NEOED PERFORM - EVALUATION PROGRAM CYCLE DETAILED GUIDE

STEP |: Manager Sets Employee Goals

Manager will get email to start evaluation cycle for Employee

Click on link

Add Goals (select from library or add new goal)

Add Goal due date (recommend one month prior to rating period)
Save

oS hwWwN —

Submit Content (yes, I’'m finished

NEOED & Dashboard

Employees  Performance Evaluations Library Reports s @ + 0©

Add/Edit Content

+ Add Goals

Add Goals from any of
the links available.

STEP 2: Employee Acknowledges Goals

I.  Employee will get email to start evaluation cycle for Employee
2. Click on link

3. Review evaluation tool (performance criteria) and goals

4

5

Select Sign button **See due date
Submit

a8 Dashboard

Acknowledgment Form

Evaluation (due 05 /31/
2024)

TE Ies!PEmployee Annual Performance Fri. May. 31,2024

Content

Collegiality

Nar

Accountabiliy Job Quality

STEP 3: Manager Mid-Year Check-In (due December 31)
**REFER TO JOURNALING TRAINING GUIDE

I. Manager will get email to complete mid-year check-in for Employee
2. Click on link
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Ciose

Insert comments in each section.

A red * means a comment is
required.

Projects & Initiatives *

the amployes Wovking orny. prafechs o InRIGtveE? If 4, hiow ore they progressing? Doss e sinblkikse Heve ol of e tools & sisport eeded to proaress?

B i UA == =M@ oHD0D0EB

Insert comments in each section.
A red * means a comment is
required.

Miscellaneous Mid-Year Notes

B i U A = FT =M @08 -

test misd

Insert comments in each section.
A red * means a comment is
required.

STEP 4: Manager Completes Employee Rating (Due April 30)
I. Manager will get email to complete Employee rating

2. Click on link

3. Complete rating form for each rating criterion

4. **Complete Supervisor and/or Instructor competencies, if applicable

Total Score Not shown [Ny

_Annual Performance Evaluation (due 05/ 31/ 2024)
[

SECTION | 4 POINT RATING SCALE (RESPECT OF AUTHORITY)

Respect of Authority of Authority

Rating criteria

Collegiaity
Job Quality A0%0 Respect of Authority -

Focus A0 o comment
Follows Policy A000

Conflict Resolution A0

Adaptabilty A0

Criticism

Accountabilty

Toamwork Ao

Service A 000
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o com won Rating Scale ciose
@  Communication

Total Score Not Shown Always Above Expec

Vel

Communication
* Flelds are required.
Always click the “Show descriptions”
RATING SCALE * link to view the rating scale. Rating
EPRER S RTIE  scales may be different for each
criterion.

B s
@ Consistently Above Expeciation )

@ Meets Expectations

o

Proe A -FIO 5 move otk Prees ALT -0

PP—— RT———
" _Annual Performance Evaluation (due 05 / 31/ 2024)

>>>>>>> ‘GOAL SECTION | GOALS RATING SCALE

Goals (Current Rating Period)

Collegiality
Job Quality Test Goal #1 B

Focus

Follows Policy 200 Tost Goal #2

Conflict Resolution

Adaprability

¥ [ Goeis (Clirrent Rabing Petiod)

Total Scoro Not Shown

OlE]
Review Journal Entries and Check-In Journal Entrles 12rtres Ewang ©
Entries that Manager has completed Cheekin Entries - Test Manager 2 ercics Eoana
throughout the performance

evaluation period.

Test Goal #1

* Fields are requirec.

RATING SCALE *

Review summary
Submit Evaluation button

Adoptabilty
Criiciam

Accountability. s a0
s Lam

;

STEP 5: Next level Administrator Reviews/Signs (Due May 15)

Next level Administrator (Manager’s Manager) will get email to complete Employee rating
Click on link

Review evaluation

Approve & Sign button **Can Deny

Submit

Luhwpn —
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Approval Form

- Tes EmployeolN _Annual Performance Frl. May. 31, 2024
: Evaluation (due 05 /31/
2024)

Rating Summary

m TestManager
Test Position

[ Rating Details i Rating Chart |

Respact of Authority
Collegiality
Job Quality Respect of Authority

Focus — =

) Test Manager 3 y Above B testcomme

Follows Policy

Conflict Resolution

STEP 6: Manager Reviews/Signs (Due May 20)
I. Manager will get email to sign evaluation

2. Click on link

3. Review evaluation

4. Approve & Sign button
5. Submit

NEOED B perform v

Dashboard  Employees  Performan Lbnary v As Reports
Ratings

Rating e Completed on

Test Maneg Tha, May 16, 2024 bermovesy

TEST EMPLOYEE

After Ratings

Approval & Signature *
EOG y

Tue, May 21,2024

Managerts)
Approval & Signature * Due s
Test Manager Sun. May 26,2024 Current
Relet
7 Acknowledgment * Due stans
Test Employee Wed, May 29. 2024 Pending
Evelustion Due Date Fr. May 31,2024

STEP 7: Employee Reviews/Acknowledges (Due May 31)
I.  Employee will get email to acknowledge evaluation

2. Click on link
3. Review evaluation

4. Acknowledge button
5. Submit **If Employee refuses to sign, manager will g

NEOED & Dashboard

Employees  Library Reports

Acknowledgment Form

B TestEmployoe _Annual Performance Fil. May. 31,2024
ost Position
Evaluation (due 05 /31/
2024)
Rating Summary
Test Manager
b Test Position

Respect of Authority

Respect of Authority

Collogiality

) PN ©

> View Other Approvers

Weight
100%
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