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Introduction

Welcome to NEOD Perform! The following is a step-by-step guide to walk you through the Supervisory role in the
NEOED Perform Evaluation process for MCC Classified Employees. To avoid pitfalls and corrections later, we
strongly encourage you to follow this User Guide. To understand the process from the Employee’s side, please
review the separate Classified Employee NEOED Perform Guide.

Disclaimer: Please note that the screenshots included in this Guide are for illustrative purposes only. The content
and due dates may be different than what you see in NEOED Perform.

Account Activation

If you are new to NEOED Perform, you will be sent an email to activate your account. A username will be provided
in the email, but you will need to set your password. Note that activation links are good for five days. If your
activation link has expired or you need to reset your password, contact MCC’s NEOED Administrator.

The NEOED Perform Process

The Classified Employee Performance Plan cycle runs from August 1 - July 31.

All Classified employees will be rated on several core competencies, including Job Knowledge, Customer
Service/Interpersonal Skills, Communication (Oral/Written), and Accountability/Integrity. Classified Staff who also
serve as Supervisors will be rated on the Supervision/Human Resources Management competency, as well.

1. Your first step will be to collaborate with the Employee to develop 1-3 Individual Performance Objectives
(IPOs) for their Performance Plan. Within NEOED, IPOs will be referred to as “goals.” The Employee is
responsible for entering the IPOs into NEOED within 15 days of the start of their Evaluation cycle.

2. Once the IPOs are entered, you will receive notification to sign off on them. If revisions are needed, contact
the Employee OUTSIDE OF NEOED (e.g., by email, phone, in-person) to ask them to make revisions. Once
the IPOs are acceptable, sign off on them. The Employee will then be asked to sign off on them. IPOs should
be established and signed off on by you and the Employee within 30 days of the beginning of the evaluation
cycle (or of the start date of a new Employee).

3. InlJanuary, you will be asked to complete a “Performance Plan Mid-Cycle Progress Review Check-in” to
document the Employee’s progress toward meeting their IPOs and the expectations of the Core
Competencies. The Employee will be asked to sign acknowledging receipt of the Mid-Cycle Progress Review.
You will then be asked to sign acknowledging that you have discussed the Mid-Cycle Review with the
Employee. Note: If the Employee was hired during the current Evaluation cycle, this mid-cycle step may not
apply, depending on when they started employment.

4. InJune, the Employee will be asked to provide an update to you documenting how well they achieved their
IPOs.

5. After the Employee has submitted their IPO Progress Check-in, you will complete their end-of-evaluation-
cycle ratings.

6. Once you have completed the ratings on the Employee, they will be sent to your Second-level Supervisor for
review and approval. After they are approved, you will receive a “Sign” task to sign off on the appraisal. As
soon as you complete the “Sign” task, the ratings will be released to the Employee for viewing. The
Employee will be asked to sign acknowledging receipt of the Evaluation. You should meet with the
Employee in person to discuss their Evaluation.



The NEOED Perform Process, Continued:

A summary of the steps and timeline for the Classified Performance Plan process follows. The remainder of this
guide will go into detail about how to complete each step.

Before Ratings

o Employee adds 1-3 Individual Performance Step Due Date Open Date
Step is required
Objectives (IPOs) 14 Days y 14 Days
es
Employee after Evaluation creation date before step due date

Step Due Date

o : $ Signature 28Dy Stepis required

Manager Yes
after Evalustion creation date

Step Due Date
° . = Signature Step is required

@ 29 Days
Employee Yes
after Evaluation creation date

o Supervisor completes Performance Plan Mid-Cycle  siep Due Date Open Date
. Stepis required
=g  Progress Review Check-In 176 Days v 30 Days
es
Manager after Evaluation creation date before step due date
Step Due Date
° . =  Slgnature Stepis required
B @ 181 Days
Employee Yes

after Evaluation creation date

Step Due Date
° . = Signature ° Stepis required

@ 185 Days
M Yes
after Evaluation creation date

o Employee provides update on Individual Step Due Date Open Date
Steps required
Performance OhJectives progress 36 Days . 30 Days
Employee before Evaluation due date before step due date

Step Due Date
o i Rating Step is required Weight
: 'ﬁf 2 15 Days Y 100
Ma s} es %
fanage befare Evaluation due date

OFF :) ON  Entire Section Due Date

After Ratings

Step Due Dste
o .4 Approval & Signature Step is required
E 10 Days

Manager's Manager Yes
before Evaluation due date

Step Due Date
o PR Signature Step is required

@ 7 Days
Manager Yes
before Evaluation due date

Release to Employee

Step Dus Date
o R = Slgnature Step is required
: @ 0 Days
Employee Yes

before Evaluation due date

OFF :) ON Entire Section Due Date

Evaluation Due Date



NEOED Dashboard

Once you log in to NEOED, please become familiar with the Perform dashboard. The dashboard will show an
overview of any tasks due (or overdue) for you and your Direct Reports, provide quick access to write a journal entry
(described later), provide access to your current evaluation, and list your Manager and Direct Report(s).

Dashboard Dashboard

Tasks

Bo i >

People Tasks View All (1) Quick Actions

To-Do (1) Overdue (0)

Write a Journal entry >
@ Performance

& Onboard View mytasks related to: | All ~  Myself  MyDirectReports  Others
7 View my current evaluation >
al Reports
=) PERFORMANCE - EVALUATION Due 08/29/24

TE  Sign (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation f...
For Test Employee « (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and
People View Team
MY MANAGER
JF Jane Fries

MY DIRECT REPORTS

e Test Employee 0 Overdue Tasks

Employee Individual Performance Objectives Approval

The first step in the Classified Performance Plan process is for you to collaborate with the Employee to establish 1-3
Individual Performance Objectives (IPOs) for the Evaluation cycle, which starts August 1. The employee is tasked
with entering the IPOs into NEOED. You will then be asked to sign off on the IPOs. Once you have signed off, the
Employee will also sign. The IPOs should be established and signed off on by you and the employee within 30 days

of the start of the Evaluation cycle. (Note that IPOs for Employees who start employment after August 1 should be
completed within 30 days of their start date.)

After the Employee enters their IPOs, you will see a To-Do task show up on your dashboard indicating that you have
something to sign. Your first task will be to sign off on the Employee’s IPOs.

Dashboard Dashboard

Tasks

LI T3

People Tasks View All (1) Quick Actions

To-Do (1) Overdue (0)

%  Write a Journal entry >
@ Performance

[€] Onboard View my tasks related to: Al v Myself My Direct Reports Others )
View my current evaluation >
al Reports
=) PERFORMANCE - EVALUATION Due 08/29/24

TE  Sign (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation f...
For Test Employee - (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and

People View Team

MY MANAGER

JF JaneFries

MY DIRECT REPORTS

e Test Employee 0 Overdue Tasks

Please note that all signature steps in the Perform process read the same. They will say “Sign,” followed by the
name of the year the Evaluation is due, the S# of the employee, the employee’s name, and the name of the

Evaluation. “Sign” notifications do NOT identify what step the signature is for. Click on the link associated with the
task.



Employee Individual Performance Objectives Approval, continued:

After clicking the link, you will see an “Acknowledgement Form.” On this page, the first section is a description of
the Core Competencies that ALL Classified staff will be rated on. Note that the due date listed is the date that the
entire Evaluation is due, not the due date of the task step.

_—
| Acknowledgment Form o to Evaluetion Detalls >
TE :95:""‘})'0)’55 (duel/) 2025 TestEmployee Test Thu. Jul. 31, 2025
st Position
Employee Classified Employee
Performance Planning and Evaluation
Content
secrions
CORE COMPETENCIES COMPETENCY SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS. NON.SCORED WITH NIA)

CORE COMPETENCIES

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOS)
ied Employees will be rated on the followin 1vision/HR Management only af

ALL SECTIONS

Job Knowledge (Classfied)

To jump to the IPOs, click on the “Individual Performance Objectives” section tab on the left side of the page. You
can also scroll down the page to view them. If you approve the IPOs as written, click on the Sign button in the upper
right corner of the page.

Acknowledgment Form G to Evaluaton Detalls

TE  TestEmployee (duel/) 2025 TestEmployee Test Thu. Jul. 31, 2025
Test Posttion
Employee Classified Employee

Performance Planning and Evaluation

Content

secrions ‘GOAL SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS, NON.SCORED WITHOUT N/A)

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOs)

CORE COMPETENCIES

The employee and supervisor shoui collborate o develop -3 ndividual Performance Objeciives (Goals fo the appraisal perod. IPOS shoukd be consistent with MCC, Dion, and Departmet goals and objectves. IPOs sl be specilc measurabl, achevabl, fesuls-orieted, and ime bound,
Jomin erromuance cmsecves o EMPLOVEE INSTRUCTIONS FOR ADDING IPOS: lck 14d Goal: select he LAST 0pton, ‘New Goal Eter July 31 a5 he e date. Give he IPO a name. then selec e MCC. SIategic an category iht s best Add detas 1 ihe descipion box When finished, contmue adding 608 i desied
) When up to hree afe entered, ik “SUDIIt Contents Your Supenvsot willfeview your 1PGs anl contact y0u autade of NEGED (il phone, 1) f eviions re heeded. Once your aupervisor Gectoniclly approves yout PGS, you wil e asked 0 5ign off on them. AL mccycle your upervsr wil
SUDMIX & checkin on your PG progress. Thi may not appy 1you staied empoyment md ycle

__

ALL SECTIONS.

Sample 1PO #1 Descripton of Sampie PO #1 07312025
Sample 1PO £2 n of Sampie 1PO £2 07312025
Somple PO 23 Descrption of Sampie PO £3 07312025

If you feel edits are needed to one or more of the IPOs, DO NOT sign. Contact the Employee OUTSIDE OF THE
NEOED PEFORM SYSTEM (e.g., by phone, email, in-person) and discuss the changes that you would like the
Employee to make to their IPO(s). Employees have been provided with instructions in their User Guide on how to
access and edit their IPOs.

Once the Employee has edited their IPO(s), you should receive an email notifying you. You can also check at any
time to see if the updates have been made by going back to your dashboard and clicking on your “Sign” task that is
due. Follow the same steps as described above to view the goals. If the goals are now acceptable, go to the top
right of the page and click on the Sign button.

If additional edits are needed, contact the Employee again outside of the NEOED system and ask them to make
further changes.



Employee Individual Performance Objectives Approval, continued:

Once you click the green “Sign” button, you will see a screen open with a box where you can add comments before

clicking the “Submit” button. Once you click “Submit,” you will show “zero” tasks due on your dashboard. The

employee will show a “Sign” task due as a final acknowledgement that their IPOs have been set and approved.
Sign Cancel Submit

This is where the Supervisor writes comments relating to approval of the Employee's IPOs]

Please sign your name below

T est Mamggr

Test Manager June 26, 2024

Editing an Employee’s Performance Plan

After you have signed off on the Employee’s IPOs, you will be returned to an overview page of the Employee’s
Performance Plan. At the top left of the page, there is a “print” button if you wish to print the Core Competencies
and IPOs. If the print function is not working, be sure to disable any pop-up blockers. If you need to make further
edits to the IPOs at any time before ratings, you have the capability to do so by clicking the “Pause” button.

(due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation
BuadRgie Thu_Jul. 31, 2025

E i Launch Suvey

EVALUATION DETAILS scores EMPLOYEE DETAILS
Current Status: Before Ratings OVERALL RATING Posttion: Test Position
v pending
pe: Periodic 9 Department: Department or testing only
[0]
Content  Process
§ COMPETENCY SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS, NON.SCORED WITH N/) ©
CORE COMPETENCIES
Classified Employees will be rated on the following five competencies (Supervision/HR Management only applies to Classified Staff In supervisory roles). DO NOT EDIT OR ADD TO THE COMPETENCIES. To enter your Individual Performance Objectives (IPOs), skip to the next section.
_
Job Knowledge (Classified) To what extent s the employee skilled Injob-specific knowiedge whichIs necessary to provide the appropriate quantty and qualtty of work In 8 timely and effcient manner? Examples Include: Demonstrates skils n the sppl.
Customer Service/Interpersonal Skills To what extent does the employee work effectively with Intemal and extena customers to satsfy service and product expectations? Interact effectvely with others to estabish and maintain Smooth working relationships? €.
Communication (Oral/Written) To what extent does the employee effectvely communicate by actively istening and sharing relevant information with Co-WOrKers, SUDEIVISOT(s), NG customers So as to anticipate problems and ensure the effectiveness of t
Accountabllity/Integrity To what extent does the employee demonstrate responsible personal and professionsl conduct which contributes to the oversll goals and objectives of the Department and College? Examples Include: Employee Is 8 self-st.
Supervision/Human Resources Management (for Supervisors only) To what extent does the employee Implement performance management for Subordinate staff (plans, progress reviews, evaluations, etc) & ear and coaching, andt.

@ GOAL SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS. NON-SCORED WITHOUT N/A)
INDIVIDUAL PERFORMANCE OBJECTIVES (IPOs)
elop 3 ndvdual pertomance Objecties (Goal)or e apprasal peio. 1POs soulg be

als slect the LAST option, “New Goal” Enter July 31 asthe due date. Give the IP0 a
POS and contact you outside of NEOED (emal, phone,

The employee and superviso
EMPLOYEE INSTRUC

sion, and Depal
Strateglc Pla

three are entered, ciic
your IPO progress. This may

tCor e s
_

sample IPO #1 Description of Sample IPO #1 077312025
sample IPO #2 Description of Sample IPO #2 0% 077312025
Sample PO #3 Description of Sample IPO #3 0% 077312025



Editing an Employee’s Performance Plan, continued:

After clicking the Pause button, you will see a screen stating “You are about to place this evaluation into Draft status,
and Process will be paused. Do you wish to continue?”

©)

You are about to place this evaluation

into Draft status, and Process will be
paused.

Do you wish to continue?

Ganeel m

Click the “Continue” button to place the Performance Plan in draft status.

You will then see the Performance Plan’s content. Scroll to the Individual Performance Objectives section. On the
right-hand side, you will see a pencil icon and an “x” next to each IPO. You can edit an IPO using the pencil icon or
delete an IPO using the “x.” You can also add an IPO by clicking on the “Add Goals” button in the upper right.

¥ GOAL SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS. NON-SCORED WITHOUT N/A)

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOs)

The employee sor should collaborate to develop 13 Indvidual Performance Obje forthe appraalperiod.POS should be corsistent wth MCC, Dvson, and Depanment god
OVEE INSTRUCTIONS FOR ADDING IPOS. ik Add Goaler & eLAS oal" Enter July 31 as the due date. Give the IPO a name, then select the MCC Strategic Plan c:

e up o three are entered, click "Submit Content." Your sups /ou outside of NEOED (emall, phone, etc) If revisions are needed. Once your supervi

or will submit a check-In on your IPO progress. This may not apply If you s taned omp ployment mid-cycle.
Due Date Actions

sample IPO #1 Description of Sample PO #1 0% 077212025
Sample IPO #2 Description of Sample IPO #2 0% 07312025

Sample IPO #3 Description of Sample IPO #3 0% 077312025

IMPORTANT: Once you are done editing goals, you must take the Evaluation out of draft status by clicking the
START BUTTON at the top of the page. If you leave it in Draft Status, the evaluation process will not continue.

[E] Print ~» igz; Start ;

When you click “Start,” you will see a pop-up stating “You are about to resume the process of this evaluation. It will
no longer be in Draft status. Do you wish to continue?” Click the green “Continue” button.

®

You are about to resume the process of
this evaluation. It will no longer be in
Draft status.

Do you wish to continue?

o




Journal Entries

As you monitor the Employee’s progress toward meeting their IPOs, the Journal Entry feature is a helpful way to
keep track of accomplishments or concerns. To create a Journal Entry, go to your dashboard and click on “Write a

Journal entry” under “Quick Actions” in the upper right corner.

NEOED 2§ Dashboard | Q Search Get the Mablie App []

# Dashboard Dashboard
:Z Tasks
& People Tasks View All (0) Quick Actions
@ Perf % Write a Journal entry N
¢ Performance b
[ Onboard o i ’ .

. & View my current evaluation >
i . ®

You have zero tasks to do!
People View Team

Check back later for any new tasks.

MY MANAGER

JF JaneFries

MY DIRECT REPORTS

Te Test Employee 0 Overdue Tasks

Where it says, “Who is this entry about?” start typing the employee’s name or click the down arrow to view the
options. (Note that you can also write journal entries about yourself.)

Write a Journal Entry

© Who Is this entry about?

Start typing here to find an employee

- ‘

Journals can also be created by sending an email to
Journals@neoed.com. The email subject should be the employee's
full name. One attachment can be included (5MB max and
supported types: pdf, xls, xIsx, ppt, pptx, potx, doc, docx, txt, rif,
bmp, gif, jpe, jpeq, jpg, png, tif, tiff, wp, wpd, csv, zip.)

In the following example, the dropdown box listed the options of writing a Journal Entry about the Test Manager
(the Supervisor), or the Test Employee (the Employee).

Write a Journal Entry

* Who Is this entry about?

Start typing here to find an employee

Name Employee # Department Division

Test Manager TestManager Department for
testing only

Test Employee TestEmployee Department for
testing only



Journal Entries, continued:

To write a Journal Entry about the Employee, select the Employee’s name. Write the Journal Entry in the “New
Entry” text box, and then select with whom you wish to share it. If it is only for your viewing, select “Manager(s).”
If you wish to also share it with the Employee and/or your Supervisor (Manager’s Manager), click the applicable
boxes, as well. Note that you can link the Journal Entry to a specific IPO or Competency by typing “@” then the
name of the IPO or Competency in the text box. When you are done with the entry, click “Submit Journal Entry” at
the bottom right.

Write a Journal Entry

* Who Is this entry about?

e Test Employee (%)

New Entry Past Entries

B i U A: = =M o [ &= —

This Is a sample Journal entry written by the Supervisor about the Employee. Itis only
viewable by the Supervisor because only the "Manager(s)" box was clicked to Indicate

whom to share the entry with

This entry has been linked to Sample IPO #1 for lllustrative purposes)

Press Alt + F10 to move to the toolbar. Press ALT + O for Help.

Draft Autosaved on 6/26/2024, 11:55:37 AM

Did you know? You can tag your journals with Competencies and
@ Goals from recent/upcoming evaluations by typing "@" along with
the name of the item. Tagging is only applicable for one user ata

time.

Who do you want to share this entry with?
[] Employee
Manager(s) D

D Manager's Manager

Discard Draft | | Keep as Draft |

Submit Journal Entry




Journal Entries, continued:

After returning to the dashboard, you can view your journal entries by clicking the “Performance” section on the
left, followed by the “Journal Hub” tab. In the following example, note that “(0)” entries appear under the Current,
Pending, Archived and Drafts tabs. This is because the Journal Hub defaults to journal entries the Manager wrote
about themself (“Myself”).

&  Dashboard Performance
= Tasks o ,

vervliew My Evaluatlons My Team's Evaluations Journal Hub Goals
5=, People

Journal Hub for
(e -
[e] Onboard

Jil Reports

Pending (0) Archived (0) All Drafts (0)

‘ Tl Sort v ‘ ‘ Z Actions v

@ Any emailed journals that cannot be automatically processed, will be listed here, s¢

To see the journal entries written about an Employee, click on the drop-down box and select their name (in the
following example, “Test Employee.”) Once the Employee’s name is selected, any journal entries written by you
about the Employee or entries the Employee wrote and shared with you will appear. This example shows a journal
entry the Manager wrote about the Employee. It is marked private, which means the Employee cannot see it.

# Dashboard Performance
S Tasks Overview  MyEvaluations  MyTeamsEvaluations  JournalHub  Goals
£, People
& J I Hub f

@ Performance otnaLiubiior,

Test Employee ~ ‘
[ Onboard
Al Reports (O\ pearc )

Myself )

c e

Journals can also be created by sending an email to journals@neoed.com. The email subject should be the employee's full name. One attachment can be included (SMB max and supported types: pdf, Xis, xisx, ppt, pptx, potx, doc, docx
(0] xt, rtf, bmp, gif, jpe, jpeg. jpg. png. tif, tiff, wp, wpd, csv, zip)

Sort: Update Date - Newest First

ABOUT ‘ ™ Teslenagev, Created Today - Edited Today

Test Employee

This Is a sample journal entry written by the Supervisor about the Employee. It Is only viewable by the Supervisor because only the "Manager(s)" box was clicked 1o Indicate whom to share
the entry with

This entry has been linked 1o Sample IPO £1 for llUSITative Purposes.

10



Journal Entries, continued:

To share this entry, the Manager can click on the down arrow by “Private” and enter the name of whom they would
like to share it with.

ABOUT TM TestManager Created Today - Edited Today B Private v .

X
Test Employee
0 ploy This Is a sample Journal entry written by the Supervisor about the Employee. ItIs only viewable by the Supervisor because only the "Manager(s)’ box was clicked to Indif’ % share Entry

Test Position the entry with

This entry has been linked to Sample IPO #1 for lllustrative purposes.

The three small dots to the right of “private” provide the options to edit, archive, or delete the journal entry.

B Private v e e
Z Edit

& Archive

B

] Delete

Both the Manager and Employee can write journal entries throughout the Evaluation process and decide each time
with whom to share (or not share) the entry.

Mid-Cycle Progress Review Check-in (Conducted by Supervisor)

About half-way through the Evaluation cycle, you will be asked to complete a “Performance Plan Mid-Cycle Progress
Review Check-in” to document the Employee’s progress in meeting their Performance Plan’s Core Competencies
and IPOs. (Note that this step may not be included for Employees who started employment late in the Evaluation
year.)

On your dashboard, you will see a “To-Do” task titled “Supervisor Completes Performance Plan Mid-Cycle Progress
Review Check-in.”

# Dashboard Dashboard

= Tasks

2, People Tasks View All (1)
I< To-Do (1) Overdue (0)

W Performance

[E] ©Onboard View my tasks related to: Al Myself My Direct Reports Others

dil Reports )
[;} PERFORMANCE - CHECK IN Due 01/23/25

TE éuperv\sor completes Performance Plan Mid-Cycle Progress Review Check-|

For Test Employee « (QUET] 2025 CSIEmployes Test cinpoyee crassietEmpioyee Performance Planning and ...

11



Mid-Cycle Progress Review Check-in, continued:
The Mid-Cycle Progress Review Check-in includes two questions:

1) “Please describe the employee’s progress toward meeting the expectations of the Performance Plan’s core
competencies and IPOs.”
2) “If applicable, list any changes to the employee’s Performance Plan’s IPOs.”

If revisions are needed to the Employee’s IPOs, communicate with the Employee regarding who will make the
updates in NEOED. You can make the changes by following the steps described earlier in “Editing an Employee’s
Performance Plan,” or the Employee can make the changes per your direction. If no changes are needed, type “Not
applicable,” or leave Question 2 blank.

On the right side of the screen, you will see any Journal Entries written about the Employee to this point, which can
help you recall Employee accomplishments or concerns about their performance since the beginning of the
Evaluation process. You can also click on the “Evaluation Content” tab to review their IPOs. You can add Journal
Entry or IPO content to the Check-in by clicking “add to comment box,” if desired.

Note that the content you enter when completing the Check-in will be viewable by the Employee. However, the
Employee will not see any of your Journal Entries about them, unless you elected to share the entries with them
when you wrote the entry or added Journal Entry content to the Check-in.

(due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation

= N Close ‘
] Evaluation Check-In for Test Employee ‘
* Flelds are required. Eva\ua(\on Content
This check-In will be viewable by both task assignee and employee prior 10 releasing the evaluation. st ‘
= Search Feedback Entries
Question 1 Filters: ‘ Author: Myself ~ ‘ ‘ Date: Past 12 Months ~ ‘
Please describe the employee's progress toward meeting the expectations of the Performance Plan's core competencies and IPOs. ,
tm WED JUN 26, 2024 11:56 AM | TEST MANAGER
B i UAFTF =Moo e This Is a sample journal entry written by the Supervisor about the Employee. It Is anly viewable by the

Supervisor because only the "Manager(s)” box was clicked to Indicate whom 1o share the entry with

This entry has been linked to Sample IPO #1 for lllustrative purposes.

=l Add to comment box

Press Alt + F10 to move to the toolbar. Press ALT + 0 for Help.

Question 2
If applicable, list any changes to the employee's Performance Plan's IPOs.

B i UA==T=ToEDD B
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Mid-Cycle Progress Review Check-in, continued:

When you are done answering the Mid-Cycle Progress Review Check-in questions, click the “Publish” button in the

Publish ‘

upper right corner.

(due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation ‘ Close

2 Evaluation Check-In for Test Employee

* Flelds are required. Journal Entrles  Evaluation Content

Search Feedback Entries

This check-In will be viewable by both task assignee and employee prior 1o releasing the evaluation. t‘

Question 1 Filters: ‘ Author: Myself v ‘ ‘ Date: Past 12 Months v ‘
Please describe the employee's progress toward meeting the expectations of the Performance Plan's core competencies and IPOs.

™M WED JUN 26, 2024 11:56 AM | TEST MANAGER

B i UA=FF=TceemEDDE= : This Is a sample Journal entry written by the Supervisor about the Employee. It1s only viewable by the
Supervisor because only the "Manager(s)” box was clicked to Indicate whom to share the entry with

Atmid-point In the appralsal cycle, this Is where the Supervisor describes the employee's progress toward meeting their IPOs and other Performance Plan expectations.
P PP v o ployees prog 9 o This entry has been linked to Sample IPO_#1 for lllustrative purposes

(=] Add to comment box

Press Alt + F10 to move to the toolbar. Press ALT + O for Help

Question 2
If applicable, list any changes to the employee's Performance Plan's IPOs.

B i UA=FT=0oMAOB

This Is an optional question where the Supervisor describes any changes needed to the Employee's IPOs mid-point In the Performance Plan cycle.

The Employee will then receive a task notifying them to sign acknowledging receipt of the Mid-Cycle Progress
Review Check-in. By signing, they are not indicating agreement or disagreement with the Check-in, but they can add
comments in the signature process. After the Employee has signed, you will receive a “sign” task asking you to
acknowledge that you have met with the employee to discuss the Mid-Cycle Progress Review.

Dashboard Dashboard

>

.= Tasks

2 People Tasks View All (1)
To-Do (1) Overdue (0)

¥ Performance

[] ©Onboard View my tasks related to: Al v Myselt My Direct Reports Others

dil Reports _
:J PERFORMANCE - EVALUATION Due 02/01/25

TE (due.-".-') 2025 TestEmployee Test Employee Classifled Employee Performance Planning and Evaluatien f...
For Test Employee - (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and ..
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Mid-Cycle Progress Review Check-in, continued:

To review the Employee’s acknowledgement signature comments (if applicable) prior to meeting with them, click
the “Sign” task link. An Acknowledgement Form will open listing the previous acknowledgement steps relating to
the plan’s IPOs, as well as the Employee’s acknowledgement of receiving the Mid-Cycle Progress Review Check-in.
Any comments made by the Employee about the Mid-Year Progress Review Check-in will be shown.

Acknowledgment Form G0 10 Evaluation Detals >
e~ oueoure .
TE Iss;fr‘"‘pbyse (due//) 2025 TestEmployee Test Thu. Jul. 31,2025 2
est Postion
< Employee Classified Employee sign

Performance Planning and Evaluation

Acknowledgers

Status Date: Comment

B TostManager Acknowledged Wed. Jun. 26, 2024 11:06:17 AM “This Is whre the Supervisor writes comments relating to approval of the Employee's IPOs.
Y status Status Date: Comment
fost Employee Acknowledged Wed. Jun. 26, 2024 3:38:31 PM <.

( o

If you wish to review the Mid-Cycle Progress Review Check-in you completed, scroll down to the “Content” section,
and click on the “Check-in Forms” tab.

Content

SECTIONS CHECK-IN SECTION | TEXT ONLY

Check-In Forms

CORE COMPETENCIES

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOs) By Test Manager

[ Check-In Forms ’
Test Manager

ALL SECTIONS

Please describe the employee’s progress toward meeting the expectations of the Performance Plan's core competencies and IPOs.

[=) atmid-point In the appraisal cycle, this Is where the Supervisor describes the employee's progress toward meeting thelr IPOs and other Performance Plan expectations

If applicable, list any changes to the employee's Performance Plan's IPOs.

[Z] This is an optional question where the Supenvisor describes any changes needed 10 the Employee’s IPOS mid-point In the Performance Plan cycle.

Please do not complete the “Sign” task until you have met with the Employee to discuss their Mid-Cycle Progress
Review Check-in.

Acknowledgment Form

Svasuenon nave oueore
TE IeslpEm‘ployee (duel/) 2025 TestEmployee Test Thu. Jul. 31,2025 4
ot Posit
st Posttion Employee Classified Employee sign

Performance Planning and Evaluation

After clicking the Sign button, a box will appear to enter any final comments relating to the Employee’s Mid-Cycle
Progress Review Check-in. Click “Submit.”

Sign Cancel @

Comments

Write comment here.

Please sign your name below

Test Mamz'ger
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End-of-Evaluation-Cycle IPO Progress Update Check-in (Completed by Employee)

After you complete the Mid-Cycle Progress Review Check-in, keep monitoring the Employee’s progress toward
meeting their Performance Plan’s expectations and IPOs. Continue to enter Journal Entries about their
performance, if desired.

The next step in the Evaluation cycle is for the Employee to complete an End-of-Evaluation-Cycle IPO Progress
Update Check-in. This step is due from the Employee on June 25 and is intended to provide you with information in
preparation for their end-of-evaluation-cycle ratings.

This required Check-in Step asks the Employee to answer the following question: “Please provide an update on how
you have achieved your Individual Performance Objectives during this appraisal period. You may also list other
notable work achievements and accomplishments.” Note that the employee should provide an update on ALL their
IPOs in ONE Check-in. A separate Check-in is not provided for each IPO.

Also, be aware that the Employee can provide recommended IPO progress updates throughout the Evaluation cycle
by going to their Performance Plan and clicking on the Progress bar next to each IPO, but this does not take the
place of completing the Check-in Step.

'Y GOAL SECTION | CLASSIFIED EMFLOYEE RATING SCALE (FIVE LEVELS, NON-SCORED WITHOUT N/}

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOs)

Sample IPC #1 Description of Sample IPO #1 ( 0% Q7/312025

Sample IPO #2 Description of Sample IPO #2 0% 07/312025

Sample IPO #3 Description of Sample IPO #3 0% Q7/312025

By clicking on the Progress bar, the Employee opens a screen where they can move the bar to indicate what
percentage of their IPO has been completed and provide an explanation. You will be notified if the Employee
submits an update through this method. Again, if the Employee provides IPO updates this way, they are STILL
REQUIRED TO COMPLETE THE END-OF-EVALUATION-CYCLE IPO PROGRESS UPDATE CHECK-IN STEP.

TEST EMPLOYEE | OPERATIONAL EFFECTIVENESS

elds are required.

Description of Sample IPO #1

1= Comment*

B i U A& = T = M e —

This IPO has been completed as of May 30]
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End-of-Evaluation-Cycle Ratings

Once the Employee has completed their End-of-Evaluation-Cycle IPO Progress Update Check-in, you will receive a
task notification to complete the Employee’s performance ratings, which are due by July 16 (this allows time for the
Second-level Supervisor to review/approve the ratings, for the employee to review and sign the Evaluation, and for
you to meet with the employee to discuss the Evaluation before the deadline of July 31).

# Dashboard Dashboard

‘= Tasks

£, People Tasks View All (1)
I< To-Do (1) Overdue (0)

@ Performance —

[8] Onboard View my tasks related to: Al v Myself My DirectReports  Others

Ml Reports

¢ PERFORMANCE - RATING Due 07/116/25

T‘ Rating For Test Employee's (due//) 2025 TestEmployee Test Employee Classifled Employee Performance Pla... >
For Test Employee - (due//) 2025 Tele\rployee Test Employee Classified Employee Performance Planning and ...

When you are ready to start the ratings process, click on the Rating Task. The ratings process for the Employee’s
Performance Plan will open. You will see a summary of the three rating sections in the column on the left: Core
Competencies, Individual Performance Objectives, and Overall Rating. The Summary tab displays an overview of
the entire Evaluation.

employees - [V—
< Go to Evaluation Detals v Rt No vt S Evoeton |
) Teremore __ (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation ==

‘COMPETENCY SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS. NON-SCORED WITH NIA)
CORE COMPETENCIES
Classified Employees wil be rated on the following five competencies (Supervision/HR Management only apples to Classified StaffIn supervisory foles). DO NOT EDIT OR ADD TO THE COMPETENCIES. To enter your Individual Performance Objectives (IPOS). Skip 1o the next section.

CORE COMPETENCIES

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOS)

- Job Knowiedge (Classified)

Overall Rating
o comment

] summary
Customer Service/Interpersonal SKils

ment

Communication (Oral/Written)
Accountabiity/integrity

‘Supervislon/Human Resources Management (for Supervisors only)

Ratings Screen Overview

The Core Competencies section is displayed first. All Classified Employees will be ranked on these competencies.
You will be able to mark the Supervision/Human Resources Management competency as “Not Applicable,” (N/A) if
needed. This is the ONLY competency for which you may select N/A. You must rate all other competencies.

To begin rating the Employee, click on the first competency. (In this example, “Job Knowledge”)

it __ (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation Nex secton

resr rosimon (<)
1 [ couperency secrions cLassiFeD ewpLoveE RaTING ScALE (VE LEVELS, Won.5coRED wiTH WA
CORE COMPETENCIES

Classified Employees wil be rated on the following five competencies (Supervision/HR Management only applies to Classified Staff In supervisory roles). DO NOT EDIT OR ADD TO THE COMPETENCIES. To enter your Individual Performance Objectives (IPOS), Sip 10 the next section.

CORE COMPETENCIES

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOS) o
. Job Knowedge (Clssifed

OveraliRating o] & J N

o summery

16



End-of-Evaluation-Cycle Ratings/Core Competency Ratings, continued:

After clicking on the first competency, a screen will open for you to rate the Employee. Note that a description of

the competency is included. On the left side of the screen, you will see six rating options: Exceptional, Highly
Effective, Needs Improvement, Unacceptable, and Not Applicable (to be used ONLY for the Supervision

Competency).

Overall Rating Not Avallable

Job Knowledge (Classified)

To what extentIs the employee skilied In Job-specific knowiedge which is necessary to provide the appropriate quantity and qualty of work In a timely and efficient manner? Examples Include: Demonstrates skills In the application of occupational knowledge for areas

#1400 Description

» E[ Search Feedback Entries

Journal Entries 1 entries

of responsibiiy; Maintains currency on relevant changes of UpGates required to perform the Job; Takes OPPOTIUNITES 10 expand, enfiance and /or Increase knowledge of relevant job skills; Provides a consistently acceptable level of qualty, quantit, and meliness of

work

Check-In Entrles - Test Manager 2 entries

* Filds are required.

RATING SCALE *

1 comments

Show gescriptions >

o

(V) Exceptional
N

) Highly Effective

Neads Improvement
Unacceptable

Not Applicable (N/A) - Use ONLY for Supervision Competency

To read the definitions of each rating scale element, click on “Show Descriptions.

”

RATING SCALE *

@ Exceptional
@ Highly Effective

@ Unacceptable

@ Not Applicable (N/A) - Use ONLY for Supervislon Competency

Rating Scale

OO 0 0 0 ©

Exceptional

Employees at this level consistently make extraordinary contributions through superior performance on key goals, serve as a role model of organizational
values, and contribute significantly to the mission of the Department, peers, immediate supervisors, higher level management, and others who recognize and
depend upon the employee's level of performance. An extraordinary level of achievement and commitment in terms of quality and time, technical skills and
knowledge, ingenuity, creativity, and initiative is exhibited. The employee demonstrates exceptional job mastery in all major areas of responsibility and their
contributions to the organization are of marked excellence.

Highly Effective

Employees at this level demonstrate highly effective performance by making significant contributions and impact on the goals of the Department. The
employee consistently models organizational values to others and performs at a level exceeding expectations of their position. Colleagues rely on these
employees for advice on process or subject matter expertise. All goals, objectives, and targets are consistently achieved above the established standards.

Effective

Employees at this level reliably and consistently meet all the expectations, standards, requirements, and objectives of the employee's position. They
demonstrate organizational values, along with a willingness and ability to grow for the benefit of the Department. At this level, performance meets
expectations in terms of quality of work, efficiency, and timeliness with the most critical goals being met

Needs Improvement

At this level, employee performance and/or behavior do not consistently meet minimum expectations of what is expected of the employee's position. While
the employee shows capability and willingness to progress, they may require development in a key sill area(s) 1o be fully effective in the role. Employee’s
failure to exhibit marked improvement may result in performance management.

Unacceptable

At this level, employee performance and/or behavior do not meet minimum job expectations of the position. The employee does not meet key goals and/or
does not demonstrate competency in critical job skills. Immediate and sustained performance improvement is needed. Employee's failure to exhibit
immediate marked improvement will result in corrective and/or disciplinary action.

Not Applicable (N/A) - Use ONLY for Supervision Competency
The N/A option is ONLY 1o be used for the Supervision/Human Resources Management Competency in case the employee does not supervise others.
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Viewing the Employee’s Job Description

Viewing the Job Description During the Ratings Process

A “Job Description” button is available on the upper right side of the screen only during the ratings process. It is
highly recommended that you review the Employee’s job description before completing the ratings, particularly
before selecting a rating for the “Job Knowledge” core competency.

S
ElJob Description )‘

» (= { Search Feedback Entries J
Journal Entrles 1 entries Expand e
Check-In Entrles - Test Employee 1entries Expand “
Check-In Entrles - Test Manager 2 entries Expand “

Viewing the Job Description from the Employee’s Profile

Both you and the Employee can access the Employee’s job description at any time by going to the Employee’s
profile, where a PDF version is attached. To use this method of accessing the job description, go to your dashboard.
You will see your Direct Reports listed in the lower right corner.

Dashboard

Tasks View All (0) ‘Quick Actions

£ Write a Journal entry >

‘4 & View my current evaluation >

You have zero tasks to do!

Chaeck back later for any new tasks. People View Team

MY MANAGER

pc Deborah Coates

MY DIRECT REPORTS

cc Chelsea Crandall
GF  Gavin Fitzgerald 10Overdue Task

76 Tahais Guerrero-Rocha

Click on the name of the person whose job description you would like to view. In this example, Gavin Fitzgerald is
selected. The view will default to the “Job” tab. Switch to the “Performance” tab.

alsiol S e Q S

Dashboard People / Gavin's Profile

>

- Tacions < |
Tasks o= Gavin Fitzgerald [ actons |

STEM Coach
Title Il

Y Performance Performance

al Reports —

B

People
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End-of-Evaluation-Cycle Ratings/Ratings Screen Overview/Viewing the Employee’s Job Description/Viewing the
Job Description from the Employee’s Profile, continued:

Under the Performance Tab, a link to a PDF of the Employee’s job description can be found under “Performance
Documents.” Click on the link to download a PDF to read, print, and/or save.

People | Gavin's Profile
Gavin Fitzgerald Actons |

STEM Coach
Title 11l

GF

Job Performance

Performance

Performance Documents Upload

Performance Evaluations ) clo sive 15 01
The maximum allowed file size is 20MB

201400- STEM Coach 11.22.pdf

Current (0) Upcoming (1) Completed (1) Other (0) All(2) ploaded on 03/12/2024

If the job description is not available in NEOED, contact Human Resources to request a copy.

This is an excellent time to conduct an annual review of the job description to determine if updates are needed
for the next performance cycle. If revisions are needed, collaborate with the Employee to make the updates, then
submit the new version to Human Resources. Request that the updated version be added to NEOED.

Viewing Journal Entries or Check-ins During the Ratings Process
Other information available on the right side of the ratings screen include Journal Entries and Check-in Entries
completed by you and the Employee.

ElJob Description ‘

» (= { Search Feedback Entries ]

o
=
M

A
|I11
B3
=
o
5
o
<

Check-In Entries -\Test Employee 1entries Expand A
Check-In Entrles -/Test Manager 2 entries Expand A

The Manager’s Check-in Entries will contain the Mid-Year Progress Review you wrote. The Employee Check-in Entries
will include the required End-of-Evaluation-Cycle IPO Progress Update Check-in completed by the Employee. You
may also see a section on “Goal Progress Comments,” if the Employee has provided any additional optional updates
on their IPO progress throughout the Evaluation cycle.

You can access any of these resources to help you formulate your ratings and write comments.
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End-of-Evaluation-Cycle Ratings/Ratings Screen Overview/Viewing Journal Entries or Check-ins During the Ratings
Process, continued:

Following is an example of an expanded view of the Journal Entries. In this example, the “All” filter is selected. The
Employee wrote the first entry and shared it with their Supervisor (Manager). The second entry was written by the
Manager about the Employee. With any of the Journal Entries, you can click on “Add to Comment Box” to add the
content to the rating’s comment box, where it can be further edited.

Journal Entrles 2 entries Collapse ~

Fl\lers:@u(hor:ml ) v I l Date: Past 12 Months v

7e  WED JUN 26, 2024 04:13 PM | TEST EMPLOYEE ~% SHARED
This Is a sample Journal Entry written by the Employee.
The entry has been tagged with the Employee’s first IPO: Sample IPO #1
B Add 1o Comment Box

m WED JUN 26, 2024 11:56 AI\!{ TEST MANAGER ,

This Is a sample Journal entry written by the Supervisor about the Employee. It Is only viewable by the

Supervisor because only the "Manager(s)” box was clicked to Indicate whom to share the entry with.

This entry has been linked to Sample IPO #1 for lllustrative purposes.

B Add 1o commen Box

Following is what the expanded view of the Check-ins looks like. Again, you can add the content to the rating’s
comment box, if desired.

Check-In Entrles - Test Employee 1entries

)
(=]
5
hre)
i3
>

Select one ~

Individual Performance Objectives Progress Update

£ Test Employee

€/27/24, 3:04 FM

This Is where the employee provides an update on how they achieved their IPOs during the appralsal
period and lists any other notable achlevements.

E Add to Comment Box

Check-In Entrles - Test Manager 2 entries

(el
(=]
5
e}
la
>

Select one ~

Please describe the employee's progress toward meeting the expectatlons of the Performance Plan's
core competencles and IPOs.

™ Test Manager

6/27/24,10:30 AM

At mid-point In the appraisal cycle, this Is where the Supervisor describes the employee's progress toward
meeting thelr IPOs and other Performance Plan expectations.

E Add to Comment Eox

If applicable, list any changes to the employee's Performance Plan's IPOs.
™ Test Manager

6/27/24,10:30 AM

This 1= an optional question where the Supervisor describes any changes nesded 1o the Employee's IPOs
mid-point In the Performance Plan cycle.

E Add to Comment Box
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End-of-Evaluation Cycle Ratings, continued:

Competency Ratings

When you are ready to rate the first Competency, select the appropriate rating. You may list supporting comments
for why you selected the rating for each of the Core Competencies and IPOs. However, note that comments are
REQUIRED for any ratings of “Unacceptable,” “Needs Improvement,” or “Exceptional.” Comments are also
required for the Overall Rating.

In the example below, the Supervisor rated the Employee “Effective” in meeting the Core Competency of “Job

Knowledge.”

Job Knowledge (Classified)

To what extent is the employee skilled In Job-specific knowledge which Is necessary to provide the appropriate quantity and quality of work In a timely and efficient manner? Examples Include: Demonstrates skills In the application of occupational knowledge for areas
of responsibility: Maintains currency on relevant changes or updates required to perform the job: Takes opportunities to eéxpand, enhance and /or Increase knowledge of relevant Job skills; Provides a consistently acceptable level of quality, quantity, and imeliness of

work
* Fields are required.
RATING SCALE ™ [F] COMMENTS

Show descriptions >

_ B i U A = T = M & -
() Exceptional

This Is where the Supervisor comments on why the rating was given.

() Highly Effective

° Effective

(") Needs Improvement

) Unacceptable

() Not Applicable (N/4) - Use ONLY for Supervision Competency

After completing the rating and comments for the first Core Competency, click “Next” at the top right of the page to
progress to the next competency, “Customer Service/Interpersonal Skills,” (or click “Close” if you wish to come back

later).

Customer Service/Interpersonal Skills

To what extent does the employee work effectively with Intemal and external CUSTOmETs to SatisTy service and product expectations? Interact effectively with others to establish and maintain smooth working relationships? Examples Include: Understands customers
from their point of iew, anticipates needs and attempts 10 meet those needs; Responds to cUsIomers In a manner that Is timely, Prompt, COUMeoUs, accurate, and professienal; Works In a collaborative manner and offers assistance/priches In without being prempted;
Treats others with respect, courtesy, tact, and diplomacy, particularly In difficult situations and resolves conflict appropriately; Practices In a non-discriminatory manner and Is open to differing opinicns and ideas.

* Fields are required

RATING SCALE * [E coMMENTS

Show descriptions >

B i UAF T =T —

) Exceptional

) Highly Effective
) Effective

) Needs Improvement
nacceptable

() Not Applicable (N/4) - Use ONLY for Supervision Competency

Press Alt + F10 1o move 1o the toolbar. Press ALT + 0 for Help.

After you finish rating all the competencies, begin rating the Individual Performance Objectives (IPOs).
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Individual Performance Objectives Ratings
As with the Core Competencies, select the applicable rating for each Individual Performance Objective (IPO) and add

comments as desired and/or required.

DUE DATE: 07/30/2025
Sample IPO #1
Description of Sample IPO #1
* Fields are required.

RATING SCALE * E\ COMMENTS

Show descriptions >

B i UAMFTF =TT

@ Exceptional

° Highly Effective
@ Effective

@ Needs Improvement
@ Unacceptable

This is where the Supervisor comments on why the rating was given.

Nords: 12  Characters : 66

Overall Rating
When you have rated the last IPO, you will see the options in the upper right corner now include “To Overall Rating.’

If you are ready to proceed to the Overall Rating, click the button.

4

—— ..

Select the Overall Rating based on the Employee’s performance in all areas during the evaluation period.

Supporting comments are required.

Overall Rating

At the end of the appraisal period, the Employee will provide a progress update about how they fulfilled thelr IPOs. The Supervisor will rate the Employee on thelr performance fulfiling each core competency and IPO, as well as assign an overall rating. The rating scale
L competency, If applicabl

has five levels: Unacceptable, Needs Improvement, Effectve, Highly Effective, and Exceptional. The N/A rating should only be used for the Supervision/Human Re

RATING SCALE * ] COMMENTS

Show descriptions »

B i U AT T =M e

@ Exceptional

@ Highly Effective
° Effective

@ Neads Improvement
@ Unaceeptable

This s where the Supervisor explains the rationale for the Overall Rating.

ords: 12 Characters : 75

Once you have assigned the Overall Rating and made the required comments, select “Close” if you are ready to
proceed. NOTE: Clicking “Close” does NOT submit the ratings.

< Previous ‘ Close ‘
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End-of-Evaluation-Cycle Ratings/Overall Rating, continued:

After clicking “Close,” you will be able to view your ratings and comments. You can jump to each section using the
tabs on the left. The “Summary” tab provides an overview of the entire Evaluation. You are still able to revise any
ratings or comments by clicking on the applicable Core Competency, IPO, or Overall Rating. When you are satisfied
with the ratings and comments, click “Submit Evaluation” in the upper right corner.

< 6010 Evaluation Detalls

[ TestEmployee . (due/)2025T Test Employee Classified Employee Performance Planning and Evaluation
,,,,, (<)

Expand al
CORE COMPETENCIES COMPETENCY SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS. NON-SCORED WITH N/A)
INDIVIDUAL PERFORMANCE OBJECTIVES (IPOS) CORE COMPETENCIES
Classified Employees wil be rated on the following fie competencies (SupervisionHR Management only applies 1o Classified SIaffin supervisory foles). DO NOT EDIT OR ADD TO THE COMPETENCIES, To enter your Indvidual Performance Objectives (IPOS), Skip 1o the next section.
Overall Rating
B Summary Job Knowledge (Classifiec) Effectve =
This 5 wher the Supervsor commerts on why the >
Gustomer Servico/lnterporsonal Skils Highly Ertective &
This s where the Supenvsor commerts on why the >
Communication (Oral Wittor) Needs Improvement
s >
Accountability/intogrity Ertecuve
>
Supervision/Human Resources Management (for Supervisors only) Not Appiicable (N/A) - Use ONLY for Supervision Compe.

GOAL SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS, NON.SCORED WITHOUT NiA)

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOs)

The employee and supervisor shouid collaborate 1o Gevelop 1-3 Indvidual Performance Objectives (Goals) for the appraisal period. IPOs snould be consistent with MCC, Division, and Department goals and objectives. IPOs should be specific, measurable, achievable, fesulis-orlented, and time.
bound. EMPLOYEE INSTRUCTIONS FOR ADDING IPOs: Click "Add Goals select the LAST option, "New Goal” Enter July 315 the ue date. Give the IPO a name, then select the MCC Strategic Plan category that fts best. Add detalls In the description box When finished, continue ading IPOs, f

Gesired. When up to three are entered, click "Submit Content” Your supervisor will review your IPOs and contact you outside of NEOED (emal, phone, etc) If revisions are needed. Once your supervisor electronically approves your IPOs, you will be asked t0 sign off on them. At mid-cycle, your
supervisor wil submit a checkin on your IPO progress. This may not apply Ifyou started employment mid-cycle.

Sample PO #1 Highly Effective

Due Date:
This is where the Supervisor comments on why the 0713012025 >
Sample IPO #2 Highly Effective Due Date:
This is where the Supervisor comments on why the 0713012025 >

After clicking “Submit Evaluation,” a pop-up will appear. It will state that by clicking “Continue,” you confirm that
your rating is complete and accurate. You will not be able to make further edits without administrator assistance.

Clicking “Continue” sends the Evaluation to your Supervisor (the Employee’s Second-level Supervisor) for review and
approval.

You're almost done!

By clicking certify and submit, you confirm that your rating Is
complete and accurate. Once your rating Is submitted, you
will no longer be able 1o make changes without administrator
assistance.

T est Muager

Do you wish 1o continue?

canee! m

After clicking “Continue,” you will receive confirmation that the Evaluation has been submitted to your Supervisor
for review.

Success!

©

Your evaluation for TEST EMPLOYEE has been submitted.

Close
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Second-level Supervisor Approval of Ratings

When you have submitted the Employee’s ratings, the Employee’s Second-level Supervisor will receive an email
alerting them that they have a task to approve OR disapprove the ratings.

Test Manager has Rated evaluation (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation

donotreply@neoed.com ® | € Reply | € ReplyAl | —> Forward | | K

To © Fries, Jane Fri 6/28/2024 2:14 PM

Retention Policy Inbox180 (6 months) Expires 12/25/2024

(&) if there are problems with how this message is displayed, click here to view it in a web browser

EXTERNAL MAIL: donotreply@neoed.com: Do not click links or open attachments unless you recognize the sender and know the content is safe. Please contact your college IT Help Desk if you have any questions

KindK Approve/Disapprove & Signjthe Performance Evaluation ratings of Test Employee for the Evaluation (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and
Evaluation.

Employee:  Test Employee

Evaluation:  (due//) 2025 TestEmployee Test Employee Classified Employee Performance Planning and Evaluation
Due Date: 7/31/2025

The Second-level Supervisor will also see a task due on their dashboard (even though it doesn’t state “disapprove”
in the task title, it is still an option once the task is opened).

Tasks View All (1)

To-Do (1) Overdue (0)

View my tasks related to: ~ All Myself My Direct Reports Others
[ PERFORMANCE - APPROVAL Due 07/24/25

TE  Approve and Sign (due//) 2025 TestEmployee Test Employee Classified ..

For Test Employee « (due//) 2025 TestEmployee Test Employese Classified ..

When the Second-level Supervisor clicks on the task link (either in the email or from the To-Do Task List), it will take
them to an overview of the Employee’s Evaluation, including the ratings and comments made by the Direct
Supervisor in each section of the Evaluation. The Second-level Supervisor may click “Approve & Sign” or “Deny.”

Approval Form

Go 1o Evaluation Details >

TE Test Employee

Test Position

(due//) 2025 TestEmployee Thu. Jul. 31, 2025 ®
Test Employee Classified

Approve & Sign Deny

Employee Performance

Planning and Evaluation

Ratings Summary

Overall Rating
M TestManager Sifective
Test Position
secTons Collapse All Sections ~
CORE COMPETENCIES COMPETENCY SECTION | CLASSIFIED EMPLOYEE RATING SCALE (FIVE LEVELS. NON.SCORED WITH N/A) Collapse
Section

CORE COMPETENCIES =

INDIVIDUAL PERFORMANCE OBJECTIVES (IPOS)
Classified Employees will be rated on the following five competencies (Supervision/HR Management only applies to Classified Staff In supervisory roles). DO NOT EDIT OR ADD TO THE COMPETENCIES. To
enter your Individual Performance Objectives (IPOs), SKIp to the next section.

Overall Rating

CheckIn Forms

ALL SECTIONS

Juge: Understancs
el itches in without

T Test Manager Highiy Effective [ Thisis where the Supervisor comments on why the rating was iven.
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Second-level Supervisor Approval of Ratings, continued:

If the Supervisor selects “Deny,” a comment box will open for them to explain why.

Deny Cancel m

* Fields are required.

m  Test Manager
Test Posltion

* Comments

This is where the Second-level Supervisor explains why the ratings and/or comments for the Employee's
appraisal are being denied.

After the Second-level Supervisor clicks “Submit,” you will see the Ratings task appear on your To-Do list again. You
will NOT have to start over with ratings. Instead, make the modifications requested by your Supervisor and submit
the Evaluation again. The Second-level Supervisor will then review the updated Evaluation. If it is now acceptable,
the Second-level Supervisor will click “Approve & Sign.” They may enter final comments before submitting the
approval.

Approve & Sign Cancel m

Comments

The Second-level Supervisor can make comments here about approving the appraisal |

Please sign your name below

Jane Fries

Jane Fries June 28, 2024

Auto-generate  Draw signature
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Final Supervisor Signature and Evaluation Release to Employee
After your Supervisor (the Employee’s Second-level Supervisor) signs off on the Evaluation, you will receive

. e ” . .
a final “Sign” task to also sign off on it.
# Dashboard Dashboard
E Tasks
2 People Tasks View All (1)
To-Do (1) Overdue (0)
@ Performance
[ Onboard View my tasks related to: Al Myself My Direct Reports Others
@il Repors
: [l PERFORMANCE - EVALUATION Due 07/31/25

TE (due«'.": 2025 TestEmployee Test Employee Classified Employee Performance Planni...
Or Test Employee - (due//) 2025 TestEmployee Test Employee Classified Employee Perfor.

Click on the “Sign Task” and then sign the Acknowledgement Form. You may enter final comments before
submitting.

Acknowledgment Form Go to Evaluation Detals >
TE  TestEmployee (due/f) 2025 TestEmployee  Thu. Jul. 31, 2025 o
Test Poshtion .
Test Employee Classified Sign

Employee Performance
Planning and Evaluation

Overall Rating
Test Manager
™
Test Posttion Effective
S Ig n Cancel Submit
Comments
This is where the Supervisor can write any final comments relating to the appraisal]
Please sign your name below
[ est Muvager
Test Manager June 28, 2024

Auto-generate  Draw slgnature

IMPORTANT: Immediately after you complete this “Sign” task, the Employee will be notified of a task to
sign their Evaluation, which means that it has been made available for them to view. You should
schedule a time to meet with the Employee to discuss the Evaluation.
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Printing the Completed Evaluation

After signing, you will be returned to a summary page of the evaluation where you can print it, if desired. You can
also see full evaluation details by clicking on the “Go to Evaluation Details” next to the Print button. If you have
trouble printing, please check to see if the pop-up is blocked and enable it.

Test Employee

Test Posltion Print Preview

Direct Manager:
Test Manager

Settings Test Employee

General Information
i (duer/) 2025 TestEmployee Test Employee Classified Employee Performance Planning and
Raiers Evaluation

Test Manager Due Date: Thu, Jul 31, 2025
Content

CORE COMPETENCIES General Information
INDIVIDUAL PERFORMANCE OBJECTIVES (POS)

<< <]

Position Division Evaluation Type
Overall Ratng Test Position Periodic

Checkins Department Clase Spee
33333 - Department for testing only

Ratings Summary : Test Manager

Overall Rating

Effective

Final Employee Signature

The Employee is required to sign acknowledging receipt of the Evaluation. By signing, they do not indicate
agreement or disagreement with the content of the Evaluation. However, if they disagree with the Evaluation, they
can explain why in the comments section included in the signature process. If desired, they also have the right to
initiate a Dispute Resolution Process.

Dispute Resolution Process

CCCS colleges and the system office shall adhere to the Colorado Community College System Performance
Management Dispute Process for Classified Employees. The Process is an open, impartial review process that is not
a grievance or an appeal and allows the parties an opportunity to have issues reviewed objectively. Classified
Employees have the right to initiate a Dispute Resolution Process.

To initiate a formal performance management dispute, the employee shall notify the employee’s supervisor or
another person within the employee’s chain of command. Such notification may be verbal but must communicate
that the employee is initiating Step One of the performance management dispute process. The employee shall
initiate the dispute process within ten (10) days from receipt of their final performance evaluation or within ten (10)
days from August 31, if an evaluation was not received. Additional information regarding the CCCS Performance
Management Dispute Process is available on the CCCS intranet or the MCC Employee Portal.

Performance Improvement Plans/Corrective Action
An overall performance rating of Unacceptable must include a corrective or disciplinary action. Individual factor
ratings of Unacceptable may result in a performance improvement plan or corrective action.

An overall performance rating of Needs Improvement may include a performance improvement plan or corrective
or disciplinary action. Individual factor ratings of Needs Improvement may result in a performance improvement
plan or corrective action.

Consult with the Human Resources Department to develop a performance improvement plan or to implement a
corrective or disciplinary action.

Congratulations, you have completed the Supervisor role in the NEOED Perform Classified Staff Evaluation

process!
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