you. Please review the job success factors prior to going forward.

Home (il  Performance ~

Go lo Blinn College Admin  PeopleAdmin

Hello, Patricia  Log Out

Brandy Ermis Faculty Performance Evaluations FY15

Pairicia Westergaard Evaluation Type: Focal

Program Timetrame: 08/18/14 10
et Ca-reviewer: Add Co-ig | |
overview Plan rorsranc
Plan Review the performsy ToMm 1351 penoa

Progress Notes ob Success Factors | Last Pliods G

History

Job Success Factors
& My Reviews

& My Employees’ Reviews

Name

Instruction - Class Preparation

Description
Prepare adequately for all classes.

Review Status:

Last Updated:

January 21, 2015 04:18

Next click on the Last Periods Goals.

aamin PeopleAdmin

Melo Patricia Lo Out

Faculty Performance Evaluations FY15

Palrica Westergaaed Evaluation Type: Focal
Program Timeframe:  DS/10/14 10

R Coreviewer: £33 Coseviewer
Overview Plan
Pian
Progress Notes Jab Success Faclls
History

Job Success Factors
B My Reviews
& My Employees’ Reviews

Name
Instruction - Class Preparation

Descrip

Prepase acequalely for al classes.

Review Status:
Last Upaated:

January 21, 2015 0418

If you received an evaluation from the previous year, your goals should be present. This section is “view

only” at this step. Once you have reviewed, click complete.
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Self-Evaluation- Last Period’s Goals

Discuss your progress toward the goals you set for the past academic year. Some examples of goals
include learning or trying new teaching strategies, pursuing advanced coursework or professional
development activities of any kind. Please include in the discussion service to the College and the
division. In addition describe work that has contributed to your professional growth, even if you have
submitted the same information to the Center for Teaching and Learning for this year's professional
development credit.

Please make note of any modifications to the goal.

Last Period's Goals Future Goals Service Professional Development Aftachments &

Discuss your progress toward the goals you set for the past academic year. Some examples of goals include learning or trying new teaching sirategies, pursuing advanced coursework or professional development
activities of any kind. Please include in the discussion service to the College and the division. In addition describe work that has contributed to your professional growth, even if you have submitted the same information to
the Center for Teaching and Leaning for this year's professional development credit.

Required fields are indicated with an asterisk (*).

Goals and Self-improvement

Name of Goal:

Attend a conference: either TCCTA (where | attend architecture related classroom knowledge), BPAE or architecture lunch and leamns at a local firm.

Measure of Success:

One or more conferences attended in the fiscal year

* Progress of Goal

Click Save Draft.

* Progress of Goal

& Save Draft ext 3

Next click on the Future Goals.
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Last Period's Gofjls Future Goals Servige Professional Development Attachments l
Fnter the performance goals for the next p o be evaluated. Individual goals and objectives should align with those of the depariment/division and the College. Progress toward meeting these goals will be reviewed
t the time of the next evaluation.

Future Goals

Future Goal

Measure of Success

[]Remove Entry?

Self-Evaluation- Future Goals

Enter the goal under the . Under the Measure of Success, enter how you plan to complete
the goal. A goal should be specific, measurable, achievable, results-focused, and time-bound. Click the
add entry button if you have more than one entry to enter. Once you have entered the last goal, click
the save draft button to save your work.

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with those of the department/division and the College. Progress toward meeting these goals will be reviewed
at the time of the next evaluation

|Future Goals

Future Goal

|| Measure of Success

[] Remove Entry?

Add Entry

& Save Draft Next »

Here is an example.
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at the time of the next evaluation.

Future Goals

Future Goal

Class Discussion

Measure of Success

Increase class discussion by 10 minutes in all of my classes by the end of the year May 2017

[0 Remove Entry?

& Save Draft

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with those of the depariment/division and the College. Progress toward meeting these goals will be reviewed

Add Entry

Next »

Below I clicked the add entry button, you will see a new blank fields for the next goal. Enter the next
goal. Click the add entry button if you have another goal to enter. If you are done entering last period’s
goals, click the save draft button to save your work. [f you click the add entry button by mistake and do

not have another goal to enter, click on the remove entry box and click the save draft button.

at the time of the next evaluation.

Future Goals

Future Goal

Class Discussion

Measure of Success

Increase class discussion by 10 minutes in all of my classes by the end of the year May 2017

[0 Remove Entry?

Future Goal

Measure of Success

[ Remove Entry?

@ Save Draft

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with those of the department/division and the College. Progress toward meeting these goals will be reviewed

Add Entry

Next »

Save Draft before preceding any further!!!

Once you have completed entering future goals, click the Next button or click the Service.
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Last Period's Goals Future Goall Service Professional Development Aitachments |

Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with those of the depariment/division and the College. Progress toward meeting these goals will be reviewed
at the time of the next evaluation

Future Goals

Future Goal

Measure of Success

[] Remove Entry?

niry

& Save Draft Next 3

Self-Evaluation- Committee Service

Please attach the Service Summary Report under the "Attachments" tab

Last Period's Goals Future Goals Service Professional Development Attachments b

Please attach the Service Summary Report under the "Attachmenis” tab

@ Save Draft Next ¥

Once you have completed entering future goals, click the Next button or click the Professional
Development.

Last Period's Goals Future Goals Service Professional Development Attachments b

Please attach the Service Summary Report under the "Attachments" tab

& Save D

Next »

Self-Evaluation- Professional Development

Please attach the Professional Development Summary Report under the "Attachments" tab
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Last Period's Goals

Future Goals

Service Professional Development Attachmenis

Please attach the Professional Development Summary Report under the "Attachmenis” tab

& Save Draft & Complete

Self-Evaluation- Attachments

Enter your

in the blank field. Add in the Description and then click the Browse to
upload a file from your computer. Once the file has downloaded then click Upload File.

Last Period's Goals

* Name

Attachments

Future Goals

Service Professional Development Attachmenis &

Description

File

Browse

Upload file

New Attachment

Here is an example:

* Name

File

Professional Developments

Description | 2015-2016 Professional Development

Upload file

C:\Users\Kelsie Clayton\l Browse...

New Attachment |

Below | clicked the upload file, you will see a confirmation of attachment. To upload more click New

Attachment. To delete an attachment select the trash can next to the document.

Name

Professional Development

Description

2015-2016 Professional Development Certificates

File Type
application/pdf

Size

50.7 KB

New Attachment
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Self-Evaluation- Attachments (continued)

Once you have completed your Self Evaluation in its entirety, you will go back to the Professional
Development tab and hit the complete button in either the action tab or at the bottom of the page.

Last Period's Goals Future Goals Service Professional Development Aftachments

Please attach the Professional Development Summa

G Save Prait RO

Self-Evaluation- Submission

Once you have clicked the complete button you will be asked if you are sure you want to complete, click
okay.

STUDENT PERCEPTION OF INSTRUCTION (SPOI) Last Period's Goals Future Goals Committee Service Attachments b

lease list the college or division standing or ad hoc committees on which you have served during the past academic year. [See list of committees and their purposes at link ]

- - lessage m webpage Ex ‘
Committee Service Rengs o s

) Areyou sureyou want to complete this self evaluation?

STANDING AND AD HOC COMMITTEES FOR FACU

Served on Math Interview Committee I

[ Remove Entry?

You will then see the following screen, letting you know you have completed your Self Evaluation. You
will also see the information for the last step completed and what the next step is.

The Self Evaluation has been marked as complete

Sara Test 10

Evaluation Type: Focal Review Status:
Program Timeframe: 10/26/15 to - Last Updated: November 19, 2015 14:08
Co-reviewer: N/A Last Completed Step: SELF APPRAISAL

Once this is complete, your supervisor will then log into the system to complete your evaluation.
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Acknowledging Evaluation

Your supervisor should have already met with you to go over your annual performance review. Once
you have had this meeting, you need to log into the annual review portal to acknowledge your review.

Log in with your network username and password. If you do not remember these credentials, you may
contact the help desk at extension 4357.

@ You have been logged out of the system

Blinn College

Username

Password

On the right hand side click on Go to Employee Portal

(D | PeopleAdmin
W APDIIPANT TOAPKING Y

| Go to Employee Portal

Postings  Applicants  Hiring Proposals | MyProfle  Help \

Sara Pohl, you have 0 messages.  Human Resources[v] ¢ logout

Welcome to your Online Recruitment System

Once on the employee portal, you will see under the description “Acknowledge Review Feedback”, click
on the view tab to the right.

Go'to Blinn College Admin ~ PeopleAdmin

x| Biinn College Employee Portal

Home @ Performance ~ Hello, Carol  Log Out

Welcome to the Employee Portal, Carol Estes
& My Reviews

Your Action Items

Item Description Due Date Status Action
2013 Annual Review - Non Exempt for Carol Estes Emplolyee Acknowledge Review Feedback nia [ Availabie |
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You will be able to review your ratings on each of the established job success factors. If you scroll to the
bottom, you will see your rating on your last periods goals and be able to review your future goals.

TR |
Carol Estes 2013 Annual Review - Non Exempt overall Rating’ Level 4 (EE) Exceeds Expectaion

Marie Kirby Evaluation Type: Focal Review Status:
Program Timeframe: 05/01/13 to Last Updated: November 19, 2013 12:34
Co-reviewer: Sara Ponl Last Completed Step:  Complete Supervisor Evaluation
Overview Next Step: Emplolyee Acknowledge Review Feedback
Plan
rvi i
SupervisorEvatustion Supervisor Evaluation
Progress Notes ‘Your manager should have already reviewed this feedback with you. Please ensure that the document adequately reflects your understanding of their feedback. IT you feel otherwise, feel free to enter comments
into this task and dispute the evaluation. HR will take up the matter with you
Approvals & Acknowledgements
= My Reviews Job Success Factors

Name:
QUALITY OF WORK
Description:

Strives for effective, efficient, high quality performance in seif and department; delivers accurate and timely results; responds to and takes Initiative to enact ongoing Improvements; expresses desire for growth,
development, and leaming; motivated and self-starter

Rating

Level 3 (ME) Meets Expectation

Comments

comment here

Last periods goals and your rating

0 GEVelop, IMpIEMent and UpGate procedures for the deparmental Nanabook.

Measure of Success:
Successfully implement and the department is utilizing the handbook.

Rating
Level 3 (ME) Meets Expectation

Comments
Handbook was developed and implement on time and is working well for the department.

Future goals

Future Goals

INSTRUCTIONS: Enter the performance goals for the next period to be evaluated. Individual goals and objectives should align with those of the department and the campus. Progress foward meeting these goals will be
reviewed at the time of the next evaluation

Future Goal
Assist in preparing for the upcoming SACS reaffirmation visit.

Measure of Success

i

Provide information and meet deadlines

Acknowledge -If you wish to leave feedback on your evaluation you can include it in the comment
section box. By clicking the acknowledge button, you are stating that your supervisor has met with you
and has gone over this review. If you wish to leave a comment, you must do so before you hit
acknowledge.

If you do not agree with the review you can click the dispute button. If you dispute your evaluation, you
must leave a comment.
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Comment

& Disp! util & Acknowledge
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