
Personnel Evaluations for 2025-2026

ACCS will open the evaluations in Neo Ed beginning March 1, 2026. ALL employees need to begin preparation as we have a few more requirements this evaluation year.  
These are the steps each of us will take in the evaluation process based on our employment type:  
A. Full-Time Faculty and Staff:   Complete and upload these documents into NeoEd Perform by Friday, March 6, 2026. You can find these forms at https://ww5.gadsdenstate.edu/departments/app/HR/pe.html#

1) Complete the Gadsden State Resume Template– Using Template Found on the Human Resources Portal
2) Job Description – Review your job description found on the Human Resources Portal. Some job descriptions may be generic (example: Maintenance Tech I, Instructor)
3) Complete the Employee Evaluation Form found on the Human Resources Portal.  Here is the layout of that form:
· Professional Development Activities - A list of your individual professional development activities completed in the past year. You will list these activities on your evaluation form. 
· Assessment of Previous Year’s Goals – Evaluate your progress toward the previous year’s goals (if any).
· Professional Development Plan/Goals for Next Year – State your professional development plan/goals for the next year.
4) Complete the Self-Assessment Form – IF required by your supervisor

5) Upload ALL Forms to NeoEd Perform via the ‘Upload Document’ tool by Friday, March 6. 
6) [bookmark: _Int_ZBHEeqGL]Your supervisor will complete your evaluation in NeoEd and submit to you for your signature. It will go to your supervisor’s, supervisor first.
7) If you are faculty, your supervisor will also complete the classroom or online observation forms to upload to NeoEd. 

B. Part-Time Faculty (Adjunct & Dual Enrollment):   Complete and upload these documents into NeoEd Perform by Friday, March 6, 2026. You can find these forms at https://ww5.gadsdenstate.edu/departments/app/HR/pe.html#

1) Complete the Gadsden State Resume Template– Using Template Found on the Human Resources Portal
2) Job Description – Review your job description found on the Human Resources Portal
Some job descriptions may be generic (Adjunct Instructor).
3) Complete the Employee Evaluation Form found on the Human Resources Portal.  Here is the layout of that form:
· Professional Development Activities - A list of your individual professional development activities completed in the past year. You will list these activities on your evaluation form. 
· Assessment of Previous Year’s Goals – Evaluate your progress toward the previous year’s goals (if any).
· Professional Development Plan/Goals for Next Year – State your professional development plan/goals for the next year.
4) Complete the Self-Assessment Form – IF required by your supervisor
5) Upload ALL Forms to NeoEd Perform via the ‘Upload Document’ tool by Friday, March 6.
6) [bookmark: _Int_knzrk5C6]Your supervisor will complete your evaluation in NeoEd and submit to you for your signature.  It will go to the supervisor’s, supervisor first.
7) Your supervisor will also complete the classroom or online observation forms to upload to NeoEd. 

C. Part-Time Staff / Clinical:   Complete and upload these documents into NeoEd Perform by Friday, March 6, 2026. You can find these forms at https://ww5.gadsdenstate.edu/departments/app/HR/pe.html#

1) Complete the Gadsden State Resume Template– Using Template Found on the Human Resources Portal
2) Job Description – Review your job description found on the Human Resources Portal
3) Complete the Self-Assessment Form – Required by your supervisor and send to your supervisor.  Your supervisor will complete the bottom portion and upload it to NeoEd. 
4) Upload ALL Forms to NeoEd Perform via the ‘Upload Document’ tool by Friday, March 6.

D) Coaches:   Complete and upload these documents into NeoEd Perform by Friday March 6, 2026. You can find these forms at https://ww5.gadsdenstate.edu/departments/app/HR/pe.html#

1) Complete the Gadsden State Resume Template– Using Template Found on the Human Resources Portal
2) Job Description – Review your job description found on the Human Resources Portal
3) Your supervisor will complete the Coaches assessment form and upload it to NeoEd.
4) Self-Assessment Form – IF Required by your supervisor and send to your supervisor.  Your supervisor will complete the bottom portion and upload it to NeoEd. 
5) Upload ALL Forms to NeoEd Perform via the ‘Upload Document’ tool by Friday, March 6. 

*********************************************************************************
Optional for ALL:
Complete the Optional Employee Evaluation of Supervisor Form and email to jobs@gadsdenstate.edu or upload to your NeoEd.

Human Resources Portal> Performance Evaluations
https://ww5.gadsdenstate.edu/departments/app/HR/pe.html
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Upload Your Form to NeoEd

Click in the top
right corner on your
name and then ‘My
Profile’

Click on the
‘Performance’ Tab

Upload your
completed
evaluation form to
NeoEd by 5/31 via
the ‘Upload’ tool
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Check Your Work

Scroll to the bottom of the screen and look for the ‘Documents’ section

Look to make sure your attachment was uploaded.
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