NEOED PERFORM

GADSDEN STATE
HUMAN RESOURCES



COMPONENTS OF NEOED EVALUATION

Professional Development Activities —
SAME /| NO CHANGES

Assessment of Previous Year’s Goals —
SAME /| NO CHANGES

Professional Development Plan/Goals
for Next Year - NO CHANGES

Self-Assessment

Job Descriptions — Please contact HR

if changes are needed to job
descriptions. These are no longer part
of the evaluation process.

Resume Template

NeoEd COMPONENT

e Supervisor Ratinqg Tool in NeoEd
Perform




MY GADSDEN STATE PAGE

* Log onto the My Gadsden State page using the following URL

- All the information you’ll need for your evaluation can be found there


https://my.gadsdenstate.edu/group/mycampus/faculty-and-staff

&

GADSDEN S5TATL

Home Campus Life Jobs

Quic nch 2

LAUNCHPAD
LAUNCHPAD
é.‘ Password Manager L
8 Blackboard
—_—

‘.‘ Placement Guidelines

il G5CC Email

‘:_1 Grade Change Form

‘_.1 Transportation Request

("l CneACCS Self Service Banner

. Mextzen

. General Scholarship Application 2023-2024
B 1uition Wavier

‘.‘ Committes Minutes

‘4‘ Request far Services PR and Marketing
C..‘ Website Change Request

é.‘ Request for Services - Specialty (Professional) Print
[_,‘ Requests for Services - Promotional ltems
‘.‘ OneACCS project

£~ Banner 55B (Summer 2019 & prior)

* Personnel Evaluation Training

PowerPoint

Human Resources

@ Faculty and Staff

Departments
Business Office

- ndbook
Organization Chart
Institutional Effectiveness

Institutional Research
Maintenance Department
Payroll

Public Relations

Useful Links

Ambassador Request Form

Campus Policies

Capital Project Report

Cardinal Foundation

Campus Security Authority Summer 2022
Complaint Process

Office of Equity and Inclusion

Employee Photo Lockup (on campus only
Placement Guidelines

Sexual Harassment & Discrimination Training
Tuition Waiver Application

Title 1X Motice

Transportation Request

GADSDEN STATE

Crganization Chart

Support Personnel Classification Maral

/
=7

Personnel Evaluations

Human Resources

ACCS Uniform Evaluation Tool Memo
2022-2023 Internal Memo for Evaluation Procedure

Click here for Neokd Perform Module Login in using your single sign on (550

tions

FULL TIME FACULTY & STAFF EVALUATION FORMS

Full-Time Employee Evaluation Form

Full-Time Supervisor Evalution Checklist




{This Form to Be Completed by Employee)
GADSDEN STATE COMMUNITY COLLEGE

Employee Evaluation

EVALUATION FORM

Date of Evaluation

Employee’s Posifion

SECTION | - PROFESSIONAL DEVELOPMENT ACTIVITIES

List all professional development activities for the past year.

Section I = PD ACtiVitieS from |aSt year SECTION Il - ASSESSMENT OF PREVIOUS YEAR'S GOALS

Evaluate your progress toward the previous year's goals.

Section Il — Assessment of Previous
Year’'s Goals

SECTION Il - PROFESSIONAL DEVELOPMENT PLAN/GOAL S

S e Ctl O n | I | — P D P | a n / G O a | S fo r n eXt ye a r g{;ﬁgiﬁéurpmfessinnal development plan/goals for the next year. If additional resources are required, please
Print it. Sign it. Date it.

Upload it tO NeOEd Pe rfo rm by 5/31 Via LS:::nTa“r;:s:JTi:z:;c:‘:lit:::;n"ti;ooulr_superﬁsnrbyMay31 via the ‘Upload Document tool in NeoEd Perform.)
the ‘Upload Document’ tool

This component should be completed online by the supervisor using NeoEd Perform.
https://login neoed com/authentication/saml/login/aces- Use your single sign-on (550) to complete.




UPLOAD YOUR FORM TO NEOED

Click in the top right
corner on your name
and then ‘My Profile’ . Tq cow o

Click on the
‘Performance’ Tab

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




CHECKYOURWORK

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

* Look to make sure your attachment was uploaded.

NEOED TERMS | PRIVACY




FINALSTEPS

* Once your supervisor has completed the ACCS rating tool in NeoEd Perform, you will
receive an email notification.

* You may click the link from your email to view your rating in NeoEd.

* You will log back into NeoEd Perform to view your rating. After viewing your rating, you
have two options:



FINALSTEPS —LAST SLIDE FOR EMPLOYEES

* You may scroll down to see
any comments left by your
supervisor.

Acknowledgment Form

* After viewing comments,
click the green
or the white
button to complete the
evaluation cycle.

* If you click
you will be able to add
comments, if you wish. g

* This is the last step for [FE———.
employees!




(This Form To Be Completed By Supervisor)

EMPLOYEE YEAR

SUPERVISOR

* Complete the ACCS Rating Tool in NeoEd

EMPLOYEE EVALUATION AND REVIEW CHECKLIST
Starred (*) items must be submitted in NeoEd by Employee.

* Electronic signatures by supervisor + supervisor’s Completea

SUpe rVISOI’ Employee Tasks

. Professional Development Activities* m}

* Send to employee for acknowledgement (in

N eo E d) Assessment of Previous Year's Goals* m|
: For faculty only Upload the Classroom Professional Development Plan / Goals* m|

Observation form to NeoEd Perform via the Supervisor Tasks

‘Upload Document’ tool on the employee’s page ACCS Rating Tool (Neod Perform) :
- Upload the signed Checklist to NeoEd Perform via classioom Gbservation Form (el o) i

the ‘Up|OaC| Documentl t00| Upload this checklist & classroom observation to NeoEd O
- You'll receive a notification from NeoEd when the

Supervisor's Signature Date

employee has completed the acknowledgement

REVISED 3/2023



SUPERVISOR TASKS

* Check your portion of the org chart to ensure all of your full-time direct reports are listed

* Click your name in the top right corner, then ‘My Profile’ and then click ‘Dashboard’ in
the left pane and look for the ‘People’ section and 'View Team’ (D) Koty

I ‘ My Profile '
My Profil
My Profile I >

" t=ainful Hints

BESY  Change Password
l A Dashboard Dashboard Help

= Tasks Sign Out

% p | Dashboard
eople

Y Performance

. People
|]|]|] Reports My Tasks View All Tasks (0)
i)

MY MANAGER

KM  Kathy Lynn Murphy

MY DIRECT REPORTS




SUPERVISOR TASKS

* To begin an evaluation, you may
pull up NeoEd and click a name

from ‘View Team’ on the previous

slide or you may also view them
as tasks on your dashboard in
NeoEd.

* On the employee page, click the

blue ‘Rate’ button to get started
with that employee’s evaluation

you may click the link from the
tasks menu in NeoEd.

Dashboard

Tasks

To-Do (2) Overdue (0)

View my tasks related to: ~ All Myself My Direct Reports Others

<+ PERFORMANCE . RATING

ating For Jennifer Leighann Bright's Annual 2023 - 2024 Evaluation (Administra.

For Jennifer Leighann Bright » Annuar 2023 - 2024 Evaluation (Administrative and ...

DT ating For Diana C Teague's Annual 2023 - 2024 Evaluation (Administrative and

For Diana C Teague +» Annual JUZ3 - 2024 Evaluation [Administrative and Staff) (du...

NEOED P& Perform v Q. search

Dashboard Employees

DC

DIANA C TEAGUE

Position:
Human Resources
Assistant

College/Division:
GSCC-603020-Human
Resources

Performance Evaluations ~ Library -~ Positions ~ Administrative v Reports ~

Annual 2023 - 2024 Evaluation (Administrative and Staff) (due 06 / 15/ 2024) 2
Due Date: Fri. May. 31, 2024 /2

@ Copy ‘ ‘ E]Printv ‘ ‘ @Pause

EVALUATION DETAILS SCORES

‘ |§| Launch Survey

Current Status: Before Ratings TOTAL SCORE
Type: Periodic / Pending

Evaluation Program: 2023 - 2024 Evaluation (Administ

(O]



SUPERVISOR TASKS

* On the next page, click anywhere
in the green box to access the
rating tools for that category.

Performance Evaluations ~ Library ~

Dashboard Employees Positions Administrative -~ Reports ~

£ Go to Evaluation Details

Diana C Teague

CLERK Il

<*<J Annual 2023 - 2024 Evaluation (Administrative and Staff) (due 06 / 15 / 2024)

COMPETENCY SECTION | RATINGS SCALE - (JOB QUALITY) | SECTION WEIGHT 6.66 %

Job Quality

SECTIONS

Job Quality

Leave Management Job Quality

E no comment

Time Management

Follows Policy




SUPERVISOR TASKS

- On the next page, select a
rating. Click *Show Descriptions’
for more details about what each
rating means.

* Type any comments within the

text box.

* Click *‘Next’ in the top right T
corner to continue to each ——
category until finished.

- Once the supervisor completes [FSil WIN_—_G_
the rating for the employee, it (5 moffcrtom s

x"' 1 \ Dogl¥ Not Meet Expected Performanc...

goes to the supervisor’s
supervisor for approval.




NEOED PERFORM —

REGULAR EVALUATION CYCLE SUMMARY

|. Manager creates goals for the upcoming rating period (July).
2. Employee signs off on goals as an acknowledgement (July/August).
3. Manager completes a mid-year check-in with Employee (December).
B 4 Manager completes ratings of Employeel (May):
5. After ratings, procedures are completed (electronic signatures).
A. Supervisor’s Supervisor
B. Employee’s Supervisor
C. Employee
6. Process begins for next performance cycle.



FULLYEAR CYCLE FOR EVALUATIONS

* Full-cycle begins in July
each year

* The process kicks off
with your supervisor
setting goals for you for
the coming year

* You will receive a
notification from
NeoEd to sign off on
those goals

* Mid-year check-in
(December)




	NEOED Perform
	Components of NeoEd Evaluation
	My Gadsden State Page
	Slide Number 4
	Evaluation Form
	Upload Your Form to NeoEd
	Check Your Work
	Final Steps
	Final Steps – LAST SLIDE FOR EMPLOYEES
	Supervisor Tasks
	Supervisor Tasks
	Supervisor Tasks
	Supervisor Tasks
	Supervisor Tasks
	NEOED PERFORM – �Regular EVALUATION CYCLE SUMMARY
	Full Year Cycle for evaluations

