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Human Resources

Who Will Utilize the
People Admin Performance Management Tool?

* The PeopleAdmin (PA) performance management tool will be utilized
to review most staff employees at UNT

* Deans/Associate Deans and Faculty evaluations will be completed in the FIS
system

* Coaches/Assistant Coaches are not evaluated in PeopleAdmin




Human Resources

Accessing the Performance Module

 Via employee portal link: https://my.untsystem.edu
* Go to the PeopleAdmin section
 Select the link for Staff Performance Evaluation

* Log-in with EUID and Password

 All supervisors and employees can access system



https://my.untsystem.edu/

Human Resources

Access via Employee Portal

https://my.untsystem.edu
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https://my.untsystem.edu/

Human Resources

Access via PeopleAdmin

Applicant Tracking System

Welcome, john Il My Profile

User Group:
t WP UNT SYSTEM crmployee .

Shortcuts =

Applicant Tracking System

The employee portal can also be
accessed through the PeopleAdmin
System at https://jobs.untsystem.edu/hr
by clicking on the three dots in the top
left corner of the page and then selecting
“UNT System Employee Portal”

O Applicant Tracking System

40 Position Management

UNT System Employee Portal



https://jobs.untsystem.edu/hr

Human Resources

Navigation

The home screen displays a list of items that require action. This includes tasks related to a supervisor’s own
evaluation and tasks related to the employees supervised.

Go to UNT Systern HR Site

*UNT SYSTEM

Hello. john Log Out
Welcome to the Employee Portal, John

My Reviews Your ACtiOI’l |temS

My Employees' Reviews

Start typing to search

Itemn =

Description Due Date Status
_ _ : ) 2021-03-31 .
UNT 2021 Staff Performance Evaluation Program for Emily Supervisor Creates Plan e Upcoming
- Due in 2 months
: _ 2021-03-31
UNT 2021 Staff Performance Evaluation Program for Julie Supervisor Creates Plan Upcoming

Due in 2 months

Showing 1 to 2 of 2 entries
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Navigation (cont.)

The supervisor can choose to view their own historical The “Go to UNT System HR Site”
evaluations or the status of their employees reviews by button takes the user out of the
selecting “Performance” at the top of the page or by employee portal and back to the
selecting the “My Reviews” or “My Employees’ Reviews” on Applicant Tracking System or Position
the left side of the page. Management module.
Tpunsvstem |

My Reviews Hello, john Log Out
Welcome y ,John . =
My Employees’ Reviews

Your Action Items

My Reviews

My Employees' Reyj




Human Resources

Beginning the Review Process

Going to “Home”, a Supervisor can create and/or access reviews for all employees in their area of responsibility by selecting the link with

the employee’s name. Search by name and click on the action item listed for that employee.

My Reviews

Your Action Items

My Employees' Reviews

Start typing to search

G—

Go to UNT System HR Site

Hello, john Log Out

Iltem 4 Description Due Date Status
; ; : ) 2021-03-31 -
UNT 2021 Staff Performance Evaluation Program for Emily Supervisor Creates Plan o Upcoming
Due in 2 months
. . 2021-03-31
UNT 2021 Staff Performance Evaluation Program for Julie Supervisor Creates Plan Upcoming

Diue in 2 months

Showing 1 to 2 of 2 entries
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Supervisor Dashboard View

The supervisor can also access and view their employees’ evaluations by clicking “My Employees Reviews” on the left side of the page. To begin the
evaluation process, click on each employee’s name to create a plan. Notice the column labeled “Progress”. The progress steps change color when you go
through each step. The color key is across the top bar. *Please note that the disputed tab is not in use for this program.

The Advanced button allows 2" level supervisors to drill down to view their entire organization.

*UNT SYSTEM Home @) Performance ~ Progress Notes Hello, John Log Out

Reviews Dashboard
My Reviews

My Employees' Reviews Reset | Program: None ~ Employee Name Group by: Program = @

ULV Ol Not Started (@)  In Process ) Complete E) - Disputed €D
Last Name 2 First Name # Anniversary Date Progress 2 Program - Score #

UNT 2021 Staff Performance Evaluation Program @

Julie 2003-09-01 0/6 UNT 2021 Staff Performance Evaluation Program

1
Emily 2018-06-18 4 m@@ UNT 2021 Staff Performance Evaluation Program 46
UNT Fall 2020 Mid-Year Performance Assessment @

Julie 2003-09-01 v m UNT Fall 2020 Mid-Year Performance Assessment On Track

Emily 2018-06-18 ' m UNT Fall 2020 Mid-Year Performance Assessment On Track

Previous - Next




Human Resources

Step 1: Supervisor Creates Plan

Individual Goals Tab

ndividual Goals Job Duties & Competencies

=105 are indicated with an asterisk (*).

Individual Goals

Please enter goals established during the prior performance review (the 2019 UPO-31/35 form) and/or the goals identified on the Fall 2020 mid-year review. Click on "Add Entry" to add additional goals as
needed. Click on "Remove Entry” if any goals need to be deleted. There must be at least one entry for this section.

* Goal

Goal 1

[JRemove Entry?

* Goal

Goal 2
[CJRemove Entry?

* Goal

Goal 3

[JRemove Entry?

& Save Draft Save & Continue

The supervisor will enter
established goals in the
“Individual Goals” section.
Supervisors are
encouraged to
communicate with
employees to establish or
modify goals as needed.

Click on “Add Entry” to
add goals or click on
Remove Entry to delete
goals

Select the “Save &
Continue” button to
proceed to the Job
Duties/Competencies

page.




Human Resources

Step 1: Supervisor Creates Plan

Job Duties/Competencies Tab

ndividual Goals Job Duties & Competencies

Job Duties % Check spelling

Refresh Job Duties from | Registrar Coordinator V|| Apply |

Review the listed job duties, which are automatically populated from Position Management. Job duties can be modified in the Position Management module. If updates to job duties are
made, please select the relevant Position Description from the "Refresh Job Duties from" drop down menu, and then click "Apply" to display the updated job duties.

Description of Job Duty

Prepares enrollment certifications for veteran/dependent students to use VA education benefits.

Description of Job Duty

Primary responsibility for students using federal Tuition Assistance and determining eligibility for military non-resident tuition waivers.

Description of Job Duty

Reviews and completes weekly and semesterly reports relating to student changes in enroliment and tuition/fees.

Review job duties
and select
“Complete” to
finalize the
“Supervisor
Creates Plan” step

Click “Save as
Draft” in order to
save the plan and
return to complete
it at a later time.

~ Complete

*Note: Click Apply to Refresh any job duties that may have been
updated in the position management module.




Human Resources

Progress Notes Feature

*UNT SYSTEM Hello, John Log Out

. Progress Notes ' - Create Progress Note
My Reviews
My Employees' Reviews

Title ¢ Shared + Program Date . Type s Author Employee 2 Ds

New Progress Note

Program (optional)

UNT 2021 Staff Performance Evaluation Program

Employee *

Emily v

Step (optional)

Supervisor Creates Plan
Type*

Original Progress Note

Title*

Team Collaboration

Progress notes allow both the employee and supervisor to document achievements, kudos or coaching
meetings throughout the year as well as during the evaluation process.

Select to share this
Progress Note

~ | Share this Progress jfote

Attachmen*

It is highly encouraged that supervisors add progress notes detailing performance conversations. Notes
should include a brief overview of the progress the individual has made towards their goals.

To add a progress note, click the “Progress Notes” link at the top of the page, then click “Create
Progress Note” on the right side of the page. A “New Progress Note” box will appear. Fill in the
information and add supporting documents (if desired) by clicking “Attachments”

There is an option to share
progress note with the employee
or supervisor. Click “create”
when complete.
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Co-Reviewer Feature

Emily Plan for Emily UNT 2021 Staff
Performance
Supervisor: John Evaluation
| s Program
Position Description: Registrar nstructions:
Coordinator Review Status: [
Tab 1 - Individual Goals: ) i
Department: Univ of North Texas - Evaluation Type:
Denton Annual

- Meet with your employee to establish performance goals for the review period
Program Timeframe:

- Enter the established goals in the space(s) below, it is acceptable to list more than one related goal in each field, designate 07/01/20 to -
R each by adding numbers (i.e. 1, 2, 3) or by using a - or * at the beginning of each goa
Hel e DR tocs al/\T By = : HEE = E Last Updated:
November 18, 2020
Plan - Select "Add Entry" to add additional goals. -
- Select "Save Draft” if you wish to review or edit the information before finalizing. Co-reviewer: Add Co-

reviewer

- Once you have entered all goals. select "Save and Continue”.
Multi-rater Feedback ~

History Tab 2 - Job Duties & Competencies:
My Reviews - Scroll down the page to view the Job Duties & Competencies for the position
My Employees' Reviews - For instructions on how to update and/or enter job duties, please use the Performance Management link below.

The supervisor can add a co-reviewer during the evaluation process. Co-Reviewer can be utilized if another reviewer should have full feedback
capabilities to the employee’s evaluation. The co-reviewer has the ability to perform all the same steps as the supervisor. This might be used for
someone who has a split reporting relationship or someone who recently transferred to a new job. The supervisor and co-reviewer will need to
discuss who will be responsible for completion and submission of the evaluation steps. Note that only one person can submit the supervisor
evaluation by clicking “Complete”. Otherwise, save as draft and the co-reviewer can access the evaluation document to review and provide
feedback. The supervisor or co-reviewer may also add attachments by selecting the attachment link.

UNT 13




Human Resources

The supervisor can request
performance feedback from
other UNT World employees
by selecting “Multi-rater
Feedback” and clicking “Invite
Multi-rater”

Multi-rater Feedback Feature

Select the desired employee, click the
check box next to their name and click
“Save”. Multiple Multi-raters may be
selected.

The Multi-rater will receive an email notifying them of the request, and they can access the
multi-rater form through their performance portal Home page. Once feedback has been
provided in the Comments section, the multi-rater will click “Complete”.

Jayne Colavecchia

Supervisor: Melinda Lilly

Paosition Description: HR

Department: UNT System
Adminisoration

Approvals &

ACknowledgements

Select Multi Raters

Kargam | |l:":iE:aE | |..-'*."E"%

E MName Login Department  Supervisor

Kaream Crosdals 11239664  SYS Melinda Lilly

Required fields are indicated with an asterisk (%),

45 Check spelling
Additional Reviewer

Please provide feedback regarding the evaluated employee's performance during the preceding year relating to one or more of the following categories: produced results, customer service, business knowledge, leadership, teamwork,
stakeholder relationships, change management, accountability, and/or vision.

* Comments

[CJRemove Entry?

@ save Draft | # Complete

UNT
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Step 2: Employee Self Evaluation

Step 2: The Self Evaluation is an optional step. Please confirm with your supervisor if they require the completion of a Self
Evaluation. The employee prepares a self evaluation. Employees are notified by email of the due date. Note that the action

item appears on the home page. To initiate the self evaluation process, the employee will select the link on the home page,
complete the required fields and then click “Complete”.

WPUNT sYSTEM [

Welcome to the Employee Portal, Emily

My Reviews

Your Action Items

Start typing to search

Item

“  Description
|:>.J NT 2021 Staff Performance Evaluation Program for Emily Self Eva@

Showing 1 to 1 of 1 entries
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Step 2: Employee Self Evaluation (cont.

On the Individual Goals tab, the employee enters comments for each individual The employee will then scroll to the bottom of the page and complete
goal. the required fields, including selecting a rating value and adding a
comment and then click Save Draft or Complete to proceed to the Job

Duties page.

oNDuties & Competencies Attachments [

Individual Goals

elling

Wel Goal listed, enter any comments related to performance during the evaluation period. Scroll to the bottom of the page and select % Check sp

ine-af the rating scale or enter the rating value in the box at the end of the rating scale and enter comments providing justification for the selected rating Overall Comments

Required fields are indicated with an asterisk (*). Performance Rating Scale- Please review the rating scale, select an appropriate rating and provide overall comments related to the established goals.

P Rating | Value Definition
Individual Goals e
" Unsatisfactory Performance of established objectives and/or behaviors is deficient; rarely meets established objectives andfor behaviors, consistently fails
B to meet normal j equiremen
. Performance of established objectives is inconsistent; meets some of the minimum requirements of the position, but needs to improve
2
performance in other areas.

Goal:

3 Performanc bjectives and fully completes normal job requirements.
Goal 1 . Performancs n & regular basis; exhibits a degree of excellence in accomplishing individual and department

4 Exceeds Requirements

[goals beyond the n q
" Performance consistently and significantly exceeds established cbjectives; achieves significant contributions well beyond naermal job
Highly Accomplished ’ z i - h N ’
Comments requirements. Performance at this level is unique and rarely attained
Achieved!
* Rating
’ ]
L 2 E 4 B
* Comments

| accomplished all my goal5!|

[JRemove Entry?

Add Entry




Human Resources

Step 2: Self Evaluation (cont.

to the

Required fields are

Job Duties

Description of Job Duty:

Prepares enro

Description of Job Duty:

Assists with prej annual compliance sur

Description of Job Duty:

Complete:

ecial assignments, projects, and tasks as reque:

Competencies

If a compete:

Overall Comments

Performance Rating Scale- Please review the rating

d annual program

encies will b

e, select p

riate rating and

tom of the page and sele

to the Texas Veterans Commi

d and will notimp:

overzll comments rel

priate rating using th

the ow

ting scale or by enterin

1 in the by

the rating scale. Ente

onal comments to

Rating Value Definition

mal job ri

ements.

ner areas

Proficient/Meets Requirements

Requirements

£ular Dasis; exnion

Tment goals b

nd the narmal

requiremen

TTETE T

s establishe

rma| job requirements. Perfor

a

s level is unique ely attained

* Rating

Overall Comments

These are my comments. Thank y

[Remave Entry?

A Complete

(& Save Draft

On the Job Duties tab,
the employee will
complete the required
fields, including
selecting a rating value
and then click Complete.




Attachments Feature

Human Resources

Tab 2 - Job Duties & Competencies:

- If you would like to add attachments, please select the "Attachments” link.

- Scroll down the page to review all Job Duties.

- Review the rating table at the bottom of the page to understand the values for each rating score.

- Select the applicable overall performance rating for this review period and insert comments reflecting overall performance related to all job duties.

- Once overall comments have been entered, select "Complete” to submit your self-evaluation to your supervisor

ndividual Goals Job Duties & Competencies

end of the rating scale. Enter any optional comments to provide justification for the selected rating.

Required fields are indicated with an asterisk (*).

Job Duties

Click the Attachments
link to upload emails,
documents, etc. that are
relevant to performance.
Attachments are
accessible to the
employee and should be
relevant to performance.
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Step 3: Supervisor Evaluation

The supervisor evaluates employee performance based on Goals and Job Duties/Competencies
previously established. Supervisors are notified via email of the due date. To initiate the supervisor
evaluation, click on the action item identified as the Supervisor Evaluation for each employee.

Go to UNT System HR Site

*UNT SYSTE Hello, John  Log Out

Welcome to the Employee Portal, John

My Reviews

Your Action Items

My Employees' Reviews

Start typing to search

Item Description
. . 2021-02-01
UNT 2021 Staff Performance Evaluation Program for Emily Supervisor Evaluation o Upcoming
Due in 5 days
. . 2021-03-31
UNT 2021 Staff Performance Evaluation Program for Julie Supervisor Creates Plan Upcoming

Due in 2 manths




Human Resources

Supervisor Evaluation Tabs

The supervisor will complete the Individual Goals tab, the Job Duties & Competencies tab and the Next
Evaluation’s Goals tab. Instructions are provided in the blue area at the top of the page.

Supervisor Evaluation for Stac
Instructions:
Tab 1 - Individual Goals:
ease w the £ tab he top of the page he values fi h ng e
=1 d the page entes ng and comments for each esta ned go
5 e Dir T =h to = nat pefore finalizing.
O have rating an mel i =1 select "Save and C n
Tab 2 - Job Duties & Competencies:
| - If you would like to add attachments, p e sele = A s
5 he page ente| ng and comments for each 0 D
B n a men ele e Con e” o Sawve Draft” if you rien ma before finalizing
| Tab 3 - Next Evaluation's Goals:
- Enter established performance goals for the next revie =
-5 plete = nave been complete na h per e




Human Resources

Performance Review — Individual Goals Tab

The supervisor and/or co-reviewer ¢ [proseds Requiremancs e B R
will enter a rating and comment 5 ey accompisnes oy anc arly
for each established individual Spsiees Fermsca g cored with an ssterisi

goal. Select “Save Draft” to review Individual Goals
or edit information before oS T ng aihcato for e st et o ST TSE AL e RS e e AT A e e onerinin 3 Prone et et am
finalizing or “Save & Continue” to
proceed to the Job Duties tab. : Goal:

When completing the evaluation, * Rating

supervisors are encouraged to . § ) i L
review the self-evaluation, Comments

progress notes and any collected
multi-rater feedback to aid in the

evaluation process.

ee of excellence in accomplishing individual and department goals beyond the normal job

tently and significantly exceeds established objectives: achieves significant contributions well beyond normal job requirements. Performance at this level i

ttained.

Goal:

goal 2 test
:: * Rating

Comments

e

UNT 21




Performa

On the Job Duties tab, the
supervisor will repeat the
same action (enter a
required rating and
comment if desired for
each job duty). At the end
of the page, the supervisor
is required to enter overall
comments before selecting
“Save & Continue”

UNT

!

!

Human Resources

nce Review — Job Duties Tab

Performance exce tablizhe

2 Exceeds Requiraments =hed oDjecones on a regular basis: exmiits a degree of exczllence "‘BEZG"“':'F'-'E ndividual and department goals beyond the norma _-J:
regquirements.
5 Highly Accomplizhed Performance cons v and significantly exceeds establizhad objectives; achigves significant contributions well beyond normal job requirements. Performance at this level is
-0 unique and rarely att

Job Duties

For each Job Dugptied. select the aporopriste rating on the rating scale or enter the rating value

Tostfication for the selected rating.

r the box 2t the end of the rating scale. If rating selected is other than 3 - Prof

Description of Job Duty:

this is job duty 1

* Rating

Comments

Description of Job Duty:

this is job duty 2

* Rating

Comments

cient/Meets Requirements

enter comments

(]

o

22




The supervisor will
enter goals for next
year’s evaluation.
Click “Add Entry” to
add additional goals
as needed.

Click Complete to
continue.

Human Resources

Next Evaluation’s Goals Tab

ndividual Goals ~ Job Duties & Competencies  Next Evaluation's Goals

Required fields are indicated with an asterisk {*).

Next Evaluation's Goals
section.

* Goal

Goal I

[CRemove Entry?

Please enter goals Tor next year's evaluation. Click on "Add Entry" t0 add additional goals as needed. Click on "Remave Entry" if any goals need to be deleted. There must be at least ane entry for this

Attachments §)

%% Check spelling

@ Save Draft | A Complete
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Step 4: Supervisor Review of Evaluation Score

The Supervisor will have an action item on the home page requiring them to review the evaluation and confirm the entered
data and score.

Welcome to the Employee Portal, John

My Reviews Your Action Iltems

My Employees' Reviews

Start typing to search

Item

Description Due Date
. . 2021-02-01
UNT 2021 Staff Performance Evaluation Program for Emily Supervisor Review of Evaluation Score -
Due in 5 days
. 2021-03-31
UNT 2021 Staff Performance Evaluation Program for Julie Supervisor Creates Plan

Due in 2 months




Human Resources

Step 4: Supervisor Review of Evaluation Score (cont.)

The Supervisor will review the score displayed on the right side of the page. The supervisor can click “Return for Score Revision” to make any edits to the
evaluation or to finalize the score, click “Acknowledge”. NOTE: The PeopleAdmin System automatically rounds the score displayed at the top of the
page; however, rounding is not part of the UNT process. Please only utilize the Overall Rating score displayed on the right.

Supervisor Evaluation for Emily

%

- Review the evaluation document and ratings to confirm the entered data and resulting score. The overall rating can be located

Instructions:

in the right-hand section of the page.
- Select "Acknowledge" if the information is accurate and requires no additional revision.

- If revision is needed, select "Return for Revision™.

Individual Goals

For each Individual Goal listed, select the appropriate rating on the rating scale or enter the rating value in the box at the end of the
rating scale. If rating selected is other than 3 - Proficient/Meets Requirements, enter cormments providing justification for the selected

rating.

UNT 2021 Staff
Performance
Evaluation
Program

Review Status: [+/.7]

Overall Rating: 4.6

Evaluation Type:
Annual

Program Timeframe:

07/01/20to -

Last Updated: |anuary
26,2021 12:48

Last Completed Step:
Supervisor Evaluation

Co-reviewer: N/A

Comment

#c Check spelling

#» Return for Score Revision | # Dispute | [Ragla¥a Gls 0 [0/
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Step 5: Supervisor Meets with Employee

The supervisor will schedule
time to meet and discuss the
Welcome to the Employee Portal, John evaluation with the
employee.

WPUNT sYsTEM [

My Reviews

Your Action Items
My Emplayees’ Reviews Note: If the overall evaluation
score is Unsatisfactory (1.0 —
1.4), please consult with

Campus HR before meeting

UNT 2021 Staff Performance Evaluation Program for Emily Supervisor Meets with Employee > W|th the employee_

UNT 2021 Staff Performance Evaluation Program for Julie Supervisor Creates Plan

tart typing to search

Item 4 Description

Once the meeting is
complete, select the
“Complete” button.

Home (2 Performance ~ Progress Notes Hello, john Log Out

UNT 2021 Staff Performance
Supervisor Meets with Employee Evaluation Program

Review Status: [T
Instructions: Overall Rating: 4.6
Schedule time to meet and discuss the evaluation with the employee. If the overall evaluation score is Unsatisfactory (1.0 - 1.4), please consult with Campus HR before meeting with the employee.

Evaluation Type: Annual

Program Timeframe: 07/01/20 to -
A Complete ’ Last Updated: January 26, 2021 14:16
Last Completed Step: Supervisor

Review of Evaluation Score

Once the review meeting is complete, select Complete.

Co-reviewer: N/A




Human Resources

Step 6: Employee Acknowledges Evaluation

The employee can sign in to the performance home page where they can view their Action Items, My Reviews and Progress Notes. The
employee will click their action item to review and acknowledge.

Lo to UNT System HRE Sit

*UNT SYSTEM

Welcome to the Employee Portal, Stac

Your Action Items

Itern Description Due Date
T A e Dot - ' . - ' 2021-04-30
UNT 2021 5taff Performance Evaluation Program for Stac Seff Evaluation

Due in about 2 months

I
I
B
|
=
]
&
b
[uil
=
=
5
[1=]
]
=
W
LA
ot

2021-05-31

Duein 3 months

Employee Acknowledgment of Supervisor Evaluation
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Step 6: Employee Acknowledges Evaluation

The employee will then review the evaluation results for individual goals and job duties, the overall rating and comments as well as their goals
for the next year. Upon completion, the employee will click “Acknowledge” on the bottom of the page to acknowledge receipt.

tacie

psition Description: HR

epartment: UNT System
rninistration

Owverview

Plan
Supervisor Evaluation

Self Evaluation

A s &
Acknowledgements

WP UNT SYSTEM

lpervisor: Dorothy Cummings

Go to UNT System HR Site

Home (2 Performance ~ Progress Notes 1

Supervisor Evaluation for Stacie F

Instructions: Review the evaluation results

Selecting Acknowledge indicates receipt of

o add comments if desired, and select "Acknowledge" to complete the evaluation.

Individual Goals

For each Individual Goal listed, select the appropriate rating on the rating scale or enter the rating value in the box at the end of the rating scale. If rating selected is other than 3 -
Proficient/Meets Requirements, enter comments providing justification for the selected rating.

Goal:

goal 1

Rating

My Reviews

Comments

comments

Goal:

goal 2 test

Hello, Stacie  Log Out

UNT 2021 Staff
Performance Evaluation
Program

Review

Overall Rating: 3.4
Evaluation Type: Annual
o70/20 o -

Last Updated: March 08, 2021
11:40

Last Completed Step: Supervisor
Meets with Employee

& Acknowledge
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Print Feature

The employee can print the evaluation by selecting “Print” on the top right corner of the “Employee Acknowledges Evaluation” page.

*UNT SYSTEM

Stacie Supervisor Evaluation for Stacie

Supervisor: Dorothy Cummings

Instructions: Review the evaluation results and n
Position Description: HR Selecting Acknowledge indicates receipt of th
Representative
gverall Rating: 3.4
Department UNT Sysiem IndiVidual Goals
Administration Evaluation Type: Annual
For each Individual Goal listed, select the appropriate rating on the rating scale or enter the rating value in the box at the end of the rating scale. If rating selected is other than 3 - ) P
o o - S . Program Timeframe: 07/0
Proficient/hMeets Requirermnents, enter comments providing justification for the selected rating.
Overview Last Updated: hMarch 08, 4
11-40
Plan Last Completed Step: Sup
W ; .
- Vieets with Employee
Supervisor Evaluation GOE' .
Self Evaluation goal 1

Approvals &

dgements Rating

Acknowle

30

My Reviews

Comments

comments
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Appendix
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UNT 2021 Performance Rating Scale

5 —Highly Accomplished —Performance consistently and significantly exceeds established objectives; achieves
significant contributions well beyond normal job requirements. Performance at this level is unique and rarely
attained.

4 —Exceeds Requirements —Performance exceeds established objectives on a regular basis; exhibits a degree of
excellence in accomplishing individual and department goals beyond the normal job requirements.

3 —Proficient/Meets Requirements —Performance meets established objectives and fully completes normal job
requirements.

2 —Developing/Needs Improvement —Performance of established objectives is inconsistent; meets some of the
minimum requirements of the position, but needs to improve performance in other areas.

1 —Unsatisfactory -Performance of established objectives and/or behaviors is deficient; rarely meets established
objectives and/or behaviors, consistently fails to meet normal job requirements.

Please note that any score other than a 3 on an individual goal or job duty requires comments/justification.

If an employee receives an overall score of 1 -1.4, please meet with Campus HR before conducting employee
meeting.

UNT 31
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Key Features of Performance Module

* Supervisors can access review information for all direct reports in one
location, including status of all evaluation steps.

e Second-level and higher managers (department heads, deans, VPs, etc.)
can access review information for all employees within their organizational
structure.

* Automatic notifications will be sent via email as program tasks open,
become due, or are overdue.

* Progress notes and attachments can be easily stored within the system.
* Goals will make up 60% of the evaluation score.

 Job Duties (or competencies if utilized) will make up 40% of the evaluation
score.




Human Resources

E-mail Notifications

* E-mail notifications will be sent

for the following actions: Hello Melinda Lily
° A p ro ram St e p o) p ens fo r There are Performance Management action item(s) that need your attention within PeopleAdmin.
com p etion Overdue Action Item - 3

* A due date is within 7 days
* A due date IS tOday + Supervisor Creates Plan (Due 02/13/2020)

* A program step is overdue e et Bl (D 0313120201
. upervisor Creates ue 02/13/202

* E-mails will include information View your Action item in the UNT System Staff Evaluation Portal »
on what steps are open and will
provide a link to the
performance system.

The following item(s) are now overdue. Please complete overdue action item(s) as soon as possible.

Please log into the Performance Management portal and complete your action items. Contact your Campus HR team 1f you have any questions.

* System generated e-mails will
only be sent to individuals with
action items. An individual
should receive no more than
one message per day.




Human Resources

Contacts and Resources

* HR Performance Management
e System issues: log-in, employees not listed, navigation issues, re-open a task
 Email: Jayne.Colavecchia@untsystem.edu or abby.Ogenche@untsystem.edu

* UNT Campus HR Team

e Performance management concerns, discussion about unsatisfactory ratings
 Email: HRAdministration@untsystem.edu
* Phone: 940-565-2281

* Performance Management Web Page
https://hr.untsystem.edu/performance-management



mailto:Jayne.Colavecchia@untsystem.edu
mailto:abby.Ogenche@untsystem.edu
mailto:HRAdminstration@untsystem.edu
https://hr.untsystem.edu/performance-management
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