Screen Shot Guide — Step 6B: Employee Acknowledges Evaluation
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http://jobs.cofc.edu/hr/sso

»C) ACCESS THE SUPERVISOR EVALUATION UNDER YOUR ACTION ITEMS

Go to College of Charleston HR Site ~ PeopleAdmin

1. Select
“"Employee
Acknowledges
Evaluation”

Home @ Performance ~ Hello, Linda My Account  Log Out

/

Welcome to the Employee Portal, Linda McClenaghan

Your Action ltems

Description Due Date Status Action

Annual Program 12.2.13 for Linda McClenashan - Employee Acknowledges Evaluation

» D) REVIEW THE SUPERVISOR EVALUATION
CHARTESTON

\ Gwen McCullough

Go to College of Charleston HR Ste ~ PeopleAdmin

1. Scroll and
Review:

Performance ~

Home @& Hello, Gwen My Account  Log Out

p or e page|

Benefits Counselor Annual Program 12.5.13
Super Evaluation Type: Focal Review Status:
Sandra Butler Program Timefra... 08/06/13 to - Last Updated: December 16, 2013 13:42

- Co-reviewer: NiA LastCompleted S...  Supervisor Creates Plan
College of Charieston Next Step: Employes Acknowledges Flan
o= Plan for Gwen McCullough

Plan The tems below Indicate how you will be measured at the end of the review period. t is important to your supervisor, and College of Charleston, that
you understand what is expectad of you to be successful here. By giving you the detalls of what it takes to be successful at College of Charleston, you

should fully understand how your performance wil be measured at the end of the review period
Please review your plan in detai, ask you supervisor if you have any questions, and then click "Acknow/ledge” at the bottom of the plan.

*You may review your plan at any time by coming back to this page. You may also record progress notes by clicking on the tab to the left called
"Progress Notes”. These notes arz confidential to you, for you to use as you deem appropriate.

Progress Notes

Approvals &
Acknowledgements

Purpose

| My Reviews

Performance Planning occurs at the beginning of a review period. It will also ideally occur any time performance expectations change. Performance Planning
takes place through a conversation between an employee and supervisor.

Instructions

1. Carefully review the actual evaluation that has just occurred (if applicable)
2. Develop goals that colncids with collsge, department, and employes professional development goals.
3. For new employses, develop goals that wil significantly enhance and accelerate their learning and psrformance.

»E) ACKNOWLEDGE SUPERVISOR EVALUATION (OR CLARIFY QUESTIONS
WITH SUPERVISOR)

1. Select CHARIESTON
“Acknowledge”
under the Blue Sukabat i U Annual Program 12.5.13

Home @ Performance ~ Helo, Gwen My Account  Log Out

ACt'O n Tab S Evaluation Type: Focal Review Status: [Open]
Sandra Butier Program Timefra... 0840613 fo - Last Updated: December 16, 2013 13:42
T Co-reviewer: WA Last Completed S...  Supervisor Creates Plan
Collsgs of Charleston Next Step: Employes Acknowledges Plan
. oo
Overview Plan wor cuer McCullough

Acknowledge |

Plan e ——
you understand what is expected of you to be successful here. By giving you the details of what i takes to be successful at College of Charleston, you
should fully understand how your performance wil be measured at the end of the review pariod
Please review your plan in detail, ask you supervisor if you have any questions, and then click "Acknowledge” at the bottom of the plan.

Progress Hotes You may review your plan at any time by coming back to this page. You may also record progress notes by clicking on the tab to the left called
"Progress Notes”. These notes are confidential to you, for you to use as you deem appropriate

Approvals &

Acknowledgements

| My Reviews

Purpose

Performance Planning occurs at the beginning of a review period. It wil alse ideally occur any time performance expectations change. Performance Planning
takes place through a conversation between an employes and supsrvisor.
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»H) NEXT STEP

»G)LOG OUT

1. Select
“Log Out”

1. You and your
supervisor should
discuss goals
for the upcoming
year. Your
Supervisor will
formalize the
goals in The
Plan and you will
Review. (Step 1)
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